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Introduction

Overview

This course provides an agency's Accounts Payable staff the policies and procedures within the
North Carolina Accounting System (NCAS) to process and maintain direct invoices, employee
transactions, and payments.

Audience

Accounts payable clerk
Accounts payable management

Length

2 days

Objectives

Upon successful completion of this course, participants will be able to:

Add and change vendors

Create control groups

Process direct invoices

Process employee transactions

Process Grants and Awards

Request payment cycles

Cancel checks and remaining payments
Handle special accounts payable processes
Maintain documents

Review accounts payable information

Quick Reference Guides (QRGS)

Too Too Too Too Too Too To T To I

Reference materials that will help participants complete the tasks involved with their jobs. They
are referenced throughout the walkthroughs and activities.

Procedures

This section includes detailed process steps that describe how to complete the tasks. These
can be used after the training as a reference on how to use the North Carolina Accounting
System to perform job functions.

Office of the State Controller Pagel
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Business Process Overview

Overview

Thebasic activities of an agencyds accounts
maintaining accounting records. The responsibility for these activities rests largely on the
accounts payable (AP) clerk.

As part of these responsibilities, the accounts payable clerk performs the following tasks on a
regular basis:

Adding and changing vendors

Creating control groups

Processing direct invoices

Processing matching invoices

Processing travel advances and employee reimbursements
Handling special accounts payable processes

Maintaining documents

Reviewing accounts payable information

Too Joo oo oo Too Too Too Too

In addition to overseeing AP clerks, the Accounts Payable manager is responsible for the
following:

A Overseeing all daily AP activities
A Establishing payment cycles

A Processing payments

A Payment inquiries

We will not cover all of these areas in this course. OSC offers other courses that cover these
responsibilities in depth:

A APO3 - Accounts Payable Matching
A VNOL1 - Vendor Processing

A 1099 Processing

A FAO1 - Fixed Asset Basics

The diagram on the next page illustrates the tasks performed by both AP clerks and managers
in the NCAS environment.

Office of the State Controller Page3
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Business Process Overview

Adding Batching
Vendors  Decum Processing Documents Processing P nts
= Direct Invoices

Adding/ * Matching Invoices

Changing * Employee Reimbursements

Vendors * Employes Travel Advances

Vendor Emtching m Keying in m‘:’u Requisitioning| | Ganceling Canceling

File Doauments Groups Dooume nits Checks Cash Checks Fayments
Havigating
Through
Contrel Groups
Documant
Irvguiry
Handling Special | | Electronic Facioring YearEnd Sales Tax Refund of || |Recording
AP Processes Fayments Fayments Processing Expenditures ;’.‘:‘:"
T T T T
Maintaining
Dacuments
AP CLERK RESPONSIBILITIES
Reviewing AP Reparts
Information

AP MANAGEMENT RESPOMNSIBILITIES

Office of the State Controller
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Adding and Changing Vendors

A vendor record must exist in the NCAS before documents can be entered. Vendors are defined
as either trade vendors, employees, or non-trade vendors.

A The Office of the State Controller maintains a Statewide Trade Vendor File. This allows
agencies to share trade vendors and eliminates duplication of vendor records.

A In order to pay employee reimbursements and travel advances, agencies set up and
maintain their own employee vendor files.

A An agency may also need to establish a non-trade vendor file in order to handle non-
trade transactions, such as scholarships.

Creating Control Groups

Batching documents is the first step in the payment cycle. A set of batched documents is
referred to as a control group . This process creates an audit trail and allows you to identify
keying errors. It also ensures that the total of batched documents equals the system total.

After documents are batched, they are entered into the NCAS.

Because documents are treated differently, the NCAS is tailored according to document type:
Direct invoices

Matching invoices

Employee advances
Employee expense reimbursements

Too Too Too To

Processing Direct Invoices

A direct invoice does not reference a purchase order. A telephone bill is an example of a direct
invoice . Direct invoices are processed on the Invoice Worksheet 1 (IWS-1T) screen.

Processing Employee Tra nsactions

Employee transactions are entered into the NCAS as employee travel advances and employee
reimbursements. The employee travel advance process should be used in conjunction with the
employee reimbursement process to automate the accounting and tracking of amounts due to
and from individual employees.

Office of the State Controller Pageb
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Processing Grants and Awards

The NCAS has the capability to flag grants and awards to direct invoices, matching invoices,
employee transactions, and procurement card transactions. This course will only discuss
flagging direct invoices and employee transactions with grant and award identifiers.

Reqguesting Payment Cycles

In order to pay invoices and employee transactions entered into the NCAS, a payment or check
cycle must be requested in the NCAS.

Canceling Checks and Remaining Payments

The NCAS has the capability to cancel payments for AP transactions. Also, there may be
certain situations where remaining payments from multi-payment invoices may need to be
cancelled in the NCAS.

Handling Special A P Processes

Some functions and processes involving accounts payable require special attention. They are
electronic payments, 1099 processing, backup with-holding, factoring vendor payments, fixed
assets reporting, year-end accruals, non-resident alien processing, sales tax, refund of
expenditures, recording manual checks, escheating checks, and inter/intra governmental
payments.

Maintaining Documents

The NCAS allows the AP clerk to maintain documents if information changes or was entered
incorrectly.

Reviewing AP Information

The NCAS provides easy access to information. Using its information access tools, you can
either view data online or generate a printed rep
level of detail.

Office of the State Controller Page6
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Integration Tools
The North Carolina Accounting System (NCAS) provides an integrated set of financial and

materials management modules for managing business functions. The Accounts Payable (AP)
module of the NCAS is related to several modules as follows:
As documents are entered, the system automatically checks the Budgetary Control

A

module to see if funds are available.
Purchase order information (e.g., item, quantity, unit price, accounting distribution) from
the Purchasing module is used when matching invoices, which minimizes data entry.

A
A Journal entries (e.g., payments, encumbrances) are automatically generated by the
system and are posted to the General Ledger.
A All financial information is passed to the general ledger through the financial controller.
All financial entries are posted in the general ledger
A Information is passed to the Fixed Assets module when invoices reference a fixed asset
account.
Billing System
" H--""' Interfaces
E-Procurement
& other PO
Interfaces F5I Interfaces:
. HE, Fi, MI, BFS,
- BRS 2™ ¥r 606°s and
s Ps other Agency Interfaces
Interfaces
PC . SBM
™.y GL File
| Real Time:
f I.' ‘Validates accounting distribution
)
| Nightly Processing:
FA { 1. Collects and merges data
,I' 2. Sorts and batches by header information
| 3. Applies accounting rules
,I' 4. Summarnzes according to accounting rule
[ 5. Assigns FC Audit ID
II
» AFF| BC |~ ruxs
Interface

Page7
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Policy Overview

Policy Hierarchy

A primary benefit of the NCAS is that it allows the state to maintain consistent financial
information while simultaneously meeting the needs of individual agencies. To accomplish this,
the Office of the State Controller (OSC) has entered standard information in the NCAS that is
either general to the state or specific to an agency. Because the system uses this information as
a standard, it is considered policy . Before an agency can begin to enter information in the
NCAS Accounts Payable module, certain policies must be established for the agency.

The NCAS policy carries forwardd or defaults d information from one screen to the next. This
default information conforms to a hierarchy in the NCAS. The policy hierarchy , illustrated by
the following diagram, represents the levels at which accounts payable policies (including
purchasing policies that impact accounts payable) are established and maintained. As you
review the policy hierarchy, bear in mind that overall state and agency policies are established
at the top of the hierarchy. At the highest level, the buying and paying entities act as an
umbrella under which general accounts payable policies are established and maintained. As
you progress down the hierarchy, each layer represents an opportunity to override previously
established policies with data that is specific to the transaction on which you are working.

Buying/Paying
Entity

Buyer Definition

Vendor Definition

Item Definition

Item Quotation

Requisition Header/Line

Purchase Order Header/Line

Control Document

Invoice Header

Invoice Line

Office of the State Controller Page9
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Vendor Defi nition

Hem Cuoistion

Rsquis ilion Hes deriLine

Purchass Onder HesderLine

Control Document

Inwoice Hesder

I ice Line

Buying Entity
A buying entity supplies a set of defaults that will govern the purchasing

transactions generated within the entity. The values will default for all
transactions created within that buying entity.

The buying entity is a unique code that
and phone number within NCAS. Buying entities have been established for

each agency. XXBG has defaults oriented to the purchase of goods; XXBS

has defaults established for purchasing services.

Each agency has at least four buying entities. They have the following
structure:

XXEG (XXBG) and XXES (XXBS)

XX = Agency identification number
B = Buying - - - OR - - - (E = E-Procurement Buying)
G = Purchases of goods
S = Purchases of services
| = Inventory
For example,

A DPI uses 08EG for purchases of goods.
A OSA uses 06ES for purchases of services.

Your agency may use additional buying entities if it has unique business
requirements. For example, the Department of Correction established a
third buying entity, 42Bl, for the purchase of inventory. Additional buying
entities must be reviewed and approved by the OSC to ensure compliance
with the NCAS business model.

Paying Entity

An agency establishes a paying entity to achieve default values for pro-
cessing invoices, credit memos, employee advances and payment trans-
actions. A paying entity defines the set of rules that will govern the
purchasing and accounts payable transactions generated within the
entity. The rules default from the policy established for the entity.

A paying entity is a unique code that contains the agency name and
address and the type of vendor that will be processed.
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Each agency has at least two paying entities. They have the following structure:

XXPT and XXPE

XX = Agency identification number
P = Paying

T = Trade vendor transactions

E = Employee vendor transactions
N = Non-Trade

An agency is responsible for maintaining vendor information for its employees.

For example,
1 DOl uses 12PT to pay a trade vendor.
1 The OSC uses 14PE to pay employee advances.

Your agency may use additional paying entities if it has unique business
requirements. For example, Department of Revenue established a third
paying entity, 45PN, to pay non-trade vendors. Additional paying entities must
be reviewed and approved by the OSC to ensure compliance with the NCAS
business model.

Buyer Definition

Policies established at the buyer definition level default to PO
screens for transactions created by a specific buyer. For example,
a buyer who purchases mostly tax-exempt goods might set the
tax-al | owed indicator to Ano. o

I Coantrol Documes |

I FIrwoices Hesder |

I Inwoice Lins |
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Vendor Definition

Although your agency establishes general vendor policy at the
paying entity level, it may be overridden at the vendor definition
level. After a vendor is initially added to the Statewide Trade

Vendor File, the OSC sends a questionnaire to the vendor. The

Hem Quotafion |

Requisition H esderLine

| guestionnaire asks the vendor to verify all information. For

example, the vendor identifies his or her payment terms, which

Purc hass Oirder HesdenLine |

may be different from the default. This is where a vendor would

| Contied Documert | establish payment terms if different from the entity default. The
Irwoice Header en makes any changes or additions to the file, ensuring
I | OSC th k h dditions to the fil
| Invaics Line | that all information is accurate and current. This process

demonstrates how policy established at a higher leveld in this
case, the paying entityd is more general than the specific
information entered at a lower leveld in this case, the vendor
definition level.

The policies set up in the Purchasing module also impact the accounts payable functions. For
example, the controls governing an invoice (such as the allowable variance in the unit price of
an item) are established in the Purchasing module. Purchasing policies are generally
established at the buying entity level and overridden at the following levels by the buyer.

Iltem Definition

Policies established at the item definition level default to all transactions for a specific item. For
example, a specific amount of days is allowed for early or late delivery of an item. This policy,
which is also established at the buying entity level, can be overridden at the item definition level
for such items as perishable goods.

Item Quotation

Policies established at the item quotation level default to any transaction that references a
specific quotation. For example, if no price is entered by the buyer (i.e., he or she erases the
requisition amount), the price defaults to the last price paid for the item. If a quote is referenced,
however, the quote price is used.
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Requisition Header and Line

The requisition header and line represent an opportunity to establish item and ship-to

information before it is passed to a buyer for processing. These levels represent a

requi sitionerds | ast woglupsiheforaitmeiregusitiands semitcetherbuyere def au
for processing.

Purchase Order Header and Line

These |l evels represent the buyero6s | ast opportuni
purchase order is sent to a vendor. The information at these levels contains the greatest level of

detail. For example, if no freight is to be charged for a particular transaction, the buyer can set

the freight indicator to finoo for that particul ar

Control Document

The control document level represents an opportunity for an AP clerk

to establish default values for all the documents in a particular control
group. Some policies are established at the paying entity level and can

be overridden at the control document level for a particular set of [ memauostion |
invoices. Other policies are established at the control document [ Feauistion Hesteriine |
level. For example, the AP clerk can enter a payment routing code = ==ommmmrr=

to instruct the system that all the payments for a particular control [ cowolocumemt |

group should be hand delivered.
I Invoice Header |

I Iivoice Line |

IT:V'OIC'e I;Ieid?r I t tunity for the AP clerk

e invoice header level represents an opportunity for the AP cler —

to establish or override previously established defaults for a particular
invoice. The defaults established at this level will apply to all the lines

on an invoice. For example, you could override the payment terms em Quotation__|
code that defaults from a higher policy level (paying entity or vendor | Requisibon hestertine |
definition levels). This terms code would then apply to the entire | Purchase Order Headeriline |
inVOice. | Control Document |

Irvwoi o Line
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Invoice Line

The invoice line level represents the last opportunity for the AP clerk to establish or override
defaults. The defaults established at this level apply only to that invoice line. For example, a
vendordos 1099 code defaults from the vendor
a different 1099 code, the AP clerk can override the 1099 default at the invoice line level.

1 For example, your agency may have established payment terms of net 30 for a
particular paying entity. These payment terms will default to all transactions
associated with this paying entity unless overridden at a lower level. For
example, a buyer may negotiate better payment terms with a specific vendord for
example, net 45. In this case, the buyer will override the net 30 default with net
45 on the appropriate PO screen (PO header or PO line). The net 45 will then
default to all AP screens related to this PO.

TheAP clerk can also override payment
may arrive with the more favorable payment terms of net 60. The AP clerk can
override the net 45 default on the Invoice Worksheet (IWS) screen when entering
the matching invoice. Remember that, when matching, the IWS screen is used
to record additional information or change certain information entered on the PO.

Benefits of the Policy Hierarchy

Having a policy hierarchy provides many benefits to the state and agencies. Because
information defaults to all related transactions, less information needs to be entered during data
entry and, therefore, fewer mistakes will be made. More importantly, the policy hierarchy helps
maintain consistent business processes. Other benefits of the policy hierarchy include:

A Your agency can automatically and consistently apply general business palicies to all
transactions.
A Your agency has access to statewide vendor and item files, which contain statewide

policies and defaults.

A The Accounts Payable department can control invoice processing options.
A Accounts Payable clerks can override policy when needed.
A Accounts Payable clerks save time because policy decisions are entered once.
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Adding and Changing Vendors

Adding and Changing Vendors

Creating
Contral
Groups

Processing
Dirzot
Invoices

Processing

Employes
Transactons

Prooessing
Grants and
Buwards

Reque=ting

Payment
Cyoles

Canc=ling
Checks and

Ramaining

Payments

Handling
Epecial AP
Processes

Mzintaining
AP
Documents

Reviewing
AP
Infermiation

Overview

In the NCAS, a vendor record must exist before documents can be entered. During the payment
process, it may be necessary to add and change vendors. There are three types of vendors that
may be added or modified:

A Trade vendors
A Employee vendors
A Non-trade vendors

Trade Vendors

Trade vendors are people and companies outside of your agency who provide goods and
services to your agency.

Before entering a document in the NCAS, a trade vendor must exist in the Statewide Trade

Vendor File. This file is established and maintained by the Office of the State Controller (OSC).
to establ
number must be known.

I n order

s h

a

trade

The following are Statewide Trade Vendor File characteristics:

A Acts as a master file that is shared by all agencies

A Cont ai

ns essenti

al

nf or mat.

on

vendor , t he

atb addréss) vendor s

After the OSC has added a vendor to the Statewide Trade Vendor File, it sends a Payment

Verification Form to the vendor. The form asks the vendor to verify all information. If any

information is incorrect or missing, the vendor is asked to correct or supply it. The OSC then
makes any changes or additions to the file. This process ensures that all information in the
Statewide Trade Vendor File is accurate and up-to-date.

Office of the State Controller
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Three screens are used to request the addition of a trade vendor:

A The Vendor Short Name Lookup (VSL) screen is an inquiry screen that is used to search
the Statewide Trade Vendor File for a specific vendor.

A The Vendor Setup (VSU) screen is a setup screen that is used to request the addition of
a vendor to the Statewide Trade Vendor File.

A The Remit to Vendor Setup (VRS) screen is an inquiry screen that displays detailed
information aboutth e vendo-t 6saddmess. Your agencyds acco
section will want to verify that this address is set up correctly in the system to ensure that
vendor payments are being sent to the correct address.

Some things to consider when adding a trade vendor:

A Use the federal tax ID or the social security number as the vendor number.

A Use the REMIT MSG field on the IWS-1T screen to identify an "in care of" recipient.
(Remember...do not use slashes.)

A Use the REMIT MSG field on the IWS-1T screent o i denti fy an fAin care o

The NCAS allows you to request changes to vendors before they have been added to the
Statewide Trade Vendor File. Changes may be added by:

A VADD This is the pay entity utilized for address changes and name changes.

The following walkthrough shows the process of requesting the OSC to add a vendor.

Walkthrough: Requesting the Addition of a
Trade Vendor

SCENARIO
Your agency wants to do business with Tectonics, Incorporated. Tec-
tonicsd federal I D number is XX9
James. Tectonicsd address and pli

148 Elm Street

Suite 1200

Charlotte, NC 27106-2618
Toll-Free: 800-755-9877
Local: 336-967-4531

Before entering any documents, check the Statewide Trade Vendor File
to see if the vendor exists.
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Remember, you learned how to log on to the system during the NCAS Basics (CBT) course.

*k%k *kkkk *kkkk kkk
*k Kk kkk  kkk *kk *kk *kkkkkk *kkkkkkkkk
*kk kkk kkk  kkk *kk  kkk *kkk k%
*kk  kkk kkk  kkk *kk *kk *kkk
*kk *k kkk  kkk kkkkkkkkkkk  kk  kkkkk
*kk *kkkk * *% *kk  kkkk  kkkk  kkkkkkkkkk

*kk *kkk *kkkkkkk kkkk  kkkk  kkk kkkkk

NORTH CAROLINA ACCOUNTING SYSTEM P REGION
MAIN MENU

A 1 PAYROLL/PERSONNEL
B i FINANCIAL SYSTEMS

E i INFORMATION EXPERT

ENTER THE SYSTEM TYPE YOU DESIRE: _0

ACTION____ DCI Release 01.00 SOX

1. Access the NCAS and type B for Financial Systems in the ENTER THE SYSTEM TYPE YOU
DESIRE field and press ENTER.

*kkkkk *k% *kkkkkkk *kkkk *kkkk kkk

*kk kkk  kkk *kk *k%k *kkkkkk K*kkkkkkkkk

*kk kkk khkk  kkk *kk  kkk *kkk k%

*kk  kkk kkk  kkk *kk *kk *kkk

*kk *k kkk  kkk kkkkkkkkkkk  kk kkkkk

*kk *kkkk *kk *kk  kkkk  kkkk  kkkkkkkk *%

*kk *kkk *kkkkkkk *kkk  kkkk  kkk kkkkk

NORTH CAROLINA ACCOUNTING SYSTEM P REGION
FINANCIAL SYSTEMS

03 - GENERAL LEDGER 12 - FOREIGN EXCHANGE

04 - ACCOUNTS RECEIVABLE 13 - PROJECT TRACKING

06 - ACCOUNTS PAYABLE 14 - PURCHASING

07 - INVENTORY 21 - FINANCIAL CONTROLLER
08 - FIXED ASSETS

09 - BUDGETARY CONTROL

ENTER THE SYSTEM NUMBER YOU DESIRE:Q_

ACTION DCI Release 01.00 SOX

2. Type 06 in the ENTER THE SYSTEM NUMBER YOU DESIRE field and press ENTER to access
the Accounts Payable (APM) screen.
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OCP AP ACCOUNTS PAYABLE APM
NEXT FUNCTION: 9 ACTION: 05/02/2011
13:53:10
FUNCTIONS SETUP/MAINTENANCE
ACTIVITY DESCRIPTIONS ACTIVITY DESCRIPTIONS
DEM DOCUMENT ENTRY CPM COMMON POLICY
DMM DOCUMENT MAINTENANCE CVM COMMON VENDOR
DIM DOCUMENT INQUIRY SMM SYSTEM MAINTENAN CE
PYM PAYMENT CONTROLS
BRM BANK RECONCILIATION
BEM BUDGETARY EXCEPTIONS

3. Type VSL in the NEXT FUNCTION field and press ENTER to access the Vendor Short
Name Lookup (VSL) screen.

OCP VENDOR SHORT NAME LOOKUP VSL
NEXT FUNCTION: o ACTION: 05/02/2011 13:57:46
REQUEST:

pAY ENTITY: @
SHORT NAME: © ADDRESS TYPE: _ PRIVATE VENDORS : _
SHOW ALL
SHORT NAME  VENDOR NBR GROUP NAME ACTIVITY
ORDER FROM ADDRESS REMIT TO ADDRESS

PAGE NO: SCREEN STATUS:

4. Type your trade paying entity (XXPT) in the pAY ENTITY field.

5. Type tec@ in the sHORT NAME field and press ENTER to view the VSL screen. The
symbol A@o all ows you to type part of a vendor
with theecl.edtters ft
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When the screeN sTATUS field at the bottom of the screen says MORE, additional
pages of information exist. Press ENTER to scroll to the next page and access this
information.

You can scroll up or down on the VSL screen. DOWN is the default direction. To
scroll UP, type UP in the REQUEST field and press ENTER. You are able to scroll up
to ten pages at one time. For example, type DOWN3 or DN3 in the REQUEST field
and press ENTER to scroll down 3 pages. To return to the top of the list, type TOP
or T in the REQUEST field and press ENTER.

Note that Tectonics is not listed on the VSL screen.

6. Type VSU in the NEXT FUNCTION field and press ENTER to access the Vendor Setup
(VSU) screen and request the addition of Tectonics as a vendor.

ocp VENDOR SETUP VSU

NEXT FUNCTION: ACTION: 05/02/2011 15:40:23

REQUEST:

PAY ENTITY : @® VENDOR NO Oroupr c

VENDOR NAME :_@ VENDOR TYPE : _ ®
SHORT NAME : EDI/FAX CODE : -
-~ ORDERFROM- - HOLD: _ DEFAULT ADDR: _ FAX : (11)
ADDR LINE 1: PHONE

ADDR LINE 2: STATE CODE : __ VAL _

ADDR LINE 3: POSTAL CODE :

OPT ADDR 1: OPT ADDR USE : _

OPT ADDR 2: OPTSTATECD: __ VAL _
CONTACT : OPT POSTAL CD: _

— REMIT TO -  HOLD: _

ADDR LINE 1: PHONE @®
ADDRLINE 2: __€® STATECODE : __ VAL _@®
ADDR LINE 3: POSTAL CODE : o

OPT ADDR 1: g OPT ADDR USE : _

OPT ADDR 2: OPTSTATECD: __ VAL _
CONTACT :__ € OPT POSTAL CD:

PAYMENT TERMS: __ VENDOR STATUS: _
CONSL REPORTING INFO - PAY ENTITY: ____ VEND NBR: GROUP NBR: __

Type VADD in the pAY ENTITY field. VADD is a temporary storage area. All new trade

vendors are filed here until they are added to the Statewide Trade Vendor File.

7.
8.

vendor 6s federal |
9. Type tectonics incorporated

exactly as it is typed here.

Office of the State Controller

Type XX9876543 in the VENDOR NO field. Remember that the vendor number is the

D or soci al security

in the VENDOR NAME field. The name prints on the check
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1 Spell out the name of the vendor as far as the VENDOR NAME field allows. |If
necessary, use the ADDRESS LINE 1 field for continuation of the name.

10. Type D in the VENDOR TYPE field to indicate that Tectonics is a direct vendor. In other
words, a purchase order will not be issued.

The default for the venbor TYPE field is D for direct vendor. If the vendor is a
matching vendor (grant, contract, or motor fleet), an M must be typed in the
VENDOR TYPE field. The agency must then notify the OSC that the vendor is grant,
contract, or motor fleet in one of the optional address line fields.

Do not enter any data in the sHoRT NAME field. Allow the data from the VENDOR
NAME field to default in the sHORT NAME field. Any further modifications to this field
will be made by the OSC Support Services Center. This is for Trade vendors

onl y. You must type employee vendor 6s
does not default correctly.

11. Type 828-345-6789 in the Fax field. This field is optional

It is no longer necessary to enter data in the ORDER FROM fields. The ORDER FROM data is
added when an E-procurement vendor is selected foruseonapur chase order .
ORDER FROM data is fApu-procerementt o NCAS from E

12. Type 800-755-9877 in the pHONE field of the REMIT TO section. If there is a toll-free
number, it should always be entered in the PHONE field.

13. Type 148 elm st ste 1200 in the ADDR LINE 2 field.

1 Use standard postal abbreviations wherever appropriate. See online NCAS System
Information Guide (SIG) for a complete listing of postal abbreviations in the Vendors
Section.

14. Type nc in the sTATE cobE field.
15. Type charlotte in the ADDR LINE 3 field.
1 Always type the city in the ADDR LINE 3 field, even if it means that you have to leave

the ADDR LINE 1 field blank. Only ADDR LINE 2 and ADDR LINE 3 fields print on the
purchase order and check.

Donotuse sl ashes (fi/0o) anywhere in your
vendor record to be corrupted and unu
REMIT MSG field on the IWS-1T screen. For telephone numbers, use dashes. If
you have any questions regarding the establishment of a vendor request, please
call the NCAS Support Services at (919) 707-0795.
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16. Type 27106-2618 in the POSTAL CODE field.

1 The nine-digit zip code is required.

Complete zip code numbers can be | oca
web site: http://www.usps.gov/zip4

17. Type phone #: 336 -967-4531 in the orPT ADDR 1 field. The oPT ADDR fields are used to
enter other information about a vendor, such as a second phone number.

The code that you enter in the opT ADDR USE field instructs the NCAS to print
certain address lines. You can type one of the following two codes:

1 Prints selected address lines:
Opt addr 1
Opt addr 2

2 Prints all address lines:
Addr line 1
Addr line 2
Opt addr 1
Opt addr 2
Addr line 3

18. Type your name, phone number and agency -division in the opPT ADDR 2 field.

Example: Janei 828-358-3546 @ DOJ-JA

You must type your name, full telephone number (with area code if outside of
Raleigh), and agency-division in the orT ADDR 2 field. This will ensure that the
OSC Support Services Center can reach you if further information is required to
process the vendor requests.

19. Type randy james in the coNTACT field.

20. Press ENTER. The following message is displayed on your screen:
VENDOR HAS BEEN ADDED TO THE SYSTEM. HIT ENTER!!

21. Press ENTER to send your request to the OSC.

You have now requested that the OSC add a vendor to the Statewide Trade Vendor file. The
OSC will act on your request as soon as possible.
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WALKTHROUGH: Requesting the Change of a
Trade Vendor Before It Has Been Added

SCENARIO

You entered all information for Tectonics correctly on the VSU screen, with
the exception of the city. Instead of typing Greensboro, NC, you typed
Charlotte, NC. Before requesting the change, you need to check the
Statewide Trade Vendor File to determine whether the OSC has added this
vendor.

1. Type VSL in the NExT FUNCTION field and press ENTER to access the Vendor Short
Name Lookup (VSL) screen.

oCP VENDOR SHORT NAME LOOKUP VSL
NEXT FUNCTION: ACTION: 05/02/2011 13:57:46
REQUEST:

PAY ENTITY: @
SHORT NAME: @ ADDRESS TYPE: _ PRIVATE VENDORS : _
SHOW ALL
SHORT NAME ~ VENDOR NBR GROUP  NAME ACTIVITY

ORDER FROM ADDRESS REMIT TO ADDRESS

PAGE NO: SCREEN STATUS:

2. Type vadd in the PAY ENTITY field.

3. Type the Julian date of your request and "@" in the SHORT NAME field. Press ENTER
to display the vendors you have requested to be added.

1 The Julian date is the numerical day of the calendar year. For example, the date
January 3 has a Julian date of 003. The date December 31 has a Julian date of 365.
Be sure to use three digits when entering the Julian date.
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Julian date calendars (both perpetual and leap year) can be found in the
Quick Reference Guide chapter of this book under QRG 14: Julian Date
Calendars.

4. Type VSU in the acTiviTy field of Tectonics and press ENTER to access the Vendor Setup
(VSU) screen.

Note that the paying entity and vendor number for Tectonics defaults to the VSU screen.

oCP VENDOR SETUP VSU
NEXT FUNCTION: ACTION: 05/02/2011 15:40:23

REQUEST:

PAY ENTITY :VADD VENDOR NO : XX9876543 GROUP .
VENDOR NAME : TECTONICS INCORPORATED. VENDOR TYPE : D

SHORT NAME : XXXTECTONICSINC EDI/FAX CODE : _

—- ORDERFROM- - HOLD:_ DEFAULT ADDR: N FAX : 828- 345- 6789
ADDR LINE 1: PHONE

ADDR LINE 2: STATE CODE : __ VAL _

ADDR LINE 3: POSTAL CODE :

OPT ADDR 1: OPT ADDR USE : ~

OPT ADDR 2: OPTSTATECD: __ VAL: _

CONTACT : OPT POSTAL CD:

-~ REMIT TO -  HOLD: _

ADDR LINE 1: PHONE 800- 755- 9877
ADDRLINE 2: 148 ELM ST STE 1200 STATE CODE : NC VAL: Y
ADDRLINE 3: CHARLOTTE @ POSTAL CODE : 27106 - 2618
OPTADDR 1: PHONE #: 336 - 967- 4531 OPT ADDR USE : _

OPT ADDR 2: OPTSTATECD: __ VAL: _
CONTACT :  RANDY JAMES OPT POSTAL CD:

PAYMENT TERMS: VENDOR STATUS: _

CONSL REPORTING INFO - PAY ENTITY: ____ VEND NBR: GROUP NBR: __

5. Type C in the REQUEST field and press ENTER to indicate you are changing information
about Tectonics.

6. Type Greensboro over Charlotte in the ADDR LINE 3 field in the REMIT TO section.
7. Press ENTER to complete the change request.

You have now corrected the information for Tectonics. When the OSC adds Tectonics to the
Statewide Trade Vendor file, the correct address will also be added.
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A maximum of 15 characters can be used in the sHORT NAME field.
When searching for a vendor using the short name, note that
these abbreviations are used for the following words:

Full Name Short Name
America/American AMER
Association/Associated ASSN
International INTRNTL
National NATL
North Carolina NC
Northeast/Northeastern NE
Northwest/Northwestern NW
Southeast/Southeastern SE
Southwest/Southwestern SW
United States us
University UNIV

Additional abbreviations are listed on QRG 1: NCAS Standard
Vendor Short Name Abbreviations

Employee Vendors

An employee vendor is an employee to whom your agency pays expense reimbursements or
travel advances. Each agency is responsible for establishing and maintaining employee
vendors.

Employee vendors are established under the following paying entity:
XXPE

XX = agency identification number
PE = employee payable

Short names for employee vendors should be set up on the Vendor Setup (VSU) screen with
the last name first (e.g., Smithjohn). Remember that spaces and punctuation are not typed in
the sHORT NAME field.

The date the vendor is to be added to the system should be entered on the Vendor General
Information (VGN) screen in the VEND ADD field. The date for this field must be entered as 8
digits (for example, September 15, 2008 would be entered as 09152008).
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After keying in the employee information on the VSU screen, the federal tax ID nhumber needs to
be entered on the Vendor Payable Information (VPN) screen. The FEDERAL TAX ID field must be
completed on the VPN screen to avoid inadvertent backup tax withholding.

WALKTHROUGH: Adding an Employee Vendor

SCENARIO

Michael Miller will be traveling and receiving expense checks. He needs to be
entered into the system as an employee vendor. His social security number is
022-03-0444. His address and phone number are:

180 West State Street
Charlotte, NC 28128-4857
Phone: 704-983-0002

Before entering a travel advance or employee reimbursement, check the employee vendor file
to see if the vendor exists.

1. Type VSL in the NEXT FUNCTION field and press ENTER to access the Vendor Short
Name Lookup (VSL) screen.

OCP VENDOR SHORT NAME LOOKUP VSL
NEXT FUNCTION: @ ACTION: 05/02/2011 13:57:46
REQUEST:

PAY ENTITY: @
SHORT NAME: © ADDRESS TYPE: _ PRIVATE VENDORS : _
SHOW ALL
SHORT NAME  VENDOR NBR GROUP NAME ACTIVITY
ORDER FROM ADDRESS REMIT TO ADDRESS

PAGE NO: SCREEN STATUS:

2. Type your employee paying entity (XXPE) in the PAY ENTITY field.

3. Type mill@ in the sHORT NAME field and press ENTER to view the VSL screen. The
symbol A@o all ows you to type part of an empl o
beginning wit-HItbhe | etters Am
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4. Scrol |

Note that Mi

down t

he 1|1 st to find t

chael Mill erds name |

he

S

empl oyeeds

not |l i sted.

5. Type VSU in the NEXT FUNCTION field and press ENTER to access the Vendor Setup
(VSU) screen and add Michael Miller as a vendor.

oCP VENDOR SETUP VSU
NEXT FUNCTION: @ ACTION: 05/02/2011 15:40:23
REQUEST:

PAY ENTITY :XXP VENDOR NO GROUP .
VENDOR NAME : VENDOR TYPE : _ o
SHORT NAME EDI/FAX CODE : _

- ORDERFROM- - HOLD:_ DEFAULT ADDR: _ FAX

ADDR LINE 1: PHONE

ADDR LINE 2: STATE CODE : __ VAL _
ADDR LINE 3: POSTAL CODE :

OPT ADDR 1: _ OPT ADDR USE : _

OPT ADDR 2: OPTSTATECD: __ VAL: _
CONTACT OPT POSTAL CD:

-~ REMIT TO -  HOLD: _

ADDR LINE 1: PHONE ®
ADDR LINE 2: STATE CODE : _ VAL
ADDR LINE 3: POSTAL CODE :

OPT ADDR 1: OPT ADDR US E: _
OPT ADDR 2: OPTSTATECD: __ VAL _
CONTACT : OPT POSTAL CD:

PAYMENT TERMS: __ VENDOR STATUS: _

CONSL REPORTING INFO - PAY ENTITY: ____ VEND NBR: GROUP NBR: __

6. Type 022030444 in the VENDOR NO field.

7. Type Michael Miller in the VENDOR NAME field.

8. Type E in the veENDOR TYPE field to indicate that this is an employee vendor.

9. Type millermichael

in the sHORT NAME field.

1 For trade vendor files, you do not type any data in the sHORT NAME field. Because
employee vendor files are not sent to the OSC, you must type a name in the
SHORT NAME field that can be used to search for and retrieve the employee vendor

file.
10.
11.

12.

Type 704-983-0002 in the pHONE field of the REMIT TO section.
Type 180 w state st in the ADDR LINE 2 field.

Type nc in the sTATE coDE field.
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13

14.
15.
16.
17.

. Type charlotte in the ADDR LINE 3 field.

Type 28128-4857 in the PosSTAL coDE field.

Press ENTER to complete the entry.

Type G in the REQUEST field and press ENTER to display the vendor record.

Type VGN in the NEXT FUNCTION field and press ENTER to access the Vendor General
Information (VGN) screen.

OCP VENDOR GENERAL INFORMATION VGN
218 - PLEASE ENTER DESIRED REQUEST
NEXT FUNCTION: ACTION: 05/03/2011 14 47:11
REQUEST:
PAY ENTITY :
SHORT NAME :
VENDOR NUMBER: GROUP: __
CATEGORY CODES 1. 2 3: 4: 5:

DUNS NUMBER

VENDOR FILING DATE :
D & B RATING _

D & B APPRAISAL  : _
QUESTIONNAIRE CODE :
NEXT QUEST. MAIL DATE:
EST EXPENDITURE

NC CORPORATE ID NER : VEND ADD: ®
ORDER FROM EMAIL :
REMIT TO EMAIL :

18.

19.

20.

21.
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Typet o d ay 6 é thd eEtpeDD field to indicate the date you are adding the vendor to

your agencyb6s employee vendor f-diditeumber. BFor sur e

example, September 15, 2008 would be type 09152008.)

Press ENTER to add the date and to clear the screen. The message 2181 PLEASE
ENTER DESIRED REQUEST is displayed on the screen.

Type G in the REQUEST field and press ENTER to display the vendor record.

Type VPN in the NEXT FUNCTION field and press ENTER to access the Vendor Payable
Information (VPN) screen.
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oCP VENDOR PAYABLE INFORMATION VPN
218 - PLEASE ENTER DESIRED REQUEST
NEXT FUNCTION: ACTION: 05/05/2011 15:28:05
REQUEST:
PAY ENTITY : XXPE MICHAEL MILL ER
SHORT NAME :
VENDOR NUMBER: 022030444 GROUP: __ CHARLOTTE
NC 28128 - 4857
DISCOUNT DELAY DAYS: PAYMENT DELAY DAYS :
DOC ALERT MAX AMOUNT: COMBINED OR SINGLE PYMT: _
DIRECT INVC AL LOWED : _ PAYMENT PRINT SEQUENCE :
FACTOR NUMBER  : FACTOR GROUP NUMBER
PAYMENT ROUTE CODE :___ VAT INCLUSIVE
SIGN APPROVAL CODES: USE TAX o
TAX ID NUMBER [>>) TAX ID EXPIRATION DATE :
1099 CODE C 1099 WITHHOLDING RATE :
1099 PAYEE NAME : 1099 USE NAME: _
VENDOR CURRCODE
DUNS NUMBER: TYPE:
CORPORATE CREDIT CARD 2: TYPE:

22. Type 022030444 in the TAX ID NUMBER field and press ENTER to complete adding the
vendor. The message 218 1 PLEASE ENTER DESIRED REQUEST is displayed on
your screen.

You have now added an employee vendor to your age

23. Type G in the REQUEST field and press ENTER to verify that the tax ID number has been
entered correctly.

The Vendor Setup (VSU) screen may display the following message
when you are trying to add a vendor. VENDOR ALREADY EXI STS. If
this happens, type G in the REQUEST field and press ENTER. The
vendor information is then displayed on the VSU screen.

To change the file for an existing employee vendor, perform the
following steps:

1. Type VSU in the NExT FUNCTION field and press ENTER to
access the Vendor Setup (VSU) screen.

2. Type C in the REQUEST field.

3. Type the paying entity (XXPE) in the pAY ENTITY field.

4 Typet he empl oy e e 6 3nthe bHORT NAMEHi&ldm e

and press ENTER. (You can also type the first four letters of

the employeeds | ast name f ol

sHORTNAMET i el d or type the empl oy

Number in the vENDOR NoO field.)

Type your changes and erase any extra characters.

6. Press ENTER to make the change.

o
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Non-Trade Vendors

Non-trade vendors are vendors to whom payments are made for transactions other than
purchased goods and services. Your agency may need to pay vendors for non-trade
transactions. Each agency decides what is classified as a non-trade transaction. For example,
some agencies classify scholarships as non-trade transactions.

A non-trade transaction is handled in a non-trade paying entity. Unlike trade vendors, non-trade
vendors are not shared with other agencies.

The OSC requires that the vendoros feder al I D num
vendor number.

Short names for non-trade vendors should be set up on the Vendor Setup (VSU) screen. You
should set up vendors who are individuals with the last name first (e.g., Smithjohn). Remember
that spaces and punctuation are not typed in the sHORT NAME field.

Adding a non-trade vendor requires entries on three screens:

A The Vendor Setup (VSU)screen is used to set up the vendor
address, and telephone information.

A The Vendor General Information (VGN) screen is used to indicate the remit-to county
Information, as well as indicate special characteristics of the vendor (e.g., woman-
owned, minority, non-profit, etc.) that are reported statewide.

A The Vendor Payable Information (VPN) screen is used to set up 1099 and backup
withholding information. The FEDERAL TAX ID field must be completed on this screen
to avoid inadvertent backup withholding.

If an individual or company is doing business under another name, you will want to enter both
names into the NCAS. On the VSU screen, enter the name that should display on the checks in
the vENDOR NAME field. On the VPN screen, enter the other vendor name in the 1099 PAYEE NAME
field. This will ensure that any applicable reporting is done with the correct name.

For example, you want to add vendor XYZ Incorporated DBA (doing business as) ABC
Company. On the VSU screen, type ABC Company in the VENDOR NAME field and on the VPN
screen, type XYZ Inc in the 1099 PAYEE NAME field.

You cannot delete a non-trade vendor. You can inactivate a non-trade vendor so that this
vendor can no longer be used. To inactivate a vendor, type an | in the VENDOR STATUS field on
the VSU screen.
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WALKTHROUGH: Adding a Non -Trade Vendor

SCENARIO

You need to add Jill Martin to your non-trade paying entity. Ms. Martin lives
in Wake County. Her remit-to address and phone number are:

190 Basswood Road
Cary, North Carolina 27513-6235
Phone: 919-380-9995

Her social security number is 033-04-0555. The payment terms for this
vendor are NET.

1. Type VSL in the NExT FUNCTION field and press ENTER to access the Vendor Short
Name Lookup (VSL) screen.

oCP VENDOR SHORT NAME LOOKUP VSL
NEXT FUNCTION: _ @ ACTION: 05/02/2011 13:57:46
REQUEST:

PAY ENTITY: @

SHORT NAME: @ ADDRESS TYPE: _ PRIVATE VENDORS : _

SHOW ALL
SHORT NAME VENDOR NBR GROUP NAME ACTIVITY

ORDER FROM ADDRESS REMIT TO ADDRESS

PAGE NO: SCREEN STATUS:

2. Type your non -trade paying e ntity (XXPN) in the pAY ENTITY field.

3. Type martin@ in the sHoRT NAME field and press ENTER to view the VSL screen. The

symbol A@o all ows you to type part of
with the letters fAimartin. o

Note that Jill Martin is not listed on the VSL screen.

4. Type VSU in the NExT FUNCTION field and press ENTER to access the Vendor Setup
(VSU) screen and request the addition of Jill Martin as a vendor.
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ocp VENDOR SETUP VSU

NEXT FUNCTION: _@® ACTION: 05/02/2011 15:40:23

REQUEST: €®

PAY ENTITY : @ VENDORNO : G:our [ 7]
VENDDR NAME : __ @ VENDOR TYPE : _ 5 )
SHORT NAME : ¢y EDI/FAX CODE : _

- ORDERFROM-- HOLD:_ DEFAULT ADDR: _ FAX

ADDR LINE 1: PHONE

ADDR LINE 2: STATE CODE : __ VAL _

ADDR LINE 3: POSTAL CODE :

OPT ADDR 1: OPT ADDR USE : _

OPT ADDR 2: OPTSTATECD: __ VAL _
CONTACT : OPT POSTAL CD:

- REMIT TO —  HOLD: _

ADDR LINE 1: PHONE @
ADDRLINE 2: _ €® STATE CODE : __ VAL _@®
ADDRLINE3: @@ POSTAL CODE : ®

OPT ADDR 1: OPT ADDR USE : _

OPT ADDR 2: o) PTSTATECD: __ VAL _
CONTACT : OPT POSTAL CD:

PAYMENT TERMS: _@D VENDOR STATUS: _

CONSL REPORTING INFO -  PAY ENTITY: VEND NBR: GROUP NBR: __

5. Type the non -trade paying entity (XXPN) in the pAY ENTITY field. Your agency and the
OSC have det er mi n e diradepaying eatity.eForcpyr@oses of this
course, we will use XXPN as the non-trade paying entity.

6. Type 033040555 in the VENDOR NO field.

7. Type 01 inthe GrRoup field. The numberindi cat es t he vendords |l ocatic
8. Type jill martin in the VENDOR NAME field.

9. Type D in the VENDOR TYPE field to indicate that Ms. Martin is a direct vendor.

10. Type martinjill in the sHORT NAME field.

1 Because non-trade vendors are not added by the OSC, use a name in the SHORT
NAME field that can be used to search for and retrieve this non-trade vendor.

11. Type 919-380-9995 in the pHONE field of the REMIT TO section.

1 Because this is not a matching vendor, you need to enter the address information in
the REMIT TO section of the screen.

12. Type 190 basswood rd in the ADDR LINE 2 field.
13. Type NC in the STATE cODE field.

14. Type cary in the ADDR LINE 3 field.
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15. Type 27513-6235 in the POSTAL CODE field.

code numbers can be | ocated
web site: http://www.usps.gov/zip4

Always include the additional four digits in the zip code. Complete zip
on tH

16. Type NET in the PAYMENT TERMS field.

17. Press ENTER to add this vendor to your non-trade paying entity and to clear the screen.

18. Type G in the REQUEST field and press ENTER to display the vendor record.

19. Type VGN in the NExXT FUNCTION field and press ENTER to access the Vendor General

Information (VGN) screen.

OCP VENDOR GENERAL INFORMATION
218 - PLEASE ENTER DESIRED REQUEST
NEXT FUNCTION: _ €® ACTION:
REQUEST:

05/03/2011 14:47:11

VGN

PAY ENTITY
SHORT NAME
VENDOR NUMBER:

GROUP: __

CATEGORYCODES 1. @ 3 4 s
DUNS NUMBER  :
VENDOR FILING DATE

D & B RATING

D & B APPRAISAL  : _
QUESTIONNAIRE CODE

NEXT QUEST. MAIL DATE:

EST EXPENDITURE

NC CORPORATE ID NBR -
ORDER FROM EMAIL

VEND ADD: (22)

REMIT TO EMAIL

20. Type IND in the cAaTEGORY coDE 1 field to indicate that Jill is an individual.
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The codes entered in the CATEGORY CODES fields are used to
generate reports about vendors used by NC state agencies. The first
three CATEGORY CODES fields are used to input one or more
vendor charac teristics such as female-owned business, minority
owned business, non-profit organization, etc. The codes that you need
to enter in these first three fields can be found on the Description Table
(DTL) screen.

An abbreviated list of the most used Category Codes can be found in
QRG 3: DTL Most Used Codes List .

An example of an often used Category Code is TAX. This code is used
to describe a PTaxiExd&mmdorNen

21. Type 092 in the cCATEGORY CODE5f i el d t o i n dto coanty s Wdke Coundys r e mi t

If you know the city in the REMIT TO address on the VSU screen, you
can identify the county code using QRG 2: Post Offices and
Incorpo rated Cities or Towns .

If you know the county name, you can find the corresponding code on
the Description Table (DTL) screen.

Type DTL in the NExT FUNCTION field and press ENTER to access

the Description Table (DTL) screen.

Type your paying entity (XXPN) in the EnTITY field.

Type pay in the EnTITY TYPE field and press ENTER.

Once you have located the appropriate code, access the VGN screen

to add the code.

1 An example of an often used Category Code is TAX.

This code is used t o dReftcr
Vendor . o

=a =4 =4 =

If a vendor is an out-of-state vendor, type 999 in the CATEGORY CODE
5 field.

22.Typet o d ay 6 & thd e ErpeDD field to indicate the date you are adding the vendor to
y our a g e rArade Gesdorrfile. nBe sure to type the date as an 8-digit number. (For
example, September 15, 2008 would be typed 09152008.)

23. Press ENTER to add the vendor add date and clear the screen. The message 218-
PLEASE ENTER DESIRED REQUEST is displayed on the screen.

1 Note that iif you change t heVGNsoeeomustbe ci ty/ co
correspondingly changed.

24. Type G in the REQUEST field and press ENTER to display the vendor record.
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25. Type VPN in the NExT FUNCTION field and press ENTER to access the Vendor Payable
Information (VPN) screen.

OCP VENDOR PAYABLE INFORMATION VPN
218 - PLEASE ENTER DESIRED REQUEST

NEXT FUNCTION: ACTION: 05/05/2011 15:28:05

REQUEST:

PAY ENTITY : XXPN
SHORT MAME
VENDOR NUMBER: _033040555 GROUP: 01

DISCOUNT DELAY DAYS:__ PAYMENT DELAY DAYS :_

DOC ALERT MAX AMOUNT: COMBINED OR SINGLE PYMT: _
DIRECT INVC ALLOWED : _ PAYMENT PRINT SEQUENCE :
FACTOR NUMBER : FACTOR GROUP NUMBER :

PAYMENT ROUTE CODE :_ VAT INCLUSIVE

_ USE TAX o
TAX ID EXPIRATION DATE :

SIGN APPROVAL CODES :
TAX ID NUMBER :

1099 CODE L ' @ 1099 WITHHOLDING RATE :

1099 PAYEE NAME 1099 USE NAME: _
VENDOR CURR CODE

DUNS NUMBER: TYPE: __
CORPORATE CREDIT CARD 2: TYPE: __

26. Type 033040555 in the TAX ID NUMBER field.

1 If there is not a tax ID number in this field, transactions to this vendor may be put on
1099 hold. This would require the AP clerk to release payments.

27. Type NO in the 1099 copk field and press ENTER to complete the addition of the vendor
to your non-trade paying entity. The message 218 i1 PLEASE ENTER DESIRED
REQUEST is displayed on the screen.
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Foreign Vendors

Foreign vendors do not have standard tax identification numbers as vendors in the United
States. When adding a foreign vendor, the VADD pay entity should be used, just as when
addingt r ade vendors. However , 0 fvewoorNodieida@s tisehasid | d
number. The OSC Support Services Center assigns the vendor number after receiving the
added file from the agency.

Be sure to type N in the vAL field for the state code. State codes are only for the United States.

In the Opt Addr 2 field include the contact information at the agency such as; name, phone
number, and agency for the person requesting the addition of the vendor.

oSsP VENDOR SETUP VSU

NEXT FUNCTION: ACTION: 05/09/2011 11:08 132
REQUEST: G

PAY ENTITY :VADD VENDORNO : FOREleN _ __ _ _ lcroup _

VENDOR NAME : 49TH WEST GAMES INCORPORATED VENDOR TYPE : D

SHORT NAE : 499THWESTGAME SINCOR EDI/FAX CODE : _

- ORDERFROM--  HOLD:_ DEFAULT ADDR:N FAX :

ADDR LINE 1: PHONE

ADDR LINE 2: STATE CODE : __ VAL: _

ADDR LINE 3: POSTAL CODE :

OPT ADDR 1: OPT ADDR USE : _

OPT ADDR 2: OPT STATECD: __ VAL _

CONRCT OPT POSTAL CD:

— REMIT TO -  HOLD: _

ADDR LINE 1: 18156 69TH AVE PHONE _—
ADDR LINE 2: SURREY CANADA VES 9C7 STATE CODE : __ VAL: N [_ |
ADDR LINE 3: POSTAL CODE : —_———
OPT ADDR 1: OPT ADDR USE : _

OPT ADDR 2: REQ: CAROLYN@DCR 80 7.1234 OPT STATECD: __ VAL _
CONTACT : OPT POSTAL CD:

PAYMENT TERMS: ___ VENDOR STATUS: _

CONSL REPORTING INFO - PAY ENTITY: VEND NBR: GROUP NBR: __

Contact the OSC Support Services Center at (919) 707-0795 if you have any questions
regarding the addition of a foreign vendor.
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Creating Control Groups

Adding and Creafing Processing Processing Processing ||| Requesting Eclil{:s:'fd Handling Maintaining Reviewing
Changing Control Direct Employze Grants and Payment Remazining Special AP AP AP
Vendors Groups Invoices Transactions Awards Cycles Payments Processes Documents Infermaticn

Batching Documents into Control Groups
The first step in the payment cycle is batching documents. This process includes:

A Receiving documents

A Categorizing documents

A Batching documents into groups

Depending on your agencyds policies, documents ma

Document entry is easier if documents are categorized according to type within paying entity.
The types are as follows:

A A direct invoice is an invoice that does not require a purchase order (e.g., utility and
phone bills).
A A matching invoice indicates that a purchase order was issued prior to the purchase

(e.g., office supply invoices). The invoice is matched to the purchase order online.

A An employee advance is a form that an employee fills out in anticipation of travel
expenses.
A An employee expense reimbursement is a form that an employee completes after he

or she has incurred an expense.

After documents are categorized, several steps are taken before they are entered into the
system.

A First, documents are grouped into a set of 15 to 40 documents for data entry. This set of
documents is called a control group . The only documents that are not entered into the
NCAS by control group are employee advances. They are entered individually.

A control group is:

o} Helpful to the data entry person in balancing and tracking entered documents.

o} Identified by control number, control date (the date the documents are batched) and
paying entity.

Office of the State Controller Page37



MM: APO1 Creating Control Groups
Accounts Payable Overview

0

Used to assist in document tracking, specification of default information, processing
instructions, balancing, and external filing of documents.

A control number is then assigned to identify each control group. Some agencies may
assign a range of control numbers to each AP clerk. Control numbers cannot be
repeated on the same day.

Depending on the size of your agency, you may want to keep a log of your control
groups. A log will help you track the control groups that you have entered on the NCAS.

Once control numbers have been assigned, all documents in the control group are
totaled. The total is determined by running a calculator tape.

A sheet is then completed for each control group. This Control Group Header sheet
identifies:

The paying entity

Entry method (documents type)

Control date (the date that the control group is created)

Control number

Your operator ID

The control group total

(Please refer to QRG 6: Accounts Payable Control Group Header )

Ox Ox Qx Ox Ox Ox

The Control Group Header sheet is then attached to the control group and placed in a
file folder. The file folder is marked with the control number and current date.

After all the documents in a control group have been processed, the documents should be filed
by control group number and date. The system makes it easy to find all documents because it
stores the control group number and date with all transactions.

The control group is then ready for entry into the system by the assigned AP clerk. In the NCAS
environment, invoices must be entered as soon as possible.
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Entering Control Groups

Entering control groups is the first online step in payment processing. The control group header
must be completed on the Control Document Entry (CDE) screen before documents can be
entered into the online control group. The CDE screen is used to record the following
information from the Control Group Header sheet:

Paying entity

Control number

Control amount (the total from the calculator tape)
Control date (will default to the current date)
Entry method

Too oo Too Too To

0 Direct invoice (D)
o} Matched invoice (M)
o} Employee payable (E)

The following walkthrough demonstrates how to complete the Control Document Entry (CDE)
screen.

WALKTHROUGH : Entering a Control Group

SCENARIO

You have received a control group of direct invoices. The control group is
attached to the following Control Group Header Sheet. You need to enter
the control group header into the Control Document Entry (CDE) screen.
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Agency Name

Accounts Payable Control Group Header

PAYING ENTITY X XXPT
Other
ENTRY METHOD X DIRECT INVOICES
MATCHING INVOICES
EMPLOYEE INVOICES
CONTROL GROUP DATE: TODAY'S DATE
CONTROL GROUP NUMBER: 120
OPERATOR ID: YOUR INITIALS
oES# Initials
NUMBER OF
INVOICE NUMBER DOCUMENTS AMOUNT
PER TAFE 20 2,345.78
ADJUSTMENTS
AMOUNT ENTERED 20 2,345.78

1. Type CDE in the NEXT FUNCTION field and press ENTER to access the Control Document
Entry (CDE) screen.
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OCP AP CONTROL DOCUMENT ENTRY CDE
200 - ENTER CONTROL GROUP INFORMATION

NEXT FUNCTION: ACTION: 05/09/2011 13:14:57
REQUEST:

PAY ENTITY: @ CONTROLNUMBER: ___ d@r L AMT : [ 4]
CNTL DATE : APPLAREA :__ AMT@NTERED:

GL EFF DATE: CURRENCY CODE : ____ DIFFERENCE :
HANDLING CD: __ ENTRY METHOD :_  NBR@OC'S :

OPTIONAL AMOUNTS AND DEFAULTS

DOCUMENT MODEL NBR : _

FREIGHT AMOUNT  : FREIGHT INDICATOR :
DISCOUNT AMOUNT DISCOUNT INDICATOR :

SALES TAX/VAT AMT : _ SALES TAX/VATIND :

SALES TAX 2 AMT SALES TAX2IND

SALES TAX 3 AMT SALESTAX3IND :

OPTIONAL AMOUNT VARIANCE INDICATOR :
ADDITIONAL COST AMT : ADDITIONAL COSTIND : ___
EXPENSE INDICATOR : PAYABLES INDICATOR :

INTERCOMPANY PAY IND: ___ INTERCOMPANY REC IND: ___

BANK ACCT PYMTIND : P AYMENT ROUTING CODE:
SIGNATUREAPPROVAL :_____ PROVISIONALACCTIND: ___

REASON CODE/DESC  : VAT INCLUSIVE

2. Type your paying entity (XXPT) in the pPAY ENTITY field.

3. Type 120 in the coNTROL NUMBER field. This number corresponds with the Control Group

Header sheet.

4. Type 2345.78 in the cNTL AMT field. This field reflects the total of all documents
contained in the control group.

|| The current date defaults into the CNTL DATE field. ||

5. Type your first and lasti nitials in the AppL AREA field. For tracking purposes, this field

identifies the individual who entered the control group.

1 The initials APSO cannot be used
Purchasing (PS) module.

6. Type D in the ENTRY METHOD field to indicate direct entry.

The following codes can be entered in the ENTRY METHOD field:

1 D accesses the Invoice Worksheet 1 (IWS-1T) screen to enter
direct invoices.

1 M accesses the Invoice Matching (IMP) screen to enter
matching invoices

1 E accesses the Employee Expense Worksheet 1 (EWS-1T)
screen to enter employee reimbursements.

n the
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7. Press ENTER to process the control header information and to access the screen that is
associated with the entry method. In this case, you access a blank Invoice Worksheet 1
(IWS-1T) screen, which is used to enter direct invoices.

You can also enter matching invoices in a direct control group and vice
versa. The following codes can be typed in the REQUEST field to
navigate between invoice entry screens

3 Invoice Worksheet 1 (IWS-1T) screen
4 Invoice Matching (IMP) screen
5 Employee Expense Worksheet (EWS-1T) screen

You have now completed a control group header for direct invoices. Once control groups have
been entered, the documents within each control group must be entered in the system. The
NCAS can process four different documents:

91 Direct Invoices

1 Matching Invoices

1 Employee Documents
Y% Employee travel advances
% Employee reimbursements

Modifying the Control Document Entry (CDE) screen

Sometimes data is inadvertently omitted or entered incorrectly during entry of the Control
DocumentEntry (CDE)scr een. By using a series
REQUEST field at the top of the screen), the CDE screen can be reaccessed and corrections can

be made.

1

3

After selecting a specific control group on the CGS screen, you
can access the following screens within that control group by typing:

The Control Document Entry (CDE) screen to view the control
group header information for the specific control group
The Invoice Worksheet (IWS-1T) screen to process direct
Invoices

The Invoice Matching (IMP) screen to process matching
invoices

The Employee Worksheet (EWS-1T) screen to process
employee transactions

The Document Level Comments (DLC) screen to add
comments to a document

The Control Entry Status (CES) screen to view a list of the
documents alreadv entered in the control aroun

of

fhot
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The following walkthrough demonstrates how to make changes on the CDE screen.

WALKTHROUGH: Modifying the CDE Screen

SCENARIO

You enter data for a new batch control header screen, the Control Document
Entry(CDE)screen. You realize 'y oeNTRfMETHEO {
field to indicate the batch is for matched invoices. The default for the ENTRY
METHODf i el d i's A DO wh ilWSHIT saceeen fod direcpinvaice s
entry. You need to access the CDE screen and change the ENTRY METHOD
field to fMO thdinvoide Matchihg (IMBE)iscsepn fa matched
invoice entry.

Agency Name

Accounts Payable Control Group Header

PAYING ENTITY X XXPT
Other
ENTRY METHOD DIRECT INVOICES
X MATCHING INVOICES
EMPLOYEE INVOICES
CONTROL GROUP DATE: TODAY'S DATE
CONTROL GROUP NUMBER 121
OPERATOR ID:
DES # Initials
NUMBER OF
INVOICE NUMBER DOCUMENTS AMOUNT
PER TAPE 5 7,896.11
ADJUSTMENTS
AMOUNT ENTERED 5 7,896.11
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1. Type CDE in the NExT FUNCTION field and press ENTER to access the Control Document
Entry (CDE) screen.

OCP AP CONTROL DOCUMENT ENTRY CDE

200 - ENTER CONTROL GROUP INFORMATION

NEXT FUNCTION: ACTION: 05/09/2011 13:14:57
REQUEST:

PAY ENTITY: @ CONTROL NUMBER: ® CNTLAMT : o
CNTL DATE : APPLAREA :__  AM@NTERED:

GL EFF DATE: CURRENCY CODE : DIFFERENCE :
HANDLING CD: __ ENTRY METHOD :_ NBRDOC'S :

OPTIONAL AMOUNTS AND DEFAULTS
DOCUMENT MODEL NBR : _

FREIGHT AMOUNT  : FREIGHT INDICATOR :

DISCOUNT AMOUNT DISCOUNT INDICATOR :___

SALES TAX/VAT AMT : SALES TAX/VAT IND

SALES TAX 2 AMT SALESTAX2IND :

SALES TAX 3 AMT SALESTAX3IND :

OPTIONAL AMOUNT VARIANCE INDICATOR : __ _
ADDITIONAL COST AMT : ADDITIONAL COSTIND : ___
EXPENSE INDICATOR : PAYABLES INDICATOR :

INTERCOMPANY PAY IND: ___ INTERCOMPANY REC IND: ___

BANK ACCT PYMTIND : PAYMENT ROUTING CODE: ___
SIGNATUREAPPROVAL :____ PROVISIONALACCTIND: ___

REASON CODE/DESC  : VAT INCLUSIVE

2. Type your paying entity (XXPT) in the pPAY ENTITY field.

3. Type 121 in the coNTROL NUMBER field. This number corresponds with the Control Group
Header sheet.

4. Type 7896.11 in the cNTL AMT field. This field reflects the total of all documents contained
in the control group.

5. Type your first and last initials  in the APPL AREA field and press ENTER. The IWS-1T
screen is displayed.
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oCP INVOICE WORKSHEET 1 IWS- 1T
235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION: ACTION: 05/09/2011 13:47:29

REQUEST:

INVOICE NUMBER : DATE: MODEL: _

VENDOR SHORT NM: CURR

VENDOR NUMBER : . CM/DM  : _

PO REFERENCE : COUNTY CODE: MULTI PYMT: _
TERMS CODE: ___ PYMT DUE DATE: DISCOUNT AMT/PCT:

REMIT MSG: ___

SIGNATURE APPRCD:
LINE AMOUNT/PERCENT EXP CO ACCOUNT  CENTER BID PROJECT
QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 NCG FED

0001

0002 -

0003 - - -

0004 - -
SALES TAX/VAT :___ FREIGHT : T
ADDITIONAL COST: ___ GROSS AMOUNT:

When the IWS-1T screen is displayed, you realize you forgot to enter M in the ENTRY METHOD
field to indicate that this is a matched invoice control batch.

6. Type 8 in the REQUEST field and press ENTER. This hotkey takes you back to the
Control Entry Status (CES) screen.

OCP AP CONTROL ENTRY STATUS CES
NEXT FUNCTION: ACTION: 05/09/2011 13:53:43

REQUEST:

PAY ENTITY : XX PT CNTL NBR : 0121

CNTL DATE  :12/18/2008 CURRENCY : CONTROL AMT : 7,896.11

GL EFF DATE : APPL AREA: CC GROSS DOC AMT: .00

NBR OF DOC'S: 0 DIFFERENCE : 7,896.11

VENDOR/EMPLOYEE DOCUMENT NUMBER  GROSS AMOUNT DOC DATE STATUS  SEL

7. Type 1 in the ReQUEST field. This hotkey takes you back to the CDE screen.
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OCP AP CONTROL DOCUMENT ENTRY CDE
NEXT FUNCTION: ACTION: 05/09/2011 13:56:27
REQUEST:
PAY ENTITY : XX PT  CONTROL NUMBER: 0121 CNTL AMT : 7,896.11
CNTL DATE : 12/18/2008 APPL AREA :CC AMT ENTERED: .00
GL EFF DATE: CURRENCY CODE : DIFFERENCE : 7,896.11
HANDLING CD: __ ENTRY METHOD :D  NE®DOC'S : 0

OPTIONAL AMOUNTS AND DEFAULTS
DOCUMENT MODEL NBR : _
FREIGHT AMOUNT FREIGHT INDICATOR :
DISCOUNT AMOUNT DISCOUNT INDICATOR o
SALES TAX/VAT AMT : SALES TAX/VAT IND
SALES TAX 2 AMT SALES TAX 2 IND
SALES TAX 3 AMT SALESTAX3IND :
OPTIONAL AMOUNT VARIANCE INDICATOR :
ADDITIONAL COST AMT : ADDITIONAL COSTIND : ___
EXPENSE INDICATOR : PAYABLES INDICATOR :
INTERCOMPANY PAY IND: ___ INTERCOMPANY REC IND:
BANK ACCT PYMTIND : PAYMENT ROUTING CODE: ___
SIGNATUREAPPROVAL :____ PROVISIONALACCTIND: ___
REASON CODE/DESC  : VAT INCLUSIVE  :

8. Type M over the D in the ENTRY METHOD field and press ENTER to display the Invoice

Matching (IMP) screen.

You have now corrected your control batch header screen.

In this class, we will provide instruction on processing direct and
employee documents. Processing of matching documents will be
presented in the AP03 Matching class.
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Processing Direct Invoices

Adding and Creating Processing Processing ||| Processing ||| Requesting Cilr::;“:r?d Handling Maintaining Reviewing
Changing Control Direct Employee Grants and Payment Remaining Special AP AP AP
Vendors Groups Imvoices Transacfions Awards Cycles Payments Processes Documents Information
Overview

A direct invoice does not reference a purchase order. A telephone bill is an example of a direct

invoice.

This section explains the processing of direct invoices in the NCAS. The Direct Invoices section

is divided into the following two subsections.

Entering Direct Invoices

The NCAS uses different screens to process different AP documents. Direct invoices are

processed on the Invoice Worksheet 1 (IWS-1T) screen. You may also access the Invoice

Worksheet 2 (IWS-2T) screen to add more information to the invoice. The NCAS allows you to

apply debit or credit memos against direct invoices.

Using Document Model s

Frequently used direct invoices can be set up as document models in the NCAS. Document
models are templates or skeletons of the direct invoice. Models save time and reduce typing

errors for frequently processed invoices with repetitive information.

Entering Direct Invoices

Direct invoices are entered on the Invoice Worksheet 1 (IWS-1T) screen. The IWS-1T screen is
similar to an actual invoice. The top portion of the screen resembles the top portion of an

invoice. It includes:

A Vendor information
A Payment terms

A Invoice number

A Invoice date
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The bottom portion of the IWS-1T screen resembles the bottom portion of an invoice. It includes
the detail lines, such as:

A Unit of measure
A Quantity
A Item description

The IWS-1T screen also has many features. It allows you to:

Enter multiple detail lines per invoice (up to 9,999)

Separate sales tax, freight, additional costs, and discounts from the net amount of the
invoice

Select the detail lines to which tax, freight, additional costs, and discounts are applied
Reference 1099 information on selected detail lines

Add a message to the vendor that will appear on the remittance part of the check
Schedule multiple, recurring, and variable payments

To To To o I I

The Invoice Worksheet 2 (IWS-2T) screen is for invoice information that is entered less
frequently. You may access this screen to determine the check handling options for the invoice.

1 To move from the IWS-1T screen to the IWS-2T screen, type R (right) in the
REQUEST field and press ENTER. To return to the IWS-1T screen from the IWS-2T
screen, type L (left) in the REQUEST field and press ENTER.

State agencies utilizing the NCAS and Cash Management Control System
(CMCS) are set up for electronic payments using a default BAP code of IGO.
This code allows money to be electronically transferred through CMCS. This
IGO BAP code is a secured code and cannot be overridden. If the user tries to
override the IGO BAP code, the following message is displayed: P02 - VENDOR
IS A CMCS VENDOR - BAP CODE MUST BE IGO.

Payment Due Date

The payment due date is determined by the information contained in the TERMS CODE or the pPYMT
DUE DATE fields. On the IWS-1T screen, the value in the TERMS coDE field defaults from the
vendor definition level of the policy hierarchy. You can override the TERMS CODE field if you want
to change the payment due date. To understand what each terms code represents, you need to
be familiar with the indicators listed on the Payment Terms List (PTL) screen. Each three-
character indicator represents different payment terms. The terms code can only be changed
during invoice entry. You cannot edit this field after completing the invoice.

If you are unsure of the terms code indicators for invoice entry, type PTL in the NEXT FUNCTION
field and press ENTER to access the Payment Terms Code List (PTL) screen. To return to the
Invoice Worksheet 1 (IWS-1T) screen, type BACK in the NEXT FUNCTION field and press ENTER.
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oCP PAYMENT TERMS CODE LIST PTL
NEXT FUNCTION: ACTION: 05/16/2011 09:05:07
REQUEST:

PAY ENTITY: XXPT

PYMT TERMS DISC DISC FINAL TERMS DISC DISC RETURN ON
CODE PCT DAYS DAYS INDIC PCT 2 DAYS 2 INVEST DESCRIPTION

H10 .50 10 30 STND .00 0 .00 1/2%/10, NET 30
H20 50 20 30 STND .00 0 .00 1/2%/20, NET 30

NET 00 O OSTND .00 0O .00 PAY IMMEDIATELY

NO5 .00 O 5 STND .00 0O .00 PAY IN 5 DAYS
NO7 .00 O 7 STND .00 O .00 PAYIN7DAYS

N10O .00 O 10 STND .00 0 .00 PAYIN 10DAYS

N14 .00 O 14 STND .00 0 .00 PAY IN 14 DAYS

N15 .00 0 15 STND .00 0 .00 PAYIN 15DAYS

N20 .00 O 20 STND .00 0 .00 PAY IN 20 DAYS
N25 .00 O 25 STND .00 0 .00 PAY IN25DAYS
N30 .00 O 30 STND .00 0 .00 PAY IN 30DAYS
N31 .00 O 31 STND .00 0 .00 PAY IN31DAYS

PAGE NO: 1 STATUS: MORE

You can also enter a specific date in the pymT DUE DATE field and this date will override the terms
code. If a completed, unpaid invoice has an incorrect terms code, then you must use the pPYmT
DUE DATE field to override this value and ensure the document pays on time.

Sales Tax

Effective July 1, 2004, State agencies are exempt from paying sales and use tax on direct
purchases of items, except electricity and telecommunications services, subject to specific
conditions.

To be eligible for the exemption, your agency must have obtained a sales and use tax
exemption number from the Department of Revenue. The exemption number must be used for
direct purchases within the scope of the exemption.

For a purchase to be exempt, all of the following conditions must be met:

A The items are purchased by a State agency for its own use and in accordance with G.S.
105-164.29A.
A The items are purchased pursuant to a valid purchase order issued by the State agency

containing the exemption number of the agency and a description of the property
purchased, or the items purchased are paid for by any of the following payment options:

State-issued check

electronic deposit

credit card

procurement card

credit account of a State agency
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|| Sales tax must be paid on all cash purchases.

T For all purchases other than by an agency-issued purchase order, the agency must provide
their exemption number to, or have on file with, the vendor.

A State agency that does not use the items purchased with an exemption number must pay the
tax that should have been paid on the items purchased, plus interest calculated from the date
the tax would otherwise have been paid. The exemption number cannot be used by:

A Contractors or subcontractors of a State agency to purchase items used to fulfill
a contract with the agency.

A Employees of a State agency to purchase food, lodging, or other tax-able items
paid by the employee from their own funds and reimbursed by the agency.

The exemption from tax does not apply to the following taxes; (these taxes must be paid to the
vendor by the State agency):

A The one (1) % prepared food and beverage taxes levied and administered by
various local governments in the State.

A Occupancy taxes levied and administered by various local governments in the
State.

A Highway use taxes paid on the purchase, lease, or rental of motor vehicles.

A State sales taxes levied on electricity or telecommunications services.

A Scrap tire disposal tax levied on new tires.

A White goods disposal tax levied on new white goods.

A Dry-cleaning solvent tax levied on dry-cleaning solvent purchased by a dry-

cleaning facility.
A Excise tax on piped natural gas.

Effective July 1, 2004, sales and use taxes paid on direct purchases (purchases made by a
State agency) are no longer refundable. Also effective July 1, 2004, only sales and use taxes
paid on indirect purchases (purchases made by state contractors) are refundable. Only those
State agencies that pay sales and use tax on indirect purchases are required to file the quarterly
claim for refund of county sales and use taxes (Form E-585E) for periods beginning on and after
July 1, 2004.

Purchases made with petty cash are taxable.
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For invoices that are received with sales tax, whether they are in-state or out-of-state, and that
meet all the qualifications for being tax exempt, the sales tax must be subtracted from the
invoice and the vendor must be advised that you are tax exempt. This can be accomplished by
using a remittance message or through a letter sent with the check.

For purchases made out-of-state and goods taken possession of out-of-st at e, t he ot her
tax still applies and must be paid. For example, while traveling in Virginia, an employee

purchases office supplies on their agency purchasing card. The agency pays all applicable

Virginia tax.

For goods purchased from an out-of-state vendor, but taken possession of in NC, tax is exempt.
There will be no more accruals and remittance of use tax from out-of-state vendors to the
Department of Revenue as in the past.

Should your agency mistakenly pay sales and use tax on purchases, it is hecessary to correct
this error with the vendor, not with the Department of Revenue. The vendor should refund
erroneously charged sales and use tax back to the agency. It is the agency's responsibility to
provide to the vendor its sales and use tax exemption number.

Employee expense reimbursements of goods purchased by employees in the performance of
their official duties are considered to be indirect purchases and are subject to the sales and use
tax.

Please refer questions concerning the agency sales and use tax exemption to the OSC Support
Services Center at (919-707-0795).

If a vendor charges eligible sales tax on freight, the freight needs to be entered
as a separate invoice line(s), instead of entered in the FREIGHT field at the
bottom of the IWS-1T screen. Use the same accounting distribution as you
entered for the item that incurred the freight charge. If the freight needs to be
charged to multiple accounting distributions, you need to manually calculate the
tax. If you enter taxable freight in the FREIGHT field, you will receive the following
error message when you attempt to balance the invoice: 662 - SALES
TAX/VAT1 NOT WITHIN TOLERANCE.

WALKTHROUGH: Entering a Direct Invoice

SCENARIO

You have received five documents attached to the following Control Group
Header sheet. You need to enter the invoices and balance the control group.
Each document has special processing needs.
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Agency Name

PayiNG ENTITY

ENTRY METHOD

X | XXPT

x LIEECT INWOIC =S
MaTCHING INVOHICES
EMFLOYEE INYOI =S

CONTROL GROUP DATE

TODAY'S DATE

Other

CONTROL GROUP NUMEER: 122

OFERATOR ID:

YOoUur INITIALS

Accounts Payable Control Group Header

RS # Initials
NUMBER OF
INVOICE NUMBER DOCUMENTS AMOUNT
FPER TAPE 5 631281
ADJUSTMENTS
AMOUNT ENTERED 5 B31281

1. Type CDE in the NExT FUNCTION field and press ENTER to access the Control Document

Entry (CDE) screen.
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O® AP CONTROL DOCUMENT ENTRY CDE

200 - ENTER CONTROL GROUP INFORMATION

NEXT FUNCTION: ACTION: 05/16/2011 11:27:15
REQUEST:

PAY ENTITY: @ CONTROLNUMBER: __ @ITLAMT : [ )
CNTL DATE : APPLAREA :__  AME@ENTERED:

GL EFF DATE: CURRENCY CODE: ____ DIFFERENCE :
HANDLING CD: _ E NTRY METHOD : @) NBR DOC'S :

OPTIONAL AMOUNTS AND DEFAULTS
DOCUMENT MODEL NBR : _

FREIGHT AMOUNT  : FREIGHT INDICATOR :
DISCOUNT AMOUNT DISCOUNT INDICATOR :
SALES TAX/VAT AMT : SALES TAX/VAT IND

SALES TAX 2 AMT SALES TAX 2 IND

SALES TAX 3 AMT SALESTAX3IND :_ o
OPTIONAL AMOUNT VARIANCE INDICATOR :
ADDITIONAL COST AMT : ADDITIONAL COSTIND : ___
EXPENSE INDICATOR : PAYABLES INDICATOR :

INTERCOMPANY PAY IND: ___ INTERCOMPANY REC IND:
BANK ACCT PYMTIND : PAYMENT ROUTING CODE: ___
SIGNATUREAPPROVAL :_____ PROVISIONALACCTIND: ___

REASON CODE/DESC  :_ VAT INCLUSIVE  :

2. Type your paying entity (XXPT) in the PAY ENTITY field.
3. Type 122 in the CONTROL NUMBER field.
4. Type 6312.81 in the cNTL AMT field.

5. Type your first and last initials  in the AppPL AREA field since you will be entering this
control group.

6. Type D in the ENTRY METHOD field.

7. Press ENTER to process the control header information and access the Invoice
Worksheet 1 (IWS-1T) screen.
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You are now ready to enter the first invoice.

Invoice: Office 4 You Invoice Number: 7042864121
PO Box 7759 Invoice Date: 01/11/2008
Hamilton, NC 28000-T759 Terms: Net 30
Description: Quantity: Unit Price: Total Price:
Post-lt Notes 10 1.15 11.50
Rubber Bands 4 1.25 5.00
Freight:
Tax:
Total: 16.50

1 The accounting distribution for line 1 is XX01 533110 10001005.
1 The accounting distribution for line 2 is XX01 533110 10003100.

ocp INVOICE WORKSHEET 1 IWS 1T
235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION: ACTION: 05/16/2011 11:43:03

REQUEST: €

INVOICE NUMBER : @ DATE: (o) MODEL: _

VENDOR SHORT NM: €® CURR : ___

VENDOR NUMBER : — CM/DM

PO REFERENCE COUNTY CODE: MULTI PYMT: _
TERMS CODE: @) PYMT DUE DATE: DISCOUNT AMT/PCT:

REMIT MSG:

SIGNATURE APPRCD: __

LINE AMOUNT/PERCENT EXP CO ACCOUNT CENTER BID PROJECT
QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 NCG FED

0001 _€B __ _ @

0002_€® _ _ 0 o e

0003 _ B e —————— -

0004 R - -

SALES TAX/VAT :___ FREIGHT : -

ADDITIONAL COST: GROSS AMOUNT: [>2) o

On the IWS-1T screen, the first detail line (0001) corresponds to the
AMOUNT/PERCENT, EXPENSE, COMPANY, ACCOUNT and CENTER fields.

The second line corresponds to the QUANTITY, UNIT, ITEM NUMBER, DESCRIPTION,
PRORATE (TFAD) and 1099 fields.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

Type 7042864121 in the INvOICE NUMBER field.

Type 011108 in the DATE field to display the invoice date. This date is used to determine
the payment due date based on the payment terms code.

Type office@ in the VENDOR SHORT NM field and press ENTER to access the Vendor
Short Name Lookup (VSL) screen.

If the short name is unique to one vendor, the vendor information (name, number,
and address) will default to the IWS-1T screen.

If the short name is not unique to one vendor, the system displays the Vendor
Short Name Lookup (VSL) screen with all the vendors that match the specified
short name. Press ENTER to scroll through the list until you find the required
vendor. Type R in the ACTIVITY field and press ENTER to return the vendor
number and address to the IWS-1T screen.

Determine the correct vendor (Office 4 Your). Type R in the AcTiviTy field and press
ENTER to return to the IWS-1T screen. Note that the vendor information defaults to the
IWS-1T screen.

Press ENTER. The system checks to ensure there are no duplicate invoices.

Verify that the correct terms code indicator (which represents the payment due date) has
defaulted to the TERMS coDE field. Type N30 over whatever is in the TERMS CODE field.

1 The TERMS CODE field can be overridden or deleted or a date can be entered in
the PYMT DUE DATE field.

At the 0001 line, type 11.50 in the AMOUNT/PERCENT field to indicate the amount of the
first line of the invoice.

Type your company number (XX01) in the co field.
Type 533110 (account number) in the ACCOUNT field.
Type 10001005 (center number) in the CENTER field.

Type post -it-notes in the DESCRIPTION field.
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The following fields are optional but will help in identifying the goods and services
that have been invoiced.

A QUANTITY (must be a whole number): If the Quantity is not a whole
number, the unit must be converted. Units of measure conversions will
be explained in the Converting Units of Measure subsection within the
Processing Matching Invoices section.

A UNIT (must be listed on the Units of Measure List (UML) screen): Units of
measure will be discussed in detail in the Matching Invoices section).

A DESCRIPTION : Provide a short description of the items being purchased.

19. At the 0002 line, type 5.00 in the AMOUNT/PERCENT field to indicate the amount for the
second line of the invoice.

200Type fdcoifn etl e ( T hlieates thentbngpany fiumtzkiufrpm line 0001.)

21.Type nAccoontt hel d. (The symbol f duplicates the
0001.)

22. Type 10003100 in the cENTER field.
23. Type Rubber Bands in the DESCRIPTION field.

24. Type 16.50 in the Gross AMOUNT field to identify the total amount of the invoice. Press
ENTER to delete the zeros at the end of the field.

25. Press ENTER to display all the defaults on the IWS-1T screen.

Note the defaults for the T (tax), F (freight), A (additional cost) and D (discount)
fields. These defaults vary by paying entity. The possible default values are:

A Y Yes. This default indicates that any sales tax/VAT, freight,
additional costs and discount applied to this invoice will be
prorated to this detail line.

A N No. This default indicates that any sales tax/VAT, freight,
additional costs and discount applied to this invoice will not
be prorated to this detail line.

The defaults in these fields must always be checked if you have invoice lines with
items such as sales tax, additional cost, freight and discount. If necessary, a Y
default should be overridden to N and vice versa. If these defaults need to be
overridden, it must be done before the invoice is balanced. The values in these
fields cannot be changed after the invoice has been balanced.
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26. Ensure that Y has defaulted in the T field. If it did not default, type Y over the N inthe T
field.

If you do not want to complete an invoice, type reject in the REQUEST field. The
data you have entered on the IWS-1T screen will then be deleted.

27. Type NEXT or N in the REQUEST field to balance the document. Press ENTER to access
a blank Invoice Worksheet 1 (IWS-1T) screen to enter the second invoice.

After a direct invoice has been entered into the NCAS, it should be marked to
prevent duplicate processing.

The system displays a blank IWS-1T screen, indicating that your invoice balanced successfully.

For all document entry screens (IWS-1T, EWS-1T, EAR), the following message
indicates that funds are not available for expenses being charged to the
accounting distribution: A10-INVOICE ADDED WITH BC EXCEP, ENTER
REQUIRED KEY FOR NEXT INVOICE. The document will not be released for
payment until the budget officer processes the budget exception.

You have completed keying in the first direct invoice. You are now ready to enter the second
invoice.
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ACTIVITY: Entering a Direct Invoice

SCENARIO
You need to enter the second invoice in control group 122.

Because you are enclosing a letter to the vendor, you want the following
message to display on the check: ENCLOSURE.

The accounting distribution is XX01 533900 10001000 for the first invoice
line. The accounting distribution is XX01 532390 10001000 for the second

invoice line.
Invoice: Bancrop Incorporated Invoice Number: 5063471284

PO Box 2910 Invoice Date: 01/08/2008

Wyman, NC 27890-2910 Terms: Net30
Description: Quantity: Unit Price: Total Price:
Repairs to Propane Tank 100.00
Propane 220 GL 141.31

Freight:
Tax: -
Total: 241.31

1. Type 5063471284 in the INVOICE NUMBER field.

2. Type 010808 in the DATE field.

3. Type bancrop@ in the VENDOR SHORT NM field and press ENTER to obtain the vendor
number. The Vendor Short Name Lookup (VSL) screen is displayed.

4. Press ENTER to scroll down the list of vendor names until you locate Bancrop of
Wyman, NC.

5. Type R in the acTiviTy field for Bancrop, Wyman, and press ENTER to return the vendor
number to the IWS-1T screen.

6. The following message is displayed: 476 - VENDOR IS NOR-MALLY A MATCHING
VENDOR. This message is informational only. Press ENTER to override the message
and continue entering the invoice as a direct invoice.

7. Press ENTER to save the information that you have entered on the IWS-1T screen.
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8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

Verify that the correct payment terms defaulted into the TERMS cODE field.

Type RML in the NEXT FUNCTION field and press ENTER to access the Remit Message
List (RML) screen. The RML screen lists standard remit messages and their
corresponding three-character codes.

Type your paying entity (XXPT) in the pPAY ENTITY field.

Press ENTER to view a list of the remit messages.

Press ENTER to scroll through the list till you find the code and message for
AENCLOSUREO. Note the three digit code f

Type R in the NEXT FUNCTION field and press ENTER to return to IWS-1T screen.

Type the three character co de (ENC) that corresponds to the message in the first blank
of the REMIT MSG field.

If you would like to add a message that is not on the RML screen, you can type it
in the second RemIT MsG field. You can also add a custom remittance code and
message on the Remit Message Code (RMC) screen that displays on the RML
screen and can be used just like the other codes on the RML screen.

At the 0001 line, type 100.00 in the AMOUNT/PERCENT field.

Type your company number (XX01) in the co field.

Type 532390 in the AccounT field.

Type 10001000 in the cenTeRr field.

Type Propane Tank Repairs in the bEscrIPTION field.

At the 0002 line, type 141.31 in the AMOUNT/PERCENT field.

Type your company number (XX01) in the co field.

Type 533900 in the AccounT field.

Type 10001000 in the cenTeRr field.

Type Propane in the DESCRIPTION field.

Press ENTER to process the entered information and to display defaults

1

Note the defaults in the T, F, A, and D fields for both lines.

or t hi

26. TypeNinthe1f i el d t o the fArepairo |ine tosilnadicate
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If your invoice has more than four detail lines, type D or DOWN in the REQUEST
field to access additional lines on the IWS-1T screen. Remember that the IWS-1T
screen allows you to enter up to 9,999 lines.

27. Type 241.31 in the GrRoss AMOUNT field. Delete the zeros at the end of the field.

28. Type N in the REQUEST field to balance the document and press ENTER to access a
blank Invoice Worksheet 1 (IWS-1T) screen.

You have finished entering the second invoice in control group 122.

Applying a Debit or Credit Memo to a Direct Invoice

If an error occurs in a direct invoice, the error must be corrected to ensure that the vendor is
paid an accurate amount. The payment total to the vendor is adjusted by issuing a debit or
credit memo against the invoice.

A debit memo is an internal document issued by your agency to record an adjustment to an
existing invoice. A credit memo is issued by the vendor to record an adjustment against an
invoice.

In the NCAS, a debit or credit memo against a direct invoice is also processed on the Invoice
Worksheet (IWS-1T) screen. However, you must type a C (for credit memo) or D (for debit
memo) in the cm/pwm field (after obtaining the vendor number and before pressing ENTER to
verify that there are no duplicate invoices).

A debit or credit memo is a negative total because it offsets a payment to the vendor. Once you
have designated the document as a debit or credit memo by typing C or D in the cm/pwm field, the
NCAS automatically handles the amount as a negative. You, therefore, do not have to enter the
debit/ credit memo total as a negative amount.

Debit and credit memos must also be entered in control groups. Remember to subtract debit or
credit memo totals from the control total on the con-trol group header sheet and the CONTROL
AMOUNT on the CDE screen.

Payment terms are very important for debit and credit memos. If the debit or credit memo is not
included in the same payment cycle as the invoice, the vendor will be overpaid. In addition, the
debit or credit memo will not be applied if you have no more invoices from this vendor.

To ensure that the invoice is in the same payment cycle as the debit or credit memo, verify the
date the invoice is due. You can verify the payment due date by:
1 Checking the payment date on the invoice.

9 Calculating the payment due date using the invoice due date and the terms code.

You may also choose to use the payment term of NET with a debit or credit memo to ensure it is
paid in the earliest possible payment cycle.
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The following walkthrough will demonstrate how to apply a credit memo against a direct invoice.

WALKTHROUGH: Applying a Credit Memo Against a

Direct Invoice

SCENARIO

Bancrop overcharged you for repairing the propane tank. The vendor has
sent you a credit memo for $10.00. The accounting distribution for this line is
XX01 532390 10001000.

Process this credit memo in the NCAS. This credit memo was batched with
the other invoices in control group 122 and the negative effect has been
accounted for in your control total.

Invoice: Bancrop Incorporated

Invoice Number: 5063471284CM

PO Box 2910 Invoice Date: 01/10/2008
Wyman, NC 27890-2910 Terms: MNet 30
Description: Quantity: Unit Price: Total Price:
Repairs to Propane Tank (10.00)
Freight:
Tax:
TOTAL: (10.00)
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ocp INVOICE WORKSHEET 1 WS -1T
235 - ENTER REQUIRED KEY FIELDS
NEXT FUNCTION: ACTION: 05/16/2011 11:43:03
REQUEST:
INVOICE NUMBER : __ @ DATE: [ 2] MODEL: _
VENDOR SHORT NM:_@ CURR :
VENDOR NUMBER : CM/IDM  : _ o
PO REFERENCE : COUNTY CODE: MULTI PYMT: _
TERMS CODE: ___ PYMT DUE DATE: DISCOUNT AMT/PCT:
REMIT MSG: ___
SIGNATURE APPR CD: —
LINE AMOUNT/PERCENT EXP CO ACCOUNT  CENTER BID PROJECT
QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 NCG FED
0001 L
0002 . -
0003 - -
0004 _ -
SALES TAX/VAT :___ FREIGHT :
ADDITIONAL COST: __ GROSS AMOUNT:

1. Type 5063471284CM in the INvOICE NUMBER field.

For a credit memo, use the number given to the document by the vendor.
For a debit memo, use your agencydo
memos.

2. Type 011008 in the DATE field.
3. Type bancropincw@ in the VENDOR SHORT NM field to obtain the vendor number.

4. Type Cinthe cvm/pwm field and press ENTER. (This overrides the message and informs
the NCAS that you are processing a credit memo.)

|| Type D in the cm/pm field if you are processing a debit memo. ||
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rQCL ________ INMOICE MWORKSHEET 1 IWS -1T
476 i VENDOR IS NORMALLY A MATCHING VENDOR

NEXT FUNCTION: —_ —_ “ACTION: —_ —_ — — — 05/16/2011 11:43:03

REQUEST:

| NVOICE NUMBER : ___ 5063471284CM DAT E: 01/10/2008 MODEL: _

VENDOR SHORTNM: BANCROPINCWYMAN BANCROP INCORPORATED CURR :
VENDOR NUMBER : 951104040 C_ WYMAN CM/IDM :C
PO REFERENCE : COUNTY CODE: MULTI PYMT: _
TERMS CODE: @9 PYMT DUE DATE: DISCOUNT AMT/PCT:

REMIT MSG:

SIGNATURE APPRCD: __ —

LINE AMOUNT/PERCENT EXP CO ACCOUNT CENTER BID PROJECT
QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 NCG FED

0001__ @ o

0002 - - ®e

0003 — _

0004 — _

SALES TAXIVAT ©___ FREIGHT . __ T T T
ADDITIONAL COST: __ GROSS AMOUNT: (1)

5. The following message is displayed: 476 i VENDOR IS NORMALLY A MATCHING
VENDOR. This message is informational only. Press ENTER to clear the message and
allow further processing.

6. Type NET in the TERMS coDE field so that this credit memo will apply against the next
invoice from this vendor.

7. Atthe 0001 line, type 10.00 in the AMOUNT/PERCENT field.

Remember that you do not have to enter the debit or credit memo amount
as a negative amount. Because you have already identified the document
as a credit memo ( by typing C in the cm/pbm field), the NCAS automatically
handles the $10.00 as a negative amount.

8. Type your company number (XX01) in the co field.

9. Type 532390 in the ACCOUNT field.

10. Type 10001000 in the CENTER field.

11. Type Propane Tank Repairs in the bEScrIPTION field.3

12. Type N in the T field to indicate no tax should apply and press ENTER to process the
entered information and to display defaults.
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1 Note the defaults in the T, F, A, and D fields for both lines. Because this credit
memo does not involve tax, freight, additional cost or discount, you do not have to
change the defaults in these fields.

13. Type 10.00 in the crRoss AMOUNT field. Delete the zeros at the end of the field.

14. Type N in the REQUEST field to balance the document and press ENTER to access a
blank Invoice Worksheet 1 (IWS-1T) screen.

You have finished processing the credit memo.

The NEGATIVE BALANCE REPORT (by vendor) is available for your use
to expedite the cleanup of credits still in the system. It is located in X/PTR
in MM-122-6, AP-10004.

Applying Sales Tax to an Invoice

When taxes must be paid on an invoice, they are prorated to each line of the invoice and
charged to the corresponding expenditure accounts. The tax rate applied to each invoice line is
determined by the mini-chart indicator associated with that line. Tax codes and the corresp-
onding rates can be viewed online on the Use Tax Authorities List (TAL) screen and are
maintained by the OSC.

An agency can enter multiple tax rates on the same invoice. For example, food items taxed at
2% can display on the same invoice as non-food items taxed at 7.5%.

The AP clerk has a number of opportunities to modify the default tax rate.

A On the Control Document Entry (CDE) screen, you can enter a tax indicator in the
SALES TAX/VAT IND field. This tax rate will default to all invoice lines within that control
group.

A On the Invoice Worksheet | (IWS-1T) screen, you can enter a tax indicator in the SALES

TAX/VAT field at the bottom of the screen. This tax rate will default to all invoice lines
on that invoice.

A On the IWS-2T screen, you can enter a tax indicator in the vAT field on an individual
invoice line. This field is found directly below the line number. This tax rate will apply
only to that invoice line.
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Note the defaults for the T (tax), F (freight), A (additional cost) and D
(discount) fields. These defaults vary by paying entity. The possible
default values are:

A Y Yes. This default indicates that any sales tax/VAT,
freight, additional costs and discount applied to this
invoice will be prorated to this detail line.

A N No. This default indicates that any sales tax/VAT,
freight, additional costs and discount applied to this
invoice will not be prorated to this detail line.

The defaults in these fields must always be checked if you have
invoice lines with items such as sales tax, additional cost, freight
and discount. If necessary, a Y default should be overridden to N
and vice versa. If these defaults need to be overridden, it must be
done before the invoice is balanced. The values in these fields
cannot be changed after the invoice has been balanced.

(N

In this scenario,thedef aul t value i s AYO.
to both invoice lines.

Refer to Procedure 8 A/B: Entering Direct Invoices  for assistance with entering tax on the

IWS-1T screen . Pay speci al attention to the Anote folde
tax. Do not hesitate to contact the OSC Support Services Center at (919) 707-0795 for further

assistance.
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Payment Options

When entering an invoice in the NCAS, the AP clerk can dictate particular payment options for
that invoice. For example, the clerk can set the invoice for multiple payments. The clerk can also
establish a handling code to determine how the payment and associated general ledger entries
will be processed.

Multiple Payments

There are some situations where the AP clerk may wish to modify the pay-ment options for an
invoice so that the entire invoice does not pay all at once. For example, the AP clerk may wish
to enter one invoice for monthly rental payments. A clerk can set up recurring, variable, or
multiple payments during invoice entry.

A Recurring Payments : Recurring payments are regularly scheduled payments for a fixed
amount, such as rent. Up to 999 recurring payments can be entered. These payments
can be weekly, monthly, quarterly, semiannually, or annually.

A Variable Payments : Variable payments are payments with different amounts, different
due dates for each, and no regular interval between these payments. Up to four variable
payments can be entered.

A Multiple Payments : Multiple payments are a combination of recurring and variable
payments. Variable payments must be scheduled to follow recurring payments.

All three types of payments are set up on the Multiple Payments (MPY) screen. To access this
screen, type Y in the muLTI PYMT field on the Invoice Worksheet (IWS-1T) screen and press
ENTER. The multiple payment screen cannot be accessed directly.

All multiple payments must be scheduled on the MPY screen at the same time and the money is
encumbered immediately. Therefore, if payments cross fiscal years, it is recommended that you
enter them on separate invoices. Otherwise, the funds for all of the payments will be
encumbered in the current fiscal year. The multiple payment indicator cannot be changed after
the invoice has been balanced.

1 If the invoice has a budgetary exception, multiple payments cannot be scheduled
until the exception has been resolved.

1 In some cases, you will have a contract instead of an invoice. Your individual
agency will have to establish a numbering scheme for these documents.

The AP clerk can schedule the due dates for each of the multiple payments. It is recommended
that the first payment due date be equal to the General Ledger Effective Date for the invoice.
This aids in the balancing process. The due dates must be entered in chronological order. The
system will not allow you to type anything into the TERMS cobE field or the pPymT DUE DATE field
when there is a Y in the muLTI PYMmT field.
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The AP clerk can also indicate whether the last payment will be held or not. If the last payment
is designated to be held, the AP clerk will have to release it on the Held Document (HDR)
screen before it can be paid. Type R in the AcT field on HDR screen and press ENTER to
release the last payment.

1 Some agencies hold the last payment as a reminder that a new agreement may
need to be negotiated and/or entered in the NCAS.

The following procedures demonstrate how to set up the different types of multiple payments:

A Procedure 10 A/B: Entering Recurring Payments
A Procedure 11 A/B: Entering Variable Payments
A Procedure 12 A/B: Entering Multiple Payments

Handling Code

If the HANDLING coDE field is left blank, the system will pay the invoice when it is due and
extract the information for the General Ledger. The AP clerk can use this field to suspend, hold,
force, and prepare separate payments.

f  Suspend: This option will hold the payment until the agency chooses to release it. The
accounting data will not be extracted to the General Ledger. To suspend a payment,
type S in the HANDLING CODE field.

f Hold: This option will hold the payment until the agency chooses to release it, but the
accounting data is extracted to the General Ledger. To hold a payment, type H in the
HANDLING CODE field.

f  Force: This will cause the invoice to be paid in the next check cycle, regardless of the
Payment Due Date or Payment Terms. To force a payment, type F in the HANDLING
CODE field.

f  Prepare separate payments: Normally, the NCAS generates one total payment for all
invoices from the same vendor that are due in the current cycle. To have the system
generate a separate check for the invoice, type 1 in the HANDLING cODE field.

1 This option can be used in conjunction with suspend, hold, or force. For
example, if you type H1 in the HANDLING cODE field the system will hold the
invoice until you release it and then generate a separate check for this invoice.

The handling code can be used for all types of documents. For direct invoices, the desired
handling code is entered in the HANDLING cODE field on the Invoice Worksheet 2 (IWS-2T) screen.
For matching invoices, the desired handling code is entered in the HANDLING field on the Invoice
Matching (IMP) screen. For employee advances, the desired handling code is entered in the
HANDLING coDE field on the Employee Advance Request (EAR) screen. For employee
reimbursements, the desired handling code is entered in the HND field on the Employee
Worksheet 2 (EWS-2T) screen.
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WALKTHROUGH: Setting Up an Invoice for
Multiple Payments

SCENARIO

Your agency has an annual rental agreement with Dexson Realty. You are
to make equal payments on the fifth of each month during the calendar
year of 2009. You want to make sure that this payment prints out separately
from any other payment for this vendor. The accounting distribution for this
line is XX01-532512-10001000.

Your agencyds internal policy i sentto
payments. You need to set up an invoice in the NCAS to pay the first six
months of this invoice since the fiscal year ends in June. You also want to put
the last payment on hold to remind yourself to set up a multiple payment invoice
for the second six months in fiscal year 2010.

Invoice: Dexson Realty

PO Box 1728 Invoice Number: Dexson Rental1
Harris, NC 27916-1728 Invoice Date: 01/05/2008
Terms: Fifth of each month
Description; Quantity: Unit Price: Total Price:
Rental Agreement for 1,000.00 12,000,00
2009
TOTAL: ~—Z,000.00
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ocp INVOICE WORKSHEET 1 WS 1T
235 - ENTER REQUIRED KEY FIELDS
NEXT FUNCTION: ACTION: 05/16/2011 11:43:03
REQUEST:
INVOICE NUMBER : __ @ DATE: [ 2] MODEL: _
VENDOR SHORT NM: ﬁ CURR :
VENDOR NUMBER : CM/DM
PO REFERENCE : COUNTY CODE: MULTI PYMT: _
TERMS CODE: ___ PYMT DUE DATE: DISCOUNT AMT/PCT:
REMIT MSG: ___

SIGNATURE APPR CD: -
LINE AMOUNT/PERCENT EXP CO ACCOUNT  CENTER BID PROJECT
QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 NCG FED
0001 L L
0002 _ -
0003 _ -
0004 _ -
SALES TAX/VAT | FREIGHT :
ADDITIONAL COST: ___ GROSS AMOUNT:

1. Type Dexson Rentall in the INvOICE NUMBER field.
2. Type 010509 in the DATE field.

3. Type dex@ in the VENDOR SHORT NM field and press ENTER to obtain the vendor
number. The message 476: VENDOR IS NORMALLY A MATCHING VENDOR is
displayed. Press ENTER to override message and continue processing the document.
Since there is only one Dexson Realty in the vendor file, the information automatically
defaults into the IWS-1T screen.
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ocCP INVOICE WORKSHEET 1 IWS 1T
NEXT FUNCTION: ACTION: 05/26/2011 14:10:03

REQUEST:

INVOICE NUMBER : DEXSON RENTALL _ DATE: 01/05/2009 MODEL: _

VENDOR SHORT NM: DEXSONREALTY __ DEXSON REALTY CURR :

VENDOR NUMBER : 560787926 A_ HARRIS CM/DM  :1

PO REFERENCE_ : COUNTY CODE: MULTI PYMT: _ o
TERMS CODE: @ ~ PYMT DUE DATE: DISCOUNT AMT/PCT:

REMIT MSG: ___

SIGNATURE APPR CD: ___

LINE AMOUNT/PERCENT EXP CO ACCOUNT  CENTER BID PROJECT
QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 NCG FED
0001 0o
0002 _ -
0003 _ -
0004 _ -
SALES TAX/IVAT @ FREIGHT :_ -
ADDITIONAL COST: ___ GROSS AMOUNT: (o)
4. Type Y in the muLTI PYMT field to indicate that the recurring payments will be set up for
this invoice.
5. Delete the terms code from the TERMS CODE field.
6. Atthe 0001 line, type 6000.00 in the AMOUNT/PERCENT field to indicate the amount of the
first line of the invoice.

1 Enter the total of all payments on the invoice line. You only want to encumber funds
for the payments in this fiscal year so you can enter the payments for January
through June.

7. Type XXO01 in the co field.

8. Type 532512 in the ACCOUNT field.

9. Type 10001000 in the CENTER field.

10. Type 6000.00 in the GRoss AMOUNT field.

11. Type R in the REQUEST field and press ENTER to access the Invoice Worksheet 2 (IWS-

2T) screen.
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OCP AP INVOICE WORKSHEET 2 WS- 2T
NEXT FUNCTION: ACTION: 05/26/2011 14:18:25
REQUEST:
HANDLING CODE :_@® REASON CO DE :
GL EFFECTIVE DATE: FACTOR NUMBER : _
PROVISIONAL DATE : IND: ___ SIGNATURE APPRCD: ___
PAYMENT ROUTECD:_ BANK PYMT: 06D ACCT RULE :01 VAT INCL N
IND - PAYABLES: __ DISCOUNT: __ INTERPAY :___ 1099 TAX CODE:
EXPENSE :001 CO: 1201 ACCT: 99999999899 CENTER: 999999999998
LINE IND SALES TAX/VAT IND OPTIONAL AMNT 1099 USE I'REC AR
FREIGHT ADDITIONAL COST D ESCRIPTION PRORATE(T F A D)
0001 L ___
L _ YYYY
0002 _ -
0003 ___ - - T
0004 - - T
SALESTAX2 : SALESTAX3 :_ -
GROSS AMOUNT : 6,000.00

12. Type 1 in the HANDLING coDE field to indicate that you want this payment to print on a
separate check from any other payment to this vendor.

1 By entering a 1 in the HANDLING CODE field, you ensure a separate check will be
generated for this invoice. Usually the NCAS groups all invoices due for payment to
the same vendor during the check cycle for your paying entity onto one check.

13. Type NEXT or N in the REQUEST field and press ENTER to balance the document and
access the Multiple Payments (MPY) screen.
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OCP AP MULTIPLE PAYMENTS MPY
NEXT FUNCTION: ACTION: 05/26/2011 14:24:07
REQUEST:

INVOICE NUMBER RENTAL1 INVOICE GROSS AMOUNT : 6,000.00
NBR OF RECURRING PYMTS: @@ RECURRING PYMT AMOUNT : (15)
1ST PAYMENT DUE DATE : _ @@ FREQUENCY o ®
VARIABLE DUE DATE 1 : VARIAB LE AMOUNT 1

VARIABLE DUE DATE 2 : VARIABLE AMOUNT 2

VARIABLE DUE DATE 3 : VARIABLE AMOUNT 3

VARIABLE DUE DATE 4 VARIABLE AMOUNT 4

LAST PAYMENT HOLD : _€®

14. On the MPY screen, type 6 in the NBR OF RECURRING PYMTS field.
15. Type 1000.00 in the RECURRING PYMT AMOUNT field.
16. Type 010509 in the 1ST PAYMENT DUE DATE field.

1 This date should correspond to the General Ledger effective date for this invoice.
17. Type M in the FREQUENCY field to indicate that the payments will be made monthly.
18. Type H in the LAST PAYMENT HOLD field to indicate that the last payment will be held.

1 Putting the last payment on hold requires the AP clerk to release the payment. This
means the check will not automatically print in June. You may do this to remind
yourself that a contract has ended and a new one may need to be agreed upon and
entered in the NCAS. Or in the case of this scenario, you want to remind yourself to
set up a new invoice for multiple payments to complete this contract in the next year

fiscal year (i.e., 2010).

19. Press ENTER to complete the document.
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Using Document Models

When entering direct invoices, you can save keystrokes by using a document model. A
document model is atemplate & or skeleton of a document & that can be stored and
retrieved. Models save time and reduce typing errors for regularly processed invoices with

repetitive information.

Document models can be created for an invoice or an employee expense.
The Model Invoice Worksheet 1 (MWS-1T) screen is:

A Used to enter and maintain document models

A Used to create models for invoices or employee expenses paid on a regular basis

A Almost identical to the Invoice Worksheet 1 (IWS-1T) screen except that the MWS-1T

screen is used for future invoices

A Divided into six screens (like the IWS-1T screen) consisting of three windows with top
and bottom views. Type R (right), L (left), U (up), D (down) in the REQUEST field and

press ENTER to navigate through the screens.

CURRENCY CODE

REMIT MESSAGE: __

TERMS CODE : DISCOUNT PERCENT: MULTIPLE PAYMENTS: _

OCP AP MODEL INVOICE WORKSHEET 1 MWS 1T
235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION: ACTION: 05/26/2011 14:35:48
REQUEST:

PAY ENTITY MODEL INV NUMBER : _

VENDOR SHORT NAME:

VENDOR NUMBER CM/DM: _

LINE EXPENSE EXP COMP ACCOUNT CENTER 1099
AMOUNT/PERCENT NCG BID PROJNUM FED DESCRIPTION
0001

0002

0003

0004

SALES TAX/VATIND FREIGHT IND: ___
ADDITIONAL COST IND: ___
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There are four types of models:

A A vendor model is used only for a specific vendor or employee (e.g., utility bills).
Required fields are VENDOR SHORT NAME Of VENDOR NUMBER, PAY ENTITY, and MODEL INV
NUMBER.

A A paying entity model is used for an invoice or employee expense through a given

paying entity. Required fields are PAY ENTITY and MODEL INV NUMBER.

A A global model is used to create an invoice or employee reimbursement for all
paying entities. (Note that this type of model will probably not be used in the NCAS.)

A A copy document model is used to create an invoice or employee expense by
copying an existing one. This feature can be used when an AP clerk wants to avoid
reentering a document that needs to be canceled and processed again. The paying
entity, vendor number, and invoice date must be the same on the new document, but
the invoice number must be different.

In order to inquire on models, type DCL in the NEXT FUNCTION field and press ENTER to access

the Document List(DCL)scr een. To indicate that a document
displayed in the sTaTus field on the DCL screen. (Note that global models are not listed on the

DCL screen.)

The following procedures demonstrate how to use each of the four model types correctly:

Procedure 13: Establishing a Vendor Model
Procedure 14: Establishing a Paying Entity Model
Procedure 15: Retri eving a Model

Procedure 16: Copying a Document

Procedure 17: Changing a Model

Procedure 18: Deleting a Model

Too oo Too Too Too To
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WALKTHROUGH: Establishing a Vendor Model

SCENARIO

Your agency has repeated dealings with Carrington Cleaners. The terms
code for this vendor is net 30. The descriptions and accounting distributions
for the three most repeated invoice lines are:

1 - XX01 533510 10002000 Shirts
2 - XX01 533510 10001000 Pants
3 - XX01 533510 10001005 Overalls

Establish a vendor model for Carrington Cleaners.

1. Type MWS in the NExT FUNCTION field and press ENTER to access the Model Invoice
Worksheet 1 (MWS-1T) screen.

OCP AP MODEL INVOICE WORKSHEET 1 MWS 1T
235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION: ACTION: 05/26/2011 14:35:48
REQUEST:

PAY ENTITY ©® MODEL INV NUMBER : _ ® O
VENDORSHORT NAME: @

VENDOR NUMBER : . CM/DM: _

CURRENCY CODE :

TERMSCODE :___ DISCOUNT PERCENT: MULTIPLE PAYMENTS: _
REMIT MESSAGE: __

LINE EXPENSE EXP COMP ACCOUNT CENTER 1099
AMOUNT/PERCENT NCG BID PROJNUM FED DESCRIPTION

0001 L o

0002 L .

0003 L .
0004 L .

SALES TAX/ VAT IND : FREIGHT IND: ___

ADDITIONAL COST IND: ____

2. Type your paying entity (XXPT ) in the pPAY ENTITY field.

3. Type V for vendor model in the first blank of the MODEL INv NUMBER field.
4. Type 122model (the model number) in the second blank of the MODEL INvV NUMBER field.
5. Type carr@ in the VENDOR SHORT NAME field.
1 I'f you know the vendor number, Yy owENDORaAnNn type
NUMBER field.
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6. Press ENTER to verify the information.
OCP AP MODEL INVOICE WORKSHEET 1 MWS -1T
NEXT FUNCTION: ACTION: 05/31/ 2011 09:54:26
REQUEST:
PAY ENTITY @ XX PT MODEL INV NUMBER : V 122MODEL
VENDOR SHORT NAME: CARRINGTONCLEAN CARRINGTON CLEANERS
VENDOR NUMBER  : 560903735 B_ CARVELLI CM/DM: _
CURRENCY CODE NC 27000 -1234
TERMS CODE  :___ @DISCOUNT PERCENT: MULTIPLE PAYMENTS: _

REMIT MESSAGE: __

LINE EXPENSE EXP COMP ACCOUNT CENTER 1099
AMOUNT/PERCENT NCG BID PROJNUM FED DESCRIPTION

0001 o a

0002 L ® @G:

0003 o o © @E _
@®

0004 - _

SALES TAX/VATIND : FREIGHT IND: ___

ADDITIONAL COST IND: ____

Depending on the purpose of the model, you may wish to enter more or less information. In this
scenario, you will enter the terms code, the item descriptions and the accounting distributions.

7.

10.

11.

12.

13.

14.

Office of the State Controller

Type N30 in the TERMS coODE field.

1 If you do not know the code for the applicable payment terms, you can look it up on
the Payment Terms Code List (PTL) screen. Look up the code before you create the

model.
At the 0001 line, type XX01 in the co field.
Type 533510 in the ACCOUNT field.
Type 10002000 in the CENTER field.
Type Shirts in the DESCRIPTION field.
At the 0002 line, type XX01 in the co field.

1 The symbol i can be wused to
This can be used in any field except the AMOUNT/PERCENT field.

Type 533510 in the AccounT field.

Type 10001000 in the cenTeRr field.
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15. Type Pants in the DESCRIPTION field.

16. At the 0003 line, type XXO01 in the co field.
17. Type 533510 in the AccounT field.

18. Type 10001005 in the CeENTER field.

19. Type Overalls in the DescrIPTION field.

20. Type N or NEXT in the ReEQUEST field and press ENTER to establish this model in the
NCAS for your paying entity. A blank MWS-1T screen is displayed.

The following walkthrough demonstrates how to retrieve and use a vendor model.

WALKTHROUGH: Retrieving a Vendor Model

SCENARIO
You have received the following invoice from Carrington Cleaners. Use the
vendor model you established in the previous scenario to process this
invoice.

The vendor model number is 122model .

Invoice: Carrington Cleaners Invoice Number: 532100965
1234 Carr Rd Invoice Date: 01/11/2008
Carvelli, NC 27000-1234 Terms: Net 30
Description: Quantity: Unit Price: Total Price:
Shirts 10 1.00 10.00
Pants 10 3.00 30.00
Overalls 5 5.00 25.00
Freight:
Tax:
TOTAL: 65.00

You are currently on the MWS screen. To process a direct invoice, you must access the IWS-1T
screen. The IWS-1T screen can only be accessed through a control group.

1. Type CGS in the NEXT FUNCTION field and press ENTER to access the Control Group
Status (CGS) screen. The CGS screen lists outstanding control groups (i.e., control
groups that have not been balanced) created for a particular paying entity.
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OCP AP CONTROL GROUP STATUS CGS
NEXT FUNCTION: ACTION: 05/31/2011 10:08:16
REQUEST:

PAY ENTITY: o

PAY  --- CONTROL--- CONTROL NBR OF DATE S
ENTITY DATE NUMBER AMOUNT DOCS ENTERED

XXPT 04/10/2001 0001 195,000.00 3 04/10/2001
XXPT 04/12/2001 0001 400.00 15 04/12/2001  _

XXPT 04/26/2002 0001 4.56 1 04/26/2002  _

XXPT 04/27/2002 0002 1,000.00 1 04/27/2002  _

XXPT 04/30/2002 0003 3,196.50 4 04/30/2002

XXPT 02/16/2004 0001 16.00 1 02/16/2004

XXPT 02/16/2004 1001 16.90 1 02/16/2004  _

XXPT 02/19/2004 1001 750.00 1 02/19/2004
XXPT 07/27/2004 0001 18,000.00 2 07/27/2004  _

XXPT 07/06/2008 0124 3,891.50 4 07/06/2008

PAGE: 1 STATUS: MORE

2. If your pay entity did not default, type your paying entity (XXPT) in the PAY ENTITY field
and press ENTER to access a list of control groups for this paying entity.

OCP AP CONTROL GROUP STATUS CGS
NEXT FUNCTION: ACTION: 05/31/2011 10:08:16
REQUEST:

PAY ENTITY: XXPT

PAY --- CONTROL--- CONTROL NBR OF DATE S
ENTITY DATE NUMBER AMOUNT DOCS ENTERED

XXPT 04/10/2001 0001 195,000.00 3 04/10/2001 _
XXPT 04/12/2001 0001 400.00 15 04/12/2001

XXPT 04/26/2002 0001 4.56 1 04/26/2002 _

XXPT 04/27/2002 0002 1,000.00 1 04/27/2002 _

XXPT 04/30/2002 0003 3,196.50 4 04/30/2002  _
XXPT 02/16/2004 0001 16.00 1 02/16/2004

XXPT 02/16/2004 1001 16.90 1 02/16/2004 _

XXPT 02/19/2004 1001 750.00 1 02/19/2004
XXPT 07/27/2004 0001 18,000.00 2 07/27/2004  _

XXPT 07/06/2008 0124 3,891.50 4 07/06/2008

PAGE: 1 STATUS: MORE
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3. Press ENTER to scroll to the next page if necessary.
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OCP AP CONTROL GROUP STATUS CGS
NEXT FUNCTION: ACTION: 05/31/2011 10:08:16
REQUEST: e

PAY ENTITY: XXPT

PAY --- CONTROL--- CONTROL NBR OF DATE S

ENTITY DATE NUMBER AMOUNT DOCS ENTERED

XXPT 01/05/2008 0122 6 ,312.81 4 01/05/2008 9
XXPT 07/06/2008 0 124 3,891.50 4 07/06/2008

PAGE: 2 STATUS: END OF LIST

4, Type S in the s (seLECT) field to select control group 122.

5. Type 3 in the REQUEST field and press ENTER to access a blank Invoice Worksheet
(IWS-1T) screen in control group 122.

After selecting a specific control group on the CGS screen, you can
access the following screens within that control group by typing:

1 The Control Document Entry (CDE) screen to view the control
group header information for the specific control group

3 The Invoice Worksheet (IWS-1T) screen to process direct
Invoices
4 The Invoice Matching (IMP) screen to process matching
Invoices
5 The Employee Worksheet (EWS-1T) screen to process
employee transactions
6 The Document Level Comments (DLC) screen to add comments to a
document
8 The Control Entry Status (CES) screen to view a list of the documents

already entered in the control group
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oCP INVOICE WORKSHEET 1 IWS 1T
235 - ENTER REQUIRED KEY FIELDS
NEXT FUNCTION: ACTION: 05/31/2011 10:19:10
REQUEST:
INVOICENUMBER: _ @  DATE: [ 7) MODEL: _ o 0
VENDOR SHORT NM: @ CURR :
VENDOR NUMBER : CMIDM
PO REFERENCE : COUNTY CODE: MULTI PYMT: _
TERMS CODE: ___ PYMT DUE DATE: DISCOUNT AMT/PCT:
REMIT MSG: ___
SIGNATURE APPR CD:
LINE AMOUNT/PERCENT EXP CO ACCOUNT  CENTER BID PROJECT
QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 NCG FED
0001 _ L
0002 _ -
0003 _ -
0004 _ S
SALES TAX/VAT :___ FREIGHT :
ADDITIONAL COST: ___ GROSS AMOUNT:

To retrieve your vendor model for Carrington Cleaners, do the following:
6. Type 532100965 in the INvOICE NUMBER field.

7. Type 011108 in the DATE field.

8. Type V for vendor entity in the first blank of the MobEL field.

9. Type 122model in the second blank of the MoDEL field.

10. Type carr@ in the VENDOR SHORT NM field.

1 I f you know the vendor 6s venoombueBseR fielgiosteadc an t yp
of using the VENDOR SHORT NM field.

11. Press ENTER to retrieve the model information.

1 The vendor number defaults to the VENDOR NUMBER field.
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ocCP INVOICE WORKSHEET 1 IWS 1T
NEXT FUNCTION: ACTION: 05/31/2011 10:26:36
REQUEST: @ @
INVOICE NUMBER : 532100965 DATE: 01/11/2008 MODEL: V 122MODEL
VENDOR SHORT NM: CARRINGTONCLEAN CARRINGTON CLEANERS CURR :
VENDOR NUMBER : _560903735B_ CARVELLI CMIDM  :1
PO REFERENCE : COUNTY CODE: MULTI PYMT: N
TERMS CODE: N30 PYMT DUE DATE: DISCOUNT AMT/PCT:
REMIT MSG: ___
SIGNATURE APPRCD: __
LINE AMOUNT/PERCENT EXP CO ACCOUNT  CENTER BID PROJECT
QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 NCG FED
oo% 001 XX 015 33510 10002000
SHIRTS Yyvyy

0002 _ €D 001 XX 01533510 10001000

) PANTS Yyvyy___
0003 _€® 001 XX 01533510 10001005
o) ) OVERALLS Yyvy__
0004 _
SALES TAXIVAT :__ FREIGHT . ___
ADDITIONAL COST: ___ GROSS AMOUNT: @ 00

A The terms code indicator (which represents the payment due date)
has defaulted to the TERMS copE field. The TERMS copE field can be
overridden or deleted and a date can be entered in the PYmT DUE
DATE field.

A The accounting distributions and descriptions have defaulted to the
invoice.

12. Verify that the correct payment terms have defaulted into the TERMS CcODE field.

13. At the 0001 line, type 10.00 in the AMOUNT/PERCENT field to indicate the amount of
the first line of the invoice.

14. Type 10 in the QuUANTITY field.
15. Type EA (eaches) in the unIT field.

1 The code used for the uNIT field can be found on the Unit of Measure List (UML)
screen. fiEacheso is a wunit of measure uni
measure items that are purchased individually.

16. At the 0002 line, type 30.00 in the AMOUNT/PERCENT field to indicate the amount of
the second line of the invoice.

17. Type 10 in the QUANTITY field.

18. Type EA (eaches) in the unIT field.
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19. At the 0003 line, type 25.00 in the AMOUNT/PERCENT field to indicate the amount of
the third line of the invoice.

20. Type 5 in the QuANTITY field.
21. Type EA (eaches) in the uniT field.

22. Type 65.00 in the cross AMOUNT field to identify the total amount of the invoice. Delete
the zeros at the end of the field.

23. Press ENTER to display all the defaults on the IWS-1T screen.

1 Note the defaults in the T, F, A and D fields for both lines. Because this invoice
does not involve tax, freight, additional cost or discount, you do not have to
change the defaults in these fields.

24, Type NEXT or N in the REQUEST field and press ENTER to balance the document. A
blank Invoice Worksheet 1 (IWS-1T) screen is displayed.

You have completed keying in the fifth document in control group 122. Once you have entered
all the documents in a control group, you must balance the control group.

25. Type BAL in the REQUEST field and press ENTER to balance the current control group.
The Control Document Entry (CDE) screen displays with the following message: 200-
ENTER CONTROL GROUP INFORMATION. The message indicates that control
group 122 has balanced. If desired, you can now enter another control group.

1 Sometimes control groups do not balance or you may forget to balance a control
Group. You will learn how to balance such outstanding control groups later in
this course in the Maintaining AP Documents section.
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Processing Employee Transactions

Adding and Creating Processing Procossing Processing ||| Reque=ting Eﬂ;;l:fd Handling Mzintaining
Changing Contral Dirzot Employoa Grants and Payment Remaining Epecial AP AP
Vandors Groups Invoices Iransactions Poxvards Cyeles Pawments Frocosses Documents

Rewiewing
AP
Information

Overview

This section explains how to process employee transactions, such as employee travel advances

and reimbursements, in the NCAS. The employee travel advance process should be used in

conjunction with the employee reimbursement process to automate the accounting and tracking

of amounts due to and from individual employees. Employee transactions are entered in a
separate employee paying entity (XXPE).

The Processing Employee Transactions section is divided into the following two subsections.

Processing Employee Travel Advances

An employee travel advance is requested by an employee in anticipation of travel expenses.

This subsection explains how to process travel advances to employees in the NCAS.

Processing Employee Reimbursements

Employees need to be reimbursed for business expenses which may or may not be related to
previously issued travel advances. This subsection explains how to process a reimbursement
with or without an advance.
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Processing Employee Travel Advances

Processing Em,
ployee
Employee ] [Refmbursements

Transactions

Overview

An employee travel advance is requested by an employee in anticipation of travel expenses.
Advances are approved according to agency policy. Travel advances are keyed into the system
individually. They do not require a Control Group Header sheet.

If an employee does not spend the entire advance amount, he or she owes the state the
difference between the amount spent and the advance amount.

If an employee spends more than the advance, the system will reimburse the employee the
difference after he or she has entered his or her expenses. (Regardless of whether or not the
entire advance is utilized, an expense reimbursement must be turned in by the employee to
record his or her expenses.)
Travel advances are entered on the Employee Advance Request (EAR) screen.
The EAR screen allows you to:

1 Create and maintain information about an employee advance

9 Indicate when the advance is paid to the employee

In the NCAS, a travel advance has either a temporary or a permanent status.

Temporary Advances

A temporary advance is issued to an employee who will not receive any reimbursement
(except salary) other than travel. An advance must have a temporary status for an expense to
be offset against it.

The NCAS does not provide a mechanism to match a specific advance to a specific
reimbursement. All temporary advances are available for application until the amount of the
open temporary advances are exceeded. The system will only generate a check for an
employee vendor once the balance for all temporary advances is zero.

If there is an open temporary advance for an employee, then any reimbursement (including
reimbursements that are not travel-related) requested by that employee will be applied to that
open advance.
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1 For example, assume that Employee A received a $200 travel advance and that
advance has a temporary status in the NCAS. Employee A further incurred another $50
Expense because she bought some coffee for the office coffee pot. This non-travel
expense wil/| be offset against the $200 advanc
status.

Permanent Advances

The system does not apply reimbursements to an advance with a permanent status. At year-
end, all permanent advances must be paid back. The status of the advance must be changed
from permanent to temporary to clear the advance.

If your agency permits the issuance of multiple travel advances for a single employee, all the
advances should be entered into the NCAS with a p
status must be changed from permanent to temporary only when the employee submits a

reimbursement request against that advance. Using permanent and temporary statuses in this

manner helps to prevent expenses from being offset against the wrong advance.

1 Note that once an advance has been entered, the only change allowed on the
Employee Advance Request (EAR) screen is changing the P (permanent)toa T
(temporary) in the ADVANCE TYPE field.

Naming or Numbering Advances

Advances are sorted and offset alphanumerically. Therefore, it is important that each agency
devise a consistent scheme for naming or numbering advance documents. Because advances
are associated with an employee number, advance names or numbers can be used for more
than one employee.

If documents are not consistently named or numbered, expenses may be offset against the
wrong temporary advance. If there is more than one open temporary advance for an employee,
the advances are offset in the order of the advance name or number.

1 |t is recommended that the abbreviation AADVDO
(e.g., ADV031409).

1 If the name of an advance begins with a space, the NCAS offsets this advance first. It
then offsets advances that begin with alpha characters, followed by advances that begin
with numeric characters. The following is an example of the order in which the NCAS
of fsets advances. Because the prefix AADVO i s
reads the character following the prefix in order to sort the advances.

0 ADV MSAS7
0 ADVSTAV11
0 ADV031409

Office of the State Controller Page86



MM: APO1 Processing Employee Travel Advances
Accounts Payable Overview

WALKTHROUGH: Entering an Employee
Travel Advanc e

SCENARIO

Wendell Thomas has just submitted the following Employee Advance
Request sheet in anticipation of travel expenses. You need to enter the
advance on the system.

Note that employee advances are the only AP documents that are not
entered in control groups in the NCAS.

The advance is marked as a temporary advance on the Employee Advance
For m. However, for this exercise,
allows multiple travel advances per employee. Therefore, you will enter this
advance as a permanent advance.
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EMPLOYEE ADVANCE REQUEST

INSTRUCTIONS TO REQUESTER: Submil odiginal io be recsived in Accouniing
Complede Section A only. Must be prepared in ink of typed

ﬂ TION &
FAYEE'S HAME [First, Midd ke Initial, Last) THeDivisaniSecion Soc Sec. @
123456799
Wendall Thomas Headqu arters (G Ry}
Payee's Sddness 'Greggmn
5320 Grassy Ct Date Advance Needed Date Travel Begins
Greggson, CA 92000-5320 26409 2-16-09
Purpase Training, travel, meals
Die-sfin:alion Charlotte
Amount 550.00
Check Type of Advance
D P :PE'11I:|'IE'I|I oA il il e B B T B ol BT gy o vl o i i L G i £ Ty, e (T Pl Tl o F B il B e o Y0
i v o far bermpa e yir vl regue sk musEBe s tied by submiting re il u e men b ey Eeitin 30 days afte ¥avel pedad snds
E T = {Temporary) NOTE. Extni iy i il bardurmied b the Ascunting OMespramatly upan miurm fram tHa

| cerify that fund requested hereon areto be used for b epupose sated. | fudher cerify that any fund 5 advanced fobe wil be repaid
immediately on request from Departmental authoriles and that amy funds advance d wil be repaid priorto my @st day of employment sho d |
terminate my employment for any reason

wendall Thowas 1-06-09 Judy Swmith 1-08-08
- HGTE: ORIGINAL SGHATURES AND DATES ARE REGUIRED FOR -'.E-'-'-'.HC.E 'I'C- B-E ISSUED
SECTION B {Accounting Difice Use Only)
PAY ENTITY
(x[x]p|E
ADVANCE REQUEST NER acv 2 f 18 /09

VOUCHER DATE I 1 I 13 / 09

TENTER CHEC K DHEPOSITION INSTR UCTIONS QN REMIT M ESSAGE LINE BELOW

REMIT MESSAGE "DOCUMENT

ATTACHED
ADVANCE TYPE: P ADVANCE ISSUEDATE  ; 2 [ 06 /[ 09
BID identifier: MCG Ideniifier: FEDIde-nt'rﬁer:“_
COMPANY
ACC OUNT CENTER AMOUNT
s{3fafrjefof | | [ | JefoJofofsfJofoJo] | [ [ Jss50 oo

your name Today's date : SUE Brown 1-13-09

1. Type EAR in the NexT FUNCTION field and press ENTER to access the Employee
Advance Request (EAR) screen.
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OCP AP EMPLOYEE ADVANCE REQUEST EAR

NEXT FUNCTION: ACTION: 05/31/2011 11:44:50
REQUEST:

PAY ENTITY : ©®  EMPLOYEE NUMBER : [ 3]

EMPLOYEE SHORT NAME:
ADVANCE VOUCHER NBR: @
VOUCHER DATE : [ )

TRAVEL REQUES NBR
REMIT MESSAGE: ___

ADVANCETYPE :_ @  ADVANCE ISSUE DATE: o
BID IDENTIFIER : TRIP NUMBER

GL EFFECTIVE D ATE : EMPLOYEE ADV IND :___

BANK ACCT PYMT CODE: __

CURRENCY CODE  : ADVANCE AMOUNT : (10)
SIGNATUREAPPROVAL: ____ NCG:___

HANDLING CODE  : FED:

REASON CODE/DESC
ADVANCE CO/ACCT/CTR: €@

2. Type your employee paying entity (XXPE) in the pAY ENTITY field. Remember
that the pay entity for employees is XXPE.

3. Delete any data that may have defaulted into the EMPLOYEE NUMBER field.

4. Type Thomas@ in the EMPLOYEE SHORT NAME field.
1 As an alternative to entering the short name, you can type the employee

number (if known) in the EMPLOYEE NUMBER field.

5. Type ADV021609 in the ADVANCE VOUCHER NBR field to identify this entry as
an advance beginning on this date. The format for this field is suggested but not
required by your agency.

6. Type 011309 in the voucHER DATE field to correspond with the date the employee
submitted his or her advance request.

7. Press ENTER to verify the employee name and number.
8. Type P in the AbVANCE TYPE field to specify that this is a permanent advance.
9. Type 020609 in the ADVANCE ISSUE DATE field to specify the date on which

the advance should be issued to the employee. If the employee does not need

the advance immediately, enter a date that precedes the date on which

the business expense will occur. This date should be consistent with your

agencyods policies. (For this exampl e, 10 das
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10. Type 550.00 in the ADVANCE AMOUNT field to indicate the total amount of the
advance to be issued to the employee. For a temporary advance, this is the
amount used to offset expenses from the employee.

11.  Type XX01 532799 10001000 in the ADVANCE CO/ACCT/CTR field to specify the
accounting distribution.

12.  Press ENTER to validate the entries and access a blank Employee Advance
Request (EAR) screen.

You have just entered an employee advance for Thomas Wendell.

Activity: Entering an Employee Travel Advance

SCENARIO

Frankie Furr has just submitted the following Employee Advance Request
sheet in order to obtain money to cover his frequent travel expenses. You
need to enter the advance on the system. Note that Mr. Furr has included a
remit message.
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EMPLOYEE ADVANCE REQUEST

INSTRUCTIONS TO REQUESTER:. Swbmiteniginal i e receved in Actounting
Complate Secton A only. Must b prapared in ink of typed

A
FAYEELS NAME (First. Midd ke Inital. Last I'tieDmnoniSecion LS. W
Youragency 011-02-0333
Frankie Furr Readgu arers (b
Fayee's Address Karbwedl
Adw H T rawel
5321 GEI‘II‘.‘I!" Hd Oate Advance Hesded Oate T ravel B sgins
HKartwell, WY 25000-8321 01-16-08 01-26-09
Purpos & Training varibus agencies on the NCAS
Datination Charlotte. Greensboro. Chapel Hill Winston-S alem
Amaount 1000.00
Check Fpe of Advance
P — {Parmanants — A oy T g @ 00 B e By 2w breimieg redred urses oo e gues crmo el with el sendeme of to be mode by e 50
B v e P Doy brarel niq e sk rrams ED e s eed bey b il nog ot il i rik el Er g wibhin T da vy after brane ] perad ¢ nd s
O T —i{Temparary)— HOTE Bk 5 e v b P38 b rt myded £ B g a1 g T ¢ pro iy uipon b m froee iip

| cerify that fund requestied hereon areto be w=d for the purpose dated. | further cerify that any fund = advanced tobe wil be repaid
immediately on request from Oepartmental ahorites and that any funds advance d wil be repaid prorto my b = day of employment should |
teminate my employment for any reason

-Frma{# Furr 01-05-09 Tom Woo 01-06-09
- HOTE: R IGAN AL SIGHATUR ES AND DATES ARE REGUIRED FOR &DVAN C; T BE ISSUED
SECTION B VAToounting Gt e Use only)
L1 XIPLE
ADVANCE REQUEST NBR AV 04 /2% /09
WOUGHER DATE ' o1 ! o8 [/ 09

TENTERE CHEC K DIFFOSITION INSTRE UCTIONS UGN REMIT MESSAGE LINE BELOW )

REMIT MESSAGE "DOCUMENT This Advance mustbe pald back by 03-01-06.
ATTACHED
ADWVANGE TYPE P ADVANCEISSUEDATE v 4 / 16 /108
BID Wentifier MCG Identifier FED ldentifier B
COMPANY |l|l|ﬂ|1 |
AGGOUNT CENTER AMOLUNT
sfalafr]efef] [ [ [ [ JiJoJofJof41folJofs|[ [ [ [ Jsieoo oo
your name Today's date hoprresd Janet "H"I&ﬂﬂ 01-12-09
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OCP AP EMPLOYEE ADVANCE REQUEST EAR

NEXT FUNCTION: ACTION: 05/31/2011 11:44:50
REQUEST:

PAY ENTITY : EMPLOYEE NUMBER : . (1)
EMPLOYEE SHORT NAME:

ADVANCE VOUCHER NBR: @

VOUCHER DATE :
TRAVEL REQUEST NBR :

REMIT MESSAGE: )

ADVANCETYPE :_ @@ ADVANCE ISSUE DATE: ©
BID IDENTIFIER : : TRIP NUMBER

GL EFFECTIVE DATE : EMPLOYEE ADV IND :___

BANK ACCT PYMT CODE: __

CURRENCY CODE ADVANCE AMOUNT (5]
SIGNATURE APPROVAL: NCG :

HANDLING CODE  : FED :

REASON CODE/DESC  :
ADVANCE CO/ACCT/CTR: @ _

10.

Type 011020333 (the employee number obtained from the request form) in the
EMPLOYEE NUMBER field.

Type ADV01269 in the ADVANCE VOUCHER NBR field.
Type 010909 in the vVOUCHER DATE field.

Type This advance must be paid back by 03 -01-09. in the second REMIT MSG field.

Do not use slashes in the REMIT MSG field. This causes a problem with the
check printing software.

Press ENTER to verify the employee name and number.
Type P in the ADvANCE TYPE field to specify that this is a permanent advance.

Type 011609 in the ADVANCE ISSUE DATE field. Remember that if the employee
does not need the advance immediately, you enter a date that precedes the date on
which the business expense will occur. (For this example, 10 days is used.)

Type 1000.00 in the ADVANCE AMOUNT field.
Type XX01 532799 10001005 in the ADVANCE CO/ACCT/CTR field.

Press ENTER to validate the entries and access a blank Employee Advance Request
(EAR) screen.

You have entered an employee advance for Frankie Furr.
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Processing Employee Reimbursements

Processing
Employee

Transactions

Overview

An employee reimbursement is requested by an employee after he or she has incurred a
travel or business expense. Reimbursements are approved according to agency policy.

Employee reimbursements:

A Affect the availability of funds

A Are entered within control groups using the Control Document Entry (CDE) screen
After the control group header information is entered on the CDE screen, employee
reimbursements are entered on the Employee Expense Worksheet 1(EWS-1T) screen. This
screen is identical to the Invoice Worksheet 1 (IWS-1T) screen, except that it refers to
employees rather than to invoices.

If the expense does not have to be matched against an advance to an employee, ensure that

there are no temporary advances open for that employee. If this employee has any advances,
the advance(s) should have a permanent status.

WALKTHROUGH: Entering an Employee
Reimbursement

SCENARIO

You need to key in two employee reimbursements that are attached to the
following Control Group Header sheet.
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Agency Name

Accounts Payable Control Group Header

PayiNnGENTITY X XXPE
Other
ENTRY METHOD DIRECT INVOICES
MATCHING INVOICES
X EMPLOYEE INVOICES
CONTROL GROUP DATE: TODAY'S DATE
CONTROL GROUP NUMBER: 125
OPERATOR D¢ YouRrRIMITIALS
DBS # Initials
INVOICE NUMBER OF
NUMBER DOCUMENTS AMOUNT
PER TAPE 2 538.30
ADJUSTMENTS
AMOUNT ENTERED 2 5£38.30

1. Remember to first enter the control group header information on the Control Document
Entry (CDE) screen. (Refer to Procedure 7: Entering a Control Group  .)

1 To indicate that this control group covers employee reimbursements, type E in the
ENTRY METHOD field.

1 The employee paying entity is XXPE.

2. Press ENTER to process the control group header information and to access the
Employee Expense Worksheet 1 (EWS-1T) screen.
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Processing Employee Reimbursements

REIMBURSEMENT OF TRAVEL AND OTHER EXPENSES INCURRED
IN THE DISCHARGE OF OFFICIAL DUTY

INETRUCTIONS TO CLAIMANT

Pleage complele AMOUNT, COMPANY _ ACCOUNT

Submit one onginal to Accounting.  Aftach a

and CENTER fields. Must be filed at

necessary receipls and othes supporting docum ents fo ths form. Retain one (1

} copy fer your records

lease monfilv and not ierthan 30 davs after month ends.  Musi be prepared ink of typed

Payee’s Hame [F s bddle Inkal, Los] Dwsen/5ecien Sec Sew

Fern Augustus Your Agency 111-22-3333
Popee’s Addmess § J Tile Hesdgunden |Ciy]

4707 Gullet Trail Assistant Raleigh

iy Stete. Zup) Pevmed Corered by the Requed (fomte)
Raleigh NC 27600-4707 03/01/08 - 03/02008
Und covity thic is & twe md Secwrate statem et of the oty of bdgng. expenses and slowanes berve e e s veam bars emmd regued and ety thatf & sl amd rasenabie
nE e cermce oiibe Sinie
31 2108 3115008
{Glemang e {Supew G {Date]

NOTE: CRIGIMAL 31 GMATURE AND DATES ARE REQUIRED FOR PROCE 35| NG
I —

Accounting Office Use Only

Pakoiy: | X [X|PJE| Comrel® [ o412 (5| Exeensevouchero. [E[xJP[0[3]0[q1[0fe].[o[3]of2]0]s
Payment Due Dale: | | I I I I I | | | £ 0OR = Terms Code II.E
REMIT MESEAGE: Wrile check disposition instructions on thisline)
Line Ho AMOUNT COMPANY ACCOUNT CENTER ACCRUAL
Lo
glso x| xfoj1ys5{3|2/(712([5 ilojojofq1jojoja
B 18 | 30 Approved & ot o iravel chargead b E KCEUMRG colE vErted B0 enEmingte AT
£S5 MoV L BIMLTT HIE BERENR A Badinsan
Tot Dwe {0we) 33 30 B ___ NOG: ___ FED: ____ R Ko cpunint
Travel(show gach city vigled) Transporialion Subgsle et Misc Eipmsns |
[y [t o L 1 Iy Oulol gl Fi I 5 Gl Oibol Stabe Dol Coimiry E uplanialien A mounl
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3. Note that this expense does not have to be applied to an advance. Before you process
the expense, access the Outstanding Employee Advances report to verify that there are
no open temporary advances for Fern Augustus.

group MM122-6.

The Outstanding Employee Advance report (report number AP-10005) lists

outstanding advances by employee. This report is located in Systemware in report
group MM122-6. For additional detail, refer to the Employee Expense Reconciliation
Summary report (report number AP-R0003) which is located in Systemware in report

The Outstanding Employee Advances report is shown on the following page.
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REPORT ID AP L0S OUTST ANDING EMPLOYEE ADVANCES PAGE o7
TIME TESBO3 ASOF 04,04, 08
FRAM 0770107 TO 06,30, 08
®XFE YOUR AGENCY
EMPLOYEE ACCOUNTS PAYAELE
EMPLOYEE PAY FETL  VOUCHER ADWAMCE TYPEOF ADWANCE
MUMBER SHORT NAME ADWVANCE MUMEBER NEE PYMT DATE STATUS ADVANCE AMOUNT ESUE DT.
11 12X3333 AUGUSTUSFERN ADWDZ150E 1 0/ 10/ 08 PAID PEEMANENT 10000 0F/ 13 /08
* TOTAL UNPAID FOR VENDOR L1833 o0 e
TEMPORARY ** o0
PEREMAMENT = o0
* TOTAL PAID; UNUSED FOR VENDOE 1112533 wooen e
TEMPORARY ** o0
PERMANENT = 100 40
* TOTAL FOREVENDOE (Wi erck ikl ionm e
TEMPORARY ** 00
PEEMANENT = 100 00
SR ERETTTT TODDEN MIFERP ADWVD11508 1 01/ 08/ 08 PAID TEMPORARY 15000 01712 /08
*TOTAL UNPAID FOR VEMDOR SESEET TR M e
TEMPORARY ** o0
PERMANENT = E
* TOTAL PAIDY UNUSED FOR VENDOE SESGETTTT 15000 =
TEMPORARY ** 150 00
PERMANENT = o0
* TOTAL FORVEMDOR SESGETTTT 5000
TEMPORAREY ** 1540 060
PEEMANENT = o0
Frraa4esd WINDHAMSARAH ADVIA1HE 1 03 13,08 PAID PEEMANENT 0000 03713 /08
* TOTAL UNPAID FOR VEMDOR M4 oM
TEMPORARY ** 00
PERMANENT = o0
* TOTAL PAIDY UNUSED FOE VENDOR ZXr3Ma4 Sonon e
TEMPORARY ** 00
PEEMANENT = 500,00
* TOTAL FORVENDOR FErAMa4 0000
TEMPORARY ** o0
PEEMANENT = 500,00
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Note that Fern Augustus has received one advance. The advance has a permanent status,
which means that an expense will not be applied against it. In other words, there are no open
temporary advances for Fern Augustus.

You can now continue processing the employee expense.

ocp EMPLOYEE EXPENSE WORKSHEET 1 EWS 1T
235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION: ACTION: 05/31/2011 13:27:44

REQUEST:

EMP VOUCHER NBR: @ paTE: © MODEL: _

EMP SHORT NAME : CURR:

EMPLOYEE NUMBER: @ — CMIDM

PO REFERENCE : TRAV REQST : MULTI PYMT: _

TERMS CODE: ___ PYMT DUE DATE: DISCOUNT AMT/PCT:

REMIT MSG: __

SIGNATURE APPR CD: ___
LINE AMOUNT/PERCENT EXP CO ACCOUNT  CENTER BID PROJ NBR
QUANTITY UNIT ITEM NUMBER _ DESCRIPTION PRORATE(T E A D) USE 99 NCG FED
0001 e [ o) B (11)

0002 —
0003 ——————————— _ -
0004 — T ——— -

SALES TAX/VAT :___ FREIGHT . N
ADDITIONAL COST: ___ GROSS AMOUNT: )

4. Type EXP030108-030208 in the EMP VOUCHER NBR field to indicate the dates of the
expense. This field may be any range of numbers or dates that the agency chooses.
However, entering the dates of the expense is suggested.

5. Typet o d ay 6 & thd matedeld to indicate the date the expense is entered into the
system.

6. Type 111223333 (the employee number obtained from the request form) in the
EMPLOYEE NUMBER field or access the Vendor Short Name Lookup (VSL) screen to
locate the employee.

7. Press ENTER to verify that the employee number is correct. Now the employee name
that matches the employee number is displayed.

8. At the 0001 line, type 38.30 in the AMOUNT/PERCENT field to indicate the amount of
the first line of the document.
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9. Type your company number (X XO01) in the co field.
10. Type 532725 in the ACCOUNT field.
11. Type 10001000 in the cenTERr field.

12. Type 38.30 in the crRoss AMOUNT field to identify the total amount of the
reimbursement.

13. Type NEXT or N in the REQUEST field to balance the document. Press ENTER to access
a blank Employee Expense Worksheet 1 (EWS-1T) screen.

A new EWS-1T screen is displayed, indicating that the employee reimbursement balanced
successfully. You can now enter another document for this control group.

You can only change the status from Temporary to Permanent on the day the
Advance is entered. I f it is on a day o
been paid, you can cancel the advance and re-enter it with a Permanent status

before entering this reimbursement. If the Advance has already been paid, you

cannot cancel the advance without first canceling the check. The check can only be
cancelled if the advance has not been matched to a reimbursement.

Entering an E xpense Against an Advance

The NCAS applies reimbursement requests to any outstanding temporary advances for a
particular employee. All temporary advances are eligible for application of expenses until the
amount of the open temporary advances are exceeded. The system contains no mechanism to
match a specific expense to a specific advance.

To ensure that expenses are not matched to the wrong advance, all advances must be entered
in the system with a permanent status. When a specific expense has to be applied to a specific
advance, change the advance status to temporary. Immediately after changing the status, enter
the expense in the system to minimize the risk of any other expenses being applied to that
advance.

The status of an advance must be changed before the expenditure is processed. If you forget to
change the advance status, you must cancel the EWS-1T screen. Reenter the information on
the EWS-1T screen after the advance is changed.

To delete an employee transaction, you must cancel the check and the expenditure document in
the system (EWS-1T screen). A fully paid or partially paid document cannot be canceled or
deleted if any part of the expenditure has been applied to the advance.

If you need to cancel a fully paid or partially paid document, contact the OSC Support
Services Center as soon as possible. Do not key any more documents on that
employee vendor.
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WALKTHROUGH: Entering an Expense Against
An Advance

SCENARIO

Sarah Windham received a travel advance for $500.00 on March 13, 2008.
You received a $450.00 expense reimbursement from Sarah and a check for
$50.00 that she owes the state to clear out the advance.
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REIMBURSEMENT OF TRAVEL AND OTHER EXPENSES INCURRED
IN THE DISCHARGE OF OFFICIAL DUTY

INSTRUCTIONS TO CLAIMANT, Submitone original o Aounting, Attach all necessary moeips and other suppoting documents fothis form. Rein one (1) oopy for your records
Flzase COMD e AMOUNT. COMPAMY . ACCOUNT. and coMmr figlds  Must be filed at lease monthiv and not |ater than 20 davs after mont hends, Must be orecaned ink o tvoed

Papes o ame | Frod lbosdle iovhal | oat) 0 v ot et o Loc @
Sarah Wind ham Your Agency 292-33-4444

Payes sBaden [Ste s Tt Ha gk |Gy

2345 North Moors Blvd Assistant Boby
(City, Sue T P ol Cowmred by tn Fague? fhomlz

Roby. VA 2300023454 0320008 - 03/2408
Urderperabe dpempry | cetipthnn atne md scoorde chmed ol oy Sledgng e Senem e dlowarce o nthe eince o tisaw sramre Sthe e mbone ner o oo o argl sl b m padt el reaore e
the Diate

Sarak Windhom 03126108 Pat Johngon 03/25/08

mmard [Tt [Supe remar| Dat]
BEIG .

Bei Offies Llaa

Pay Enty: — comeits [0 1] 2] 8]  Emenevosthuri: [E[x[P[o[s[2]6]o]8] -Jo[s[2[4]0]s
Payme oue o [T T T T T T T 1 <« & » femcen wlslol

REMT MEGSACE: [Write eheek disposition inslyuetons onthis link|

L im Mo AMOUNT = 1L ACCOUNT CENTER NECERIAL
[o1]3
o0 £0 1 00 A1 x|l o)1) 5130217191 %5 T O
00
O0E
Tl Erparur -ﬁﬂ nn Bprzundl an b prope 1t chorgma b 1 aboue aomrdie g code wrifed m corbrming e e e
L exn Bdaance 500 00 TEmtiruat e ee TREL . {’Fﬂ"ﬂ'm
Tet Dsw {0vee] =5 | i BIT W FE RIP Rrroortan?
Trge| (ehoak s ch b bty Insnodaton T T A Eargrsis
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A - A O~ Ohar L - bunch M - Faging (Foamj

Office of the State Controller Pagel00



MM: APO1 Processing Employee Reimbursements
Accounts Payable Overview

1. Before you process the expenditure, access the Outstanding Employee Advances report
to verify if the required advance has a temporary status.

The report is presented on the following page. Note that the required advance for Sarah
Windham, ADV031308, has a permanent status. Change this status before you process the
expenditure.
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REPORT ID AP10005 OUTST ANDING EMPLOYEE ADYANCES PAGE 97
TIME A3 ASOF 04,047 08
FROM  07/01/07 TO 06,30, 08
*XFE YOUR AGEMCY
EMPLOYEE ACCOUNTS PAYAELE
EMPLOYEE PAY PETL  WOUCHER ADWANCE TYPE OF ADWANCE
MUMEER SHORT NAME ADVANCE NUMEER MEE PYMIT DATE STATUS ADVANCE AMOUNT BSUE DT.
i 12ExAE3 AUGUSTUSFERM ADVIE] 508 i 2 /1 0% PAID PERMAMNENT W0ah 02713 008
* TOTAL UNPAID FOR VENDOR 111 ZFxEA3 o0 e
TEMPORARY ** 00
PEEMANENT *** 00
* TOTAL PAIDY UNUSED FOR VENDOR 11133333 o0 .
TEMPORARY ** 00
PERMAMENT "= 100 00
* TOTAL FOR VENDOR 111 ZFxEA3 oea e
TEMPORARY ** 00
PEEMANENT *** 100 00
5 SEETTTT TODDIENNIFERP ADVO11508 i 011 /08 DB FAID TEMPORARY 15000 01,712 /08
* TOTAL UNPAID FOR VENDOR SESEETTTT o0 e
TEMPORARY ** 00
PERMAMENT ** 00
* TOTAL FAIDY UNUSED FOR VENDOR SESELTTTT 15000 =
TEMPORARY ** 150,00
FPERMAMENT ** 00
* TOTAL FORVENDOR SSETTTT 15000
TEMPORAEY ** 150,00
PERMAMENT ** 00
23334444 WINDHAMSARAH ADVO3130E i 03 /130 PAID PERMAMENT S0000 0313 08
* TOTAL UNPAID FOR VENDOR IXEFRAAAA 00 .
TEMPORARY ** 00
PERMAMENT ** 00
* TOTAL PAIDY UNUSED FOR VENDOR XYFRRA444 0000 e
TEMPORARY ** o0
PEEMANENT ** 500,00
* TOTAL FOR VENDOR IYEIRA444 S00.00 e
TEMPORARY ** o0
PERMAMENT ** 500 00
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2. Type EAR in the NexT FUNCTION field and press ENTER to access the Employee
Advance Request (EAR) screen.

OCP AP EMPLOYEE ADVANCE REQUEST EAR
NEXT FUNCTION: . @ AcTiON: 05/31/2011 16:13:17
REQUEST: @

PAY ENTITY : ® EMPLOYEE NUMBER : . [ 5 )
EMPLOYEE SHORT NAME:

ADVANCE VOUCHER NBR: @

VOUCHER DATE
TRAVEL REQUEST NBR :
REMIT MESSAGE:

ADVANCETYPE :_ @  ADVANCE ISSUE DATE:

BID IDENTIFIER : TRIP NUMBER .
GL EFFECTIVE DATE . EMPLOYEE ADV IND ©___

BANK ACCT PYMT CODE: __

CURRENCY CODE ADVANCE AMOUNT

SIGNATURE APPROVAL: NCG:

HANDLING CODE  : FED:

REASON CODE/DESC :

ADVANCE CO/ACCT/CTR:

3. Type C in the REQUEST field to indicate that you want to change this record.
4. Type your employee paying entity (XXPE) in the pAY ENTITY field.

5. Type 222334444 (the employee number obtained from the request form) over any data
that defaulted in the EMPLOYEE NUMBER field.

6. Type ADV031306 in the ADVANCE VOUCHER NBR field and press ENTER to retrieve the
advance information.

7. Type T in the ADVANCE TYPE field to change the status of this advance to temporary and
press ENTER to process the change.

1 Note that the advance status must be correct before you process the expense. If
you change the status of an advance after you enter the expense, the system
does not change the way the expense was processed.

8. Type CGS in the NExT FUNCTION field and press ENTER to access the Control Group
Status (CGS) screen.

9. Type your employee paying entity (XXPE) in the pAY ENTITY field and press ENTER to
access a list of control groups.
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OCP AP CONTROL GROUP STATUS CGS
NEXT FUNCTION: ACTION: _ 06/01/2011 08:12:27
REQUEST:
PAY ENTITY: XXPE
PAY --- CONTROL--- CONTROL NBR OF DATE S
ENTITY DATE NUMBER AMOUNT DOCS ENTERED
XXPE 02/20/2004 1001 750.00 1 02/20/2004  _
XXPE 02/23/2009 0125 538.30 1 02/23/2009 @
XXPT 04/10/2001 0001 195,000.00 3 04/10/2001  _
XXPT 04/12/2001 0001 400.00 15 04/12/2001  _
XXPT 04/26/2002 0001 4.56 1 04/26/2002  _
XXPT 04/27/2002 0002 1,000.00 1 04/27/2002 _
XXPT 04/30/2002 0003 3,196.50 4 04/30/2002
XXPT 02/16/2004 0001 16.00 1 02/16/2004  _
XXPT 02/16/2004 1001 16.90 1 02/16/2004  _
XXPT 02/19/2004 10 01 750.00 1 02/19/2004
XXPT 07/27/2004 0001 18,000.00 2 07/27/2004
PAGE: 1 STATUS: END OF LIST

10. Type S in the s (seLEcT) field for control group 125.

11. Type 5 in the REQUEST field and press ENTER to access a blank Employee Worksheet
(EWS-1T) screen.

OCP EMPLOYEE EXPENSE WORKSHEET 1 EWS1T
235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION: ACTION: 06/01/2011 08:22:08

REQUEST:

EMP VOUCHER NBR: @ DATE: Q MODEL: _

EMP SHORT NAME : CURR:

EMPLOYEE NUMBER: i!; _ CM/DM _

PO REFERENCE : _ TRAV REQST : MULTI PYMT: _
TERMS CODE: ___ PYMT DUE DATE: DISCOUNT AMT/PCT:

REMIT MSG: _

0001

LINE AMOUNT/PERCENT EXP CO ACCOUNT
QUANTITY UNIT ITEM NUMBER@DESC IPTION PRORATE(T Fé D) USE 99 NCG FED

SIGNATURE APPR (D:

CENTER BID PROJNBR

0002 _ €®

e @

0003

0004

SALES TAXIVAT

FREIGHT

ADDITIONAL COST: ___

GROSS AMOUNT:
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12. Type EXP032008-032408 in the EMP VOUCHER NBR field.
13. Typet o d ay 6 & thd matedield.

14. Type 222334444 (the employee number obtained from the request form) in the
EMPLOYEE NUMBER field.

15. Press ENTER to verify that the employee number is correct. After pressing enter, the
employee name that matches the employee number is displayed.

16. At the 0001 line, type 450.00 in the AMOUNT/PERCENT field.
17. Type your company number (XX01) in the co field.

18. Type 532715 in the AccounT field.

19. Type 10001000 in the CENTER field.

20. At the 0002 line, type 50.00 in the AMOUNT/PERCENT field to enter the check that Susan
has written to the state.

21. Type your company number (XX01) in the co field.

22. Type 532799 in the AccounT field to clear out the advance in the Accounts Payable
module.

23. Type 10001000 in the cenTeR field.
24. Type 500.00 in the GROSSs AMOUNT field.
25. Type NEXT or N in the REQUEST field.
26. Press ENTER to access a blank Employee Expense Worksheet 1 (EWS-1T) screen.
1 Remember, you have $50.00 in cash that must be deposited. The check should
be forwarded to the person responsible for entering receipts of cash into the
Budgetary Control module. This person will offset the advance account (532799)

and increase (debit) cash to complete the transaction. As a result, the cash will
be recorded and Sarahdés advance will be cl e

Office of the State Controller Pagel05



MM: APO1 Processing Employee Reimbursements
Accounts Payable Overview

Office of the State Controller Pagel06



MM: APO1 Processing Grants and Awards
Accounts Payable Overview

Processing Grants and Awards

Adding and Creating Processing Frocessing | lgnath Ml [ Requesting Eiaeliilglr?d Handling Maintaining Reviewing
Changing Control Direct Employee Grants and Payment Remaining Special AP AP AP
Vendors Groups Invoices Transactions Awards Cycles Payments Processes Documents (|| Informaticn

Overview

The material presented in this chapter builds on the previous material presented in the
Accounts Payable Overview documentation. This material was developed to aid the
NCAS agencies in the recording and tracking of state spending for purposes of NC
OpenBook and American Recovery and Reinvestment Act (ARRA) in the NCAS. The NC
Grant identification codes, Federal Award identification codes, and Bid identification
codes must be recorded in the NCAS in the appropriate fields at a transaction line level.
The method for recording these identification codes is described in detail in this chapter.
The agencies must ensure that the procedures and processes established herein are
adhered to by the proper personnel.

Starting November 1, 2010, some of drantesyssemat e d s
have been modified in order to accommodate tracking of state spending for purposes of

Executive Order 4 (OpenBook Government for North Carolina) and oversight of the American
Recovery and Reinvestment Act (ARRA) funds. This chapter will detail the changes made to the

NCAS and the proper procedures that users need to adhere to in order to allow for necessary

reporting under these initiatives.

New fields have been added to the NCAS Accounts Payable module to capture FEDERAL
AWARD identifier codes, BID identifier codes, and NC GRANT identifier codes. The capture of
these new four character identifiers allows for payment reporting to reflect the values of the
associated Federal Award Number, Bid Number, and/or NC Grant nhumber.

Office of the State Controller Pagel07

pr



MM: APO1 Processing Grants and Awards
Accounts Payable Overview

Processing Fed eral Award Identifier, Bid Identifier, and NC
Grant Identifier for Dir ect Invoices and Employee
Trans actions

The following Accounts Payable processing screens have been modified to accommodate
recording the FEDERAL AWARD identifier, BID identifier, and NC GRANT identifier for
applicable invoices and employee transactions.

Direct Invoices

IWS-1T Screen 1 Invoice Worksheet 1 screen

oCP INVOICE WORKSHEET 1 WS -1T
NEXT FUNCTION: AC TION: 06/01/2011 09:11:45
REQUEST:
| NVOICE NUMBER : APMATCHEINV3 DATE: 07/19/2010 MODEL: _
VENDOR SHORT NM: BOBSHARWARE CURR
VENDOR NUMBER : 578430345 A CM/DM : _
PO REFERENCE : COUNTY CODE: 999 MULTI PYMT: _
TERMS CODE: N30 PYMT DUE DATE: ___ DISCOUNT AMT/PCT:
REMIT MSG: ___
SIGNATURE APPRCD: _____

LINE AMOUNT/PERCENT EXP CO ACCOUNT  CENTER BID PROJECT
QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 NCG FED
0001 18.00 __ XX01 536431 04GG

- 01RJ 00CB
0002 _
0003 _ -
0004 _ -
SALES TAX/VAT :___ FREIGHT .
ADDITIONAL COST: ___ GROSS AMOUNT:
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Employee Advances

EAR Screen
OCP AP EMPLOYEE ADVANCE REQUEST EAR
NEXT FUNCTION: ACTION: 06/ 01/2011 09:17:20
REQUEST:
PAY ENTITY : XX PE EMPLOYEE NUMBER : 123456789
EMPIOYEE SHORT NAME: DOEJOHN JOHN DOE
ADVAICE VOUGHER NBR: APADV5 RALEIGH
VOUCHER DATE : 07/22/2010

TRAVEL REQUEST NBR :
REMIT MESSAGE: ___

ADVANCE TYPE :T ADVANCE ISSUE DATE: 07/22/2010

BI D IDENTIFIER : 0529 TRIP NUMBER :

GL EFFECTIVE DATE : 07/23/2010 EMPLOYEE ADVIND :_

BANK ACCT PYMT CODE: XXF

CURRENCY CODE  : ADV ANCE AMOUNT 29.00
SIGNATURE APPROVAL: _ NCG:

HANDLING CODE  :__ FED : 002P

REASON CODE/DESC :__

ADVANCE CO/ACCT/CTR: XX01 532799 12608220UE ___

Employee Reimbursements

EWS-1T Screen

ocP EMPLOYEE EXPENSE WOBKEET 1 EWS 1T
NEXT FUNCTION: ACTION: 06/01/2011 09:22:02
REQUEST:
EMP VOUCHER NBR: APEMPEXPENSES DATE: 07/23/ 2010 MODEL: _
EMP SHORT NAME : DOEJOHN CURR:
EMPLOYEE NUMBER: 123456789 CM/DM 11
PO REFERENCE : TRAV R EQST: __ MULTIPYMT: N
TERMS CODE: NET PYMT DUE DATE: 07/23/2010 DISCOUNT AMT/PCT:
REMIT MSG:
SIGNATURE APPRCD: ___

LINE AMOUNT/PERCENT EXP CO ACCOUNT CENTER BID PROJNBR
QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE(T F A D) USE 99 NCG FED
0001 1450 XX01 536132 12508281UF 0072

- o 0056 002R
0002 -
0003 _ -
0004 _ -
SALES TAX/VAT :___ FREIGHT : T

ADDITIONAL COST: ___ GRO SS AMOUNT: 14.50
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In the above referenced examples of Accounts Payable screenshots, the highlighted fields are
the new fields added for the purpose of recording the FEDERAL AWARD identifier, BID
identifier, and NC GRANT identifier for accounts payable transactions. When an ARRA
company/fund is used on an invoice or employee transaction, the correct four character FED
identifier will automatically default into the Fep field. The four character BID and NC GRANT
identifiers will not automatically default into their corresponding fields and therefore will need to
be entered manually, if applicable. If a non-governmental grant (NCG) GL account is used, then
a four character NC Grant identifier will be required in order to process the invoice. The
following are the non-governmental grant (NCG) GL accounts that require a four character NC
Grant identifier to be entered onto the transaction:

536CAA Cost Reimbursement to NGOs
536DAA Formula Grants to NGOs

536EAA Discretionary Grants to NGOs
536FAA Statutory Distributions to NGOs
536GAA Directed Grants to NGOs
536HAA Loans to NGOs

536JAA Other Aids and Grants to NGOs
536MAA Formula Grants to Individuals
536NAA Discretionary Grants to Individuals
536PAA Loans to Individuals

536QAA Other Aids and Grants to Individuals

= =4 =4 4 -4 -4 4 -4 -4 -8 -9
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Locating Federal Award Id entifiers, Bid Identifiers, and NC
Grant Identifiers in the NCAS

The GBL (GRANT AND BID LIST) screen was created in response to the modification of the
NCAS to accommodate the four character identifiers to record FEDERAL AWARDS, BID
AWARDS, and NC GRANTS. The GBL screen displays the four character identifiers associated
with statewide and agency specific Federal and Bid Awards and agency specific NC Grants.
The GBL screen also displays additional information pertaining to each Federal Award, Bid
Award, and NC Grant. This screen features a few searchable fields that can be used to narrow
down the displayed list when certain information is known about a specific category. Below are
some examples of the GBL screen displaying Federal Awards, Bid Awards, and NC Grants.
This screen is located in the Accounts Payable module of the NCAS.

FEDERAL AWARD NUMBER

OCP GRANT AND BID LIST GBL

NEXT FUNCTION: ACTION: 06/01/2011 09:41:28

PAY ENTITY XX  **
CATEGORY CODE : FED

GRANT/BIDID :

GRANT/BID TYPE : _ NCO B/CONTRACT# :
IND TYP NCOB/CONTRACT# GRANT/BID NUMBER

OORN A 0000075 84.386 S386A090033
Education Technology State Grants, Recovery Act
OORP A 0000077 84.387 S387A090034
Education for Homeless Children and Youth, R ecovery Act
OORQ A 0000079 84.389 S389A090033
Title | Grants to Local Educational Agencies, Recovery Act
OORZ A 0000090 84.391 H391A090092
Special Education Grants to States, Recovery Act
00SW A 0000121 84.394 S394A090034

State Fiscal Stabilization Fund (SFSF) - Education State Grants, Recover
00S4 A 0000096 84.392 H392A090096
Special Education - Preschool Grants, Recovery Act

PAGE NO: 1 STATUS: MORE

DISPLAYED COLUMNS:

IND Four character FED identifier to be keyed on transaction
TYP A1 ARRA or F7 NON-ARRA

NCOB/CONTRACT# NC Open Book number for a specific Federal Award
GRANT/BID NUMBER Grant number for Federal Award

* The NCOB number is assigned by the Office of State Budget and Management (OSBM)

Office of the State Controller Pagelll




MM: APO1 Processing Grants and Awards
Accounts Payable Overview

BID NUMBER
ocp GRANT AND BID LIST GBL
NEXT FUNCTION: ACTION: 06/01/2011 09:41:28

PAY ENTITY : SW**
CATEGORY CODE : BID

GRANT/BIDID :_
GRANT/BID TYPE : _ NCOB/CONTRACT# :
IND TYP NCOB/CONTRACT# GRANT/BID NUMBER
000B 060A 701238

Automotive, Industrial Parts and Supplies
000C 060B 200900583

Batteries, Storage
000D 060C 200900167

Filters, Oil and Air, Automotive
000F 060E 801523

Tire, Automotive, Recapping and Repairing
000G 065A 200901566

Bodies, Truck, Automotive
000H 065B 200901256

Lube and Fuel Tank Bodies - Truck Mounted

PAGE NO: 1 STATUS: MORE

DISPLAYED COLUMNS:

IND Four character BID identifier to be keyed on transaction
NCOB/CONTRACT# Contract number for the BID
GRANT/BID NUMBER Bid Number
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MM: APO1
Accounts Payable Overview

Processing Grants and Awards

NC GRANT NUMBER

0BBL N 22093 22093
Voting Education 2008

OBCB N 22911 22911
Education

OBFZ N 21843 21843
Education

OBKR N 25852 25852

OBKS N 25875 25875

OBLF N 23904 23904

OCP GRANT AND BID LIST GBL

NEXT FUNCTION: ACTION: - 06/01/2011 09:41:28
PAY ENTITY : XX **

CATEGORY CODE : NCG

GRANT/BID ID :

GRANT/BID TYPE : _ NCOB/CONTRACT# :

IND TYP NCOB/CONTRACT# GRANT/BID NUMBER

- Teaching Fellows 2009

21st Century Community Learning Center
21st Century Community Learning Centers

Special Milk Program 2009

-2011

- 2006

PAGE NO: 1 STATUS: MORE

DISPLAYED COLUMNS:

IND

TYP

NCOB/CONTRACT#

GRANT/BID NUMBER

Four character NCG identifier to be keyed on transaction
N 7 Non-governmental
NC Grant Number

NC Grant Number

Office of the State Controller
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Processing Grants and Awards

The format of the PAY ENTITY required on this screen is as follows:

XX**--XX corresponds to the first two

on the transaction line. (For example, company 1401 key in 14**).

di gits

SW** -- SW represents statewide and is only used for Federal Awards (FED) and Bids

(BID). Statewide indicators are valid for all agencies.

REMINDER:

The Federal Award, Bid, and NC Grant identifiers displayed on the GBL screen
under a specific agencyods pay entity
for transactions that are entered un
number. For example, if company 1401 is used for a transaction, the four
character identifier keyed in the Federal Award, Bid, and/or NC Grant fields
must be displayed under 14** or SW** on the GBL screen to be valid. If a
Federal Award, Bid, and/or NC Grant identifier is used that is not valid, the
NCAS will display an error message during processing.

Office of the State Controller
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Searching for Federal Award s, Bid Awards, and NC Grants

The GBL screen displays a listing of ALL active Federal Awards, Bid Awards, and NC Grants.
In addition, this screen also has three searchable fields to obtain information on specific Federal
Awards, Bid Awards, and NC Grants.
The searchable Fields are highlighted in the screenshot below:

1 GRANT/BID ID

1 GRANT/BID TYPE

1 NCOB/CONTRACT#

OoCP GRANT AND BID LIST GBL

NEXT FUNCTION: ACTION: 06/01/2011 10:58:31

PAY ENTITY
CATEGORY CODE :
GRANT/BID ID -
GRANT/BID TYPE : NCOB/CONTRACT#

IND TYP NCOB/CONTRACT# GRANT/BID NUMBER

PAGE NO: STATUS:
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MM: APO1 Processing Grants and Awards
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To display ALL Federal Awards, Bid Awards, and NC Grants under a specific pay entity, enter
the following information:

1. PAY ENTITY: First two digits of company followed by ** or SW** for statewide
(Example: 42**, SW**)

2. CATEGORY CODE: FED, BID, OR NCG

NC Grants (NCG category code) cannot be displayed with pay entity SW** because all
NC Grants are agency specific

OCP GRANT AND BID LIST GBL
NEXT FUNCTION: ACTION: 06/01/2011 10:58:31
PAY ENTITY : SW
CATEGORY CODE : BID
GRANT/BIDID :
GRANT/BID TYPE : _ N COB/CONTRACT# :
IND TYP NCOB/CONTRACT# GRANT/BID NUMBER
000B 060A 701238
Automotive, Industrial Parts and Supplies
000C 060B 200900583
Batteries, Storage
000D 060C 200900167
Filters, Oi | and Air, Automotive
000F 060E 801523
Tire, Automotive, Recapping and Repairing
000G 065A 200901566
Bodies, Truck, Automotive
000OH 065B 200901256
Lube and Fuel Tank Bodies - Truck Mounted

PAGE NO: 1 STATUS: MORE

All of the information displayed on the GBL screen is also available in NCXPTR and
XTND reports titled:

1 OSCOP* NCAS BID INDICATORS
1 OSCOP* NCAS FED INDICATORS

I OSCOP* NCAS NCG INDICATORS
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GRANT/BID ID FIELD

Example
ocp GRANT AND BID LIST GBL
NEXT FUNCTION: ACTION: 06/01/2011 10:58:31

PAY ENTITY :SW **

CATEGORY CODE : BID

GRANT/BID ID : 001X

GRANT/BID TYPE : _ NCOB/CONTRACT# :
IND TYP NCOB/CONTRACT# GRANT/BID NUMBER

001X 285B 200900512
Ballasts - Electronic, Magnetic, HID, Plastic Sign
001y 285C 200901150
LED Lighting
001z 285D 201000324
Energy Savings Devices
0010 200A 301051
Uniforms (Launderable)
0012 204B ITS - 003357
Mobile Ruggedized Computers
0013 204C ITS - 002665

UNIX Workstations/Servers And Peripherals
PAG NO: 1 STATUS: MORE

The GRANT/BID ID field may be used to search for information when the four character FED,
BID, or NCG identifier code is known. To search by GRANT/ BID ID, enter the following
information:

1. PAY ENTITY: First two digits of company followed by ** or SW** for statewide
(Example: 42** | SW**)

NC Grants (NCG category code) cannot be displayed with pay entity SW** because all
NC Grants are agency specific

2. CATEGORY CODE: FED, BID, OR NCG

3. GRANT/BID ID: Four character identifier for Federal Award, Bid Award, or NC
Grant
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GRANT/BID TYPE FIELD

Example
ocp GRANT AND BID LIST GBL
NEXT FUNCTION: ACTION: ___ 06/01/2011 10:58:31

PAY ENTITY : XX o

CATEGORY CODE : FED

GRANT/BID ID :

GRANT/BID TYPE : A NCOB/CONTRACT# :
IND TYP NCOB/CONTRACT# GRANT/BID NUMBER

OORN A 0000075 84.386 S386A090033

Education Technology State Grants, Recovery Act
OORP A 0000077 84.387 S387A090034

Education for Homeless Children and Youth, Recovery Act
OORQ A 0000079 84.389 S389A090033

Title | Grants to Local Educational Agencies, Recovery Act
OORZ A 0000090 84.391 H391A090092

Special Education Grants to States, Recovery Act
00SW A 0000121 84.394 S394A090034

State Fiscal Stabilization Fund (SFSF) - Education State Grants, Reco ver
00S4 A 0000096 84.392 H392A090096
Special Education - Preschool Grants, Recovery Act

PAGE NO: 1 STATUS: MORE

The GRANT/BID TYPE field may be used to search for ARRA or NON-ARRA Federal
awards. To search by GRANT/BID TYPE, enter the following information:

1. PAY ENTITY: First two digits of company followed by **
(Example: 42**)

All ARRA federal grants exist under specific agencies. Only NON-ARRA federal
grants exist under statewide federal grants (SW**).

2. CATEGORY CODE: FED

3. GRANT/BID TYPE: AT ARRA grants
F 1 NON ARRA grants
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Accounts Payable Overview

NCOB/CONTRACT# FIELD

This field has multiple values that can be entered to search for information on Federal awards,

Bid awards, and NC grants.
1 Federal Awards i NC Open Book (NCOB) Number
9 Bid Awards i Contract Number

 NC Grantsi Grant Number

Federal Awards

OoCP GRANT AND BID LIST GBL
NEXT FUNCTION: ACTION: 06/01/2011 10:58:31
PAY ENTITY TOXXR
CATEGORY CODE : FED
GRANT/BID ID :
GRANT/BID TYPE : NCOB /CONTRACT# : 0000025

IND TYP NCOB/CONTRACT# GRANT/BID NUMBER

00QQ A 0000025 10.688 09 -DG 11084419 -048
Wildland Fire Management

PAGE NO: 1 ST ATUS: END OF LIST

For Federal Awards, the NCOB/CONTRACT# field may be used to search by NC Open Book

(NCOB) number. To search by NCOB number, enter the following information:

1. PAY ENTITY: First two digits of company followed by ** or SW** for statewide

(Example: 42**, SW**)

2. CATEGORY CODE: FED

3. NCOB/CONTRACT#: NCOB number for federal award

Office of the State Controller
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Processing Grants and Awards

Accounts Payable Overview

Bid Awards

OoCP

NEXT FUNCTION: ACTION: 06/01/2011 10:58:31

GRANT AND BID LIST GBL

000B

PAY ENTITY : SW*

CATEGORY CODE : BID

GRANT/BID ID :

GRANT/BID TYPE : NCOB/CONTRACT# : 060A
IND TYP NCOB/CONTRACT# GRANT/BID NUMBER

060A 701238
Automotive, Industrial Parts and Supplies

PAGE NO: 1 STATUS: END OF LIST

For Bid Awards the NCOB/CONTRACT# field may be used to search by contract number. To
search by contract number, enter the following information:

1. PAY ENTITY: SW** for statewide

Only statewide bid awards have a contract number assigned. ||

2. CATEGORY CODE: BID

3. NCOB/CONTRACT#: Contract number for Bid award
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NC Grant
OCP GRANT AND BID LIST GBL
NEXT FUNCTION: ACTION: 06/01/2011 10:58:31
PAY ENTITY XX**
CATEGORY CODE : NCG
GRANT/BID ID :
GRANT/BID TYPE : NCOB/CONTRACT# : 22740
IND TYP NCOB/CONTRACT# GRANT/BID NUMBER
OBBM N 22740 22740
Clean Water Management 2005 - Horseshoe Farm Minigrant (2004D -013)

PAGE NO: 1 STATUS: END OF LIST

For NC Grants the NCOB/CONTRACT# field may be used to search by grant number. To
search by grant number, enter the following information:

1. PAY ENTITY: First two digits of company followed by **
(Example: 42**)

NC Grants are only displayed under specific agency pay entities. No NC grants
exist under the statewide pay entity (SW**).

2. CATEGORY CODE: NCG

3. NCOB/CATEGORY#: Grant Number
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MM: APO1
Accounts Payable Overview

Processing Grants and Awards

Walkthrough: Entering a Direct Invoice with FED, BID, and

NC Grant ldentifiers

SCENARIO

You have received an invoice from Office 4 You to pay for office
supplies. Process the invoice using the FED, BID, and NC GRANT
identifiers that are required for each line of the invoice. Enter this
document under control group 130.

Agency Name

Accounts Payable Control Group Header

Paving Entity p

Entry Method | ¥

Contral Group Date:

NXPT

Other
Direct Invoices

Matching [nvoices

Emplovee Invoices

TODAY'S DATE

Control Group Number: 130
Operator ID: YOURINITIALS
DES =
Invoice Number Number of Amount
Documents
PerTape 4 150.00
Adjustments
Amount Entered 4 150.00
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1. First enter the control group header information on the Control Document Entry (CDE)
screen. (Refer to Procedure 7: Entering a Control Group )

2. Press ENTER to process the control header information and access the Invoice Worksheet
1 (IWS-1T) screen.

ocP INVOICE WORKSHEET 1 WS 1T
235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION: ACTION: 06/01/2011 14:27:27

REQUEST:

INVOICE NUMBER: @ DATE: ®  MODEL:

VENDOR SHORT NM: CURR :

VENDOR NUMBER : _ @ — CMIDM  : _

PO REFERENCE : COUNTY CODE: MULTI PYMT: _

TERMS CODE: @~ PYMT DUE DATE: DISCOUNT AMT/PCT:

REMIT MSG:

SIGNATURE APPRCD: _________
LINE AMOUNT/PERCENT EXP CO ACCOUNT  CENTER BID PROJECT
QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 NCG FED
0001 R (10) (11)

0002 —
0003 — -
0004 — _
SALES TAXIVAT ©__ FREGHT - _
ADDITIONAL COST: __ SROSS AMOUNT:

3. Type 58412478 in the INVOICE NUMBER field.

4. Type 111010 in the DATE field.

5. Type 042457125 B in the VENDOR NUMBER and VENDOR GROUP field.
6. Press ENTER.

7. Verify that the correct terms code indicator has defaulted to the TERMS coDE field. Type N30
in the TERMS coDE field if a different terms code defaulted.

8. At the 0001 line, type 10.00 in the AMOUNT/PERCENT field to indicate the amount of the first
line of the invoice.

9. Type your company number (XX01) in the co field.

10. Type 533110 (account number) in the ACCOUNT field.

11. Type 10001005 (center number) in the CENTER field.
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12. Press ENTER to save your line information.

13. For this line you have determined that this item is listed under a state-wide bid. You know
the bid number, but you do not know the 4 digit bid identifier that is needed to be entered to
flag this amount to that bid. Go to the GBL screen to find the four digit bid identifier needed
this invoice line.

14. Type GBL in the NEXT FUNCTION field.

15. Press ENTER.

OCP GRANT AND BID LIST GBL

NEXT FUNCTION: ACTION: 06/01/2011 15:30:26

PAY ENTITY [1c}
CATEGORY CODE : _€D
GRANT/BIDID :__

GRANT/BID TYPE : _ ~ NCOB/CONTRACT# :
IND TYP NCOB/CONTRACT# GRANT/BID NUMBER

PAGE NO: STATUS:

16. Type SW** in the PAY ENTITY field for statewide bids.

BID and FED awards can be listed under SW** for statewide or under a specific
agencyos igXXmpany

17. Type BID in the CATEGORY CODE field.

18. Type 395B in the NcOB/CONTRACT# field to search for that BID award number.

19. Press ENTER.
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OCP GRANT AND BID LIST GBL

NEXT FUNCTION: m ACTION: 06/01/2011 15:30:26

PAY ENTITY :SW  **
CATEGORY CODE : BID

GRANT/BIDID :

GRANT/BID TYPE : _ NCOB/CONTRACT# :
IND TYP NCOB/CONTRACT# GRANT/BID NUMBER

0000 DO NOT CHANGE THIS RECORDO00001

002B 395B 801840
Paper, Computer and Labels

PAGE NO: 1 STATUS: END OF LIST

20.

21.

22.

23.

Note the four digit BID identifier listed for that Bid.

Type R in the NExT FUNCTION field and press ENTER to return to the invoice.

Type 002B in the BID field to flag this invoice line for that BID award number.

Press ENTER to save.

Office of the State Controller
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oCP INVOICE WORKSHEET 1 IWS 1T
235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION: _ €D ACTION: 06/01/2011 16 :03:08
REQUEST:

| NVOICE NUMBER : 58412478 DATE: 11/10/2010 MODEL: _

VENDOR SHORT NM: OFFICE4YOU OFFICE 4 YOU CURR :_
VENDOR NUMBER : 042457125 B_  HAMILTON CM/DM 1

PO REFERENCE : COUNTY CODE: MULTI PYMT: N

TERMS CODE: ___ PYMT DUE DATE:
REMIT MSG: ___

DISCOUNT AMT/PCT:

LINE AMOUNT/PERCENT EXP CO ACCOUNT

SIGNATURE APPRCD: __
CENTER BID PROJECT

ADDITIONAL COST: __

QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) US E 99 NCG FED
0001 10.00 001 XX01 533110 10001005 002B

Y Yyyy
0002 -
0003 I -
0004 T -
SALES TAX/VAT : FREIGHT :

GROSSA — MOUNT:

24. For the second line of this invoice an NC Grant account will be used. This will require a

NCG identifier to be entered on this line. You know the NC Grant number, but do not know
the 4 digit NCG identifier that is needed to be entered to flag this amount to that NC Grant.

Look on the GBL screen to locate the NCG identifier needed for this invoice line.

When keying an invoice line to an NC Grant account, the NCG indicator will need to be
entered during invoice processing in order to process the line. The system will not allow
the line to be saved in order to look up the NCG indicator on the GBL screen.

25. Type GBL in the NEXT FUNCTION field.

26. Press ENTER.
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ocP GRANT AND BID LIST GBL
NEXT FUNCTION: €@  ACTION: 06/06/2011 11:08:41
PAY ENTITY : (27)

CATEGORY CODE :_@

GRANT/BID ID :

GRANT/BID TYPE : _ NCOB/CONTRACT# : (29)

IND TYP NCOB/CONTRACT# GRANT/BID NUMBER

ODTL N 33499 33499
Clean Water Management - 2011 - Big Mountain Creek (2010 - 027)

27. Type the first two digits of the company and ** (XX**)  in the pPAY ENTITY field.
28. Type NCG in the CATEGORY coDE field.

29. Type the NC Grant Number (33499) in the NCOB/CONTRACT# field.

30. Press ENTER

31. Note the four digit NCG identifier listed for that NC Grant.

32. Type R in the NExT FUNCTION field and press ENTER to return to the invoice.
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ocp INVOICE WORKSHEET 1 IWS 1T
235 - ENTER REQUIRED KEY FIELDS
NEXT FUNCTION: AC TION: 06/01/2011 16:03:08
REQUEST:
| NVOICE NUMBER 58412478 DATE: 11/10/2010 MODEL: _
VENDOR SHORT NM: OFFICE4/OU OFFICE 4 YOU CURR :___
VENDOR NUMBER : 042457125 B_  HAMILTON CM/DM  ©1
PO REFERENCE : COUNTY CODE: MULTI PYMT: N
TERMS CODE: N30 PYMT DUE DATE: DI SCOUNT AMT/PCT:
REMIT MSG:
SIGNATURE APPRCD: ___________
LINE AMOUNT/PERCENT EXP CO ACCOUNT  CENTER BID PROJECT
QUANTITY UNIT  ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 NCG FED
0001 10.00 001 XX01 533110 10001005 002B
Y _Yyyvy__
0002 _ & - Q 35 [ 36)
- oDTL
0003 —
0004 —
SALES TAXIVAT ©___ FREIGHT . __
ADDITIONAL COST: __ GROSS AMOUNT:

33. Atthe 0002 line, type 15.00 in the AMOUNT/PERCENT field to indicate the amount of the
second line of the invoice.

34. Type your company number (XX01) in the co field.

35. Type 536E21 (account number) in the ACCOUNT field.
36. Type 10001000 (center number) in the CENTER field.
37. Type the NCG indicator (ODTL) in the NcG field.

38. Press ENTER.
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OoCP INVOICE WORKSHEET 1 WS 1T
235 - ENTER REQUIRED KEY FIELDS
NEXT FUNCTION: ACTION: 06/01/2011 16:03:08
REQUEST:
| NVOICE NUMBER : 58412478 DATE: 11/10/2010 MODEL: _
VENDOR SHORT NM: OFFICE4YOU OFFICE 4 YOU CURR :_
VENDOR NUMBER : 042457125 B_  HAMILTON CM/DM 1
PO REFERENCE : COUNTY CODE: MULTI PYMT: N
TERMS CODE: N30 PYMT DUE DATE: DISCOUNT AMT/PCT:
REMIT MSG ___
SIGNATURE APPRCD:
LINE AMOUNT/PERCENT EXP CO ACCOUNT  CENTER BID PROJECT
QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (TFAD  )USE99 NCGFED
0001 10.00 001 XX01 533110 10001005 002B
Y Yyvy
0002 15.00 001 XX01 536E21 10001000
YYYY ODTL
0003 _ € _ [0 [41)
0004 _
SALES TAX/VAT : FREIGHT :
ADDITIONAL COST: ___ GRO SS AMOUNT: [45)

39. At the 0003 line, type 20.00 in the AMOUNT/PERCENT field to indicate the amount of the third
line of the invoice.

40. Type your company number (XX01) in the co field.
41. Type 532524 (account number) in the AcCouNT field.
42. Type 1317 (center number) in the CENTER field.

43. Press ENTER.

44. This Company/Fund it tied to an ARRA Federal grant. Therefore, the FED indicator will
automatically default in the FED field.

I f an invoice |line is keyed to a 9RRAt ewi
federal grant, the FED indicator will NOT default. The FED indicator will only default
when a company/fund combination is used that is tied to an ARRA federal grant.

45. Type 45.00 in the GrRoss AMOUNT field to identify the total amount of the invoice and delete
any additional zeroes in the field.

46. Type NEXT or N in the REQUEST field to balance the document.

47. Press ENTER to process the invoice.
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WALKTHROUGH: Entering an Employee Advance with
FED and BID lden tifiers

SCENARIO
Wendell Thomas has submitted an Employee Advance Request sheet in
anticipation of travel expenses. You need to enter the advance in the
system with the needed NON-ARRA FED identifier and BID identifier for
this employee advance.

1 Because advances are always keyed to account 532799, a NCG code will
never be keyed to an advance since it is driven only by certain 536
accounts.

1. You know that this advance will need BID and FED identifiers applied to specify the agency
bid and fed award. Go to the GBL screen to find the four digit identifiers needed for this
employee advance.

The EAR screen will not save information that is keyed if you move to the GBL
screen while in process of keying the advance. You must know the identifiers
before processing the advance or key the identifiers in the change mode once
identifiers are known.

2. Type GBL in the NExT FUNCTION field and press ENTER.
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OCP GRANT AND BID LIST GBL
NEXT FUNCTION: ACTION: 06/06/2011 11:08:41
PAY ENTITY : XX *x
CATEGORY CODE : BID Q
GRANT/BID ID :
GRANT/BID TYPE : _ NCOB/CONTRACT# :
IND TYP NCOB/CONTRACT# GRANT/BID NUMBER
00BG 801866
Perkinelmer Maintenance Agreement
0000 DO NOT CHANGE THIS RECORDO00001
05HV 14 -08-011R
Telecommunications Overpayment Audit
05HX 14 -10-001-R

Payment Card Industry (PCI) Security Compliance Services

PAGE NO: 1 STATUS: END OF LIST

3. Type the first two digits of the company a nd ** (XX**) in the PAY ENTITY field.

4. Type BID in the cATEGORY coDE field and press ENTER.

5. For the purpose of this walkthrough (00BG) bid identifier will be keyed on the advance.
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OCP GRANT AND BID LIST GBL

NEXT FUNCTION: __ @ ACTION: 06/06/2011 11:08:41

PAYENTITY :sw * @

CATEGORY CODE :FED @

GRANT/BIDID :

GRANT/BID TYPE : _ NCOB/CONTRACT# :

IND TYP NCOB/CONTRACT# GRANT/BID NUMBER

00BB F 0000447 15.605 F3523
Aquatic Resources Education
0000 A DO NOT CHANGE THIS RECORD0001

PAGE NO: 1 STATUS: END OF LIST

6. Type SW**in the PAY ENTITY field.
7. Type FED in the cATEGORY CcODE field and press ENTER.

8. For the purpose of this walkthrough (00BB) fed award identifier will be keyed on the
advance. This federal award is NON-ARRA and must be manually entered on the invoice.

9. Type EAR in the NEXT FUNCTION field and press ENTER to access the Employee Advance
Request (EAR) screen.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

OCP AP EMPLOYEE ADVANCE REQUEST EAR

NEXT FUNCTION: ACTION: 06/06/2011 12:51:28
REQUEST:

PAY ENTITY : @ EMPLOYEE NUMBER : _ @
EMPLOYEE SHORT NAME:

ADVANCE VOUCHER NBR: &

VOUCHER DATE a®

TRAVEL REQUEST NER :
REMIT MESSAGE:

ADVANCE TYPE  : _ 8 ADVANCE ISSUE DATE: ®
BID IDENTIFIER TRIP NUMBER

GL EFFECTIVE DATE : EMPLOYEE ADV IND :___

BANK ACCT PYMT CODE: __

CURRENCY CODE ADVANCE AMOUNT : @
SIGNATURE APPROVAL: NCG :

HANDLING CODE  : FED : @™

REASON CODE/DESC :

ADVANCE CO/ACCT/CTR: €

Type your employee paying entity (XXPE) in the pAY ENTITY field.

Type 123456789 in the EMPLOYEE NUMBER field and delete any additional numbers that may
have defaulted into the employee number and group fields.

ADV102010 in the ADVANCE VOUCHER NBR field to specify the advance number. Delete any
additional data that may have defaulted into the field.

Type 102010 in the voucHER DATE field.
Press ENTER to verify employee name and number.
Type P in the AbvaNCE TYPE field to specify that this a permanent advance.

Type 102010 in the ADVANCE ISSUE DATE field to specify the date the advance will be issued
to the employee.

Type 00BG in the BiD field.

Type 50.00 in the ADVANCE AMOUNT field.

Type 00BB in the FeD field.

Type XX01 532799 10001000 in the ADVANCE CO/ACCT/CTR field.

Press ENTER.

Office of the State Controller Pagel33



MM: APO1 Processing Grants and Awards
Accounts Payable Overview

WALKTHROUGH: Entering an Employee Reimbursement
with FED, BID, and NC Grant Identifiers

SCENARIO
Wendell Thomas received an Employee Advance two weeks ago. You have
now received his Employee Reimbursement form for that trip. You need to
enter the reimbursement in the system with the FED, BID, and NCG identifiers
that are required and apply the reimbursement to the received advance. In this
scenario you will use the same BID and FED identifiers that were keyed on the
employee advance and will need to locate the needed NC Grant indicator. You
will key this document under control group 131.

1. First you will need to change the ADVANCE TYPE to Temporary in order to apply this
reimbursement to that advance.

2. On the EAR screen, type C in the REQUEST field.

3. Type your employee paying entity (XXPE) in the pAY ENTITY field if it does not currently
display.

4. Type 123456789 in the EMPLOYEE NUMBER field.

5. Type ADV102010 in the ADVANCE VOUCHER NBR field to specify advance date.
6. Press ENTER.

7. Change the P to a T in the ADVANCE TYPE field.

8. Press ENTER.

You are now ready to enter the employee reimbursement

1. Enter the control header information on the following Control Group Header Sheet on the
CDE screen.

1 Indicate E in the ENTRY METHOD for employee and use XXPE as the paying
entity.
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Agency Name

Accounts Payable Control Group Header

PaymgEntity | XXPE
Other
Entry Method Direct [nvoices
[ MMatching Invoicss
X Emploves Invoices
Contrel Group Date: TODAY'S DATE
Contrel Group Number: 131
Uperator 1D YOURINITIALS
DES=
Invoice Number Number of Amount
Documents
Per Tape 4 150.00
Adjustments
Amount Enterad 4 150.00

2. Press ENTER to process the control group and access the Employee Expense Worksheet
(EWS-1T) screen.
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ocP EMPLOYEE EXPENSE WORKSHEET 1 EWS 1T
235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION: €@  ACTION: 06/06/2011 13:33:24
REQUEST:

EMP VOUCHER NBR: _ @ DATE: o MODEL: _

EMP SHORT NAME : CURR:
EMPLOYEE NUMBER: @ — CMIDM  : _

PO REFERENCE : TRAV REQST : MULTI PYMT: _
TERMS CODE: ___ PYMT DUE DATE: DISCOUNT AMT/PC _ T:

REMIT MSG: __

SIGNATURE APPRCD:

LINE AMOUNT/PERCENT EXP CO ACCOUNT  CENTER BID PROJ NBR

QUANTITY UNIT ITEM NUMBER _ DESCRIPTION PR  ORATE(T F A D) USE 99 NCG FED
0001 (10} a

0002 __ €® ____ 6 ® R - -
e (6]

0003 _

0004 _ -

SALES TAX/VAT :___ FREIGHT :_

ADDITIONAL COST: __ GROSS AMOUNT:

3. Type EXP102010-103010 in the EMP VOUCHER NBR field.
4. Type 110110 in the pATE field.

5. Type 123456789 in the EMPLOYEE NUMBER field.

6. Press ENTER to verify the employee number.

7. At the 0001 line, type 45.00 in the AMOUNT/PERCENT field.
8. Type XXO01 in the co field.

9. Type 532725 in the AccounT field.

10. Type 10001000 in the ceNTER field.

11. Type 00BG in the BID field to indicate the Bid that was used on the advance to apply to this
line of the reimbursement.

12. At the 0002 line, type 30.00 in the AMOUNT/PERCENT field.
13. Type XXO01 in the co field.

14. Type 532724 in the ACCOUNT field.

15. Type 10001000 in the cenTeR field.

16. Type 00BB in the FeD field to indicate the Federal Award that was used on the advance to
apply to this line of the reimbursement.
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17. Press ENTER to save the information.

18. The third line needs to be keyed to an NC Grant account and therefore will require a NCG
indicator. You will need to look up the 4 digit identifier for the grant that applies to this line.

19. Type GBL in the NEXT FUNCTION field and press ENTER.

OCP GRANT AND BID LIST GBL

NEXT FUNCTION: _ €D ACTION: 06/06/2011 13:44:08

PAY ENTITY : XX ** @
CATEGORY CODE :NCG @

GRANT/BID ID :
GRANT/BID TYPE : _ NCOB/CONTRACT# :
IND TYP NCOB/CONTRACT# GRANT/BID NUMBER
ODTL N 33499 33499
Clean Water Management - 2011 - Big Mountain Creek (2010 - 027)
ODVO N 33496 33496
Clean Water Management - 2011 - Parks Tract (2010 - 031)
ODV1 N 33495 33495
Clean Water Management - 2011 - Forrest Tract Minigrant (2010D -011)
00PV N 32928 32 928
Grassroots Science Program
0000 G DO NOT CHANGE THIS RECORDO00001

PAGE NO: 1 STATUS: END OF LIST

20. Type XX** in the PAY ENTITY field.

21. Type NCG in the CATEGORY CODE field.

22. Press ENTER.

23. For the purpose of this walkthrough OOPV NC Grant will be used.

24. Type R in the NEXT FUNCTION field and press ENTER to return to the employee
reimbursement.
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OCP EMPLOYEE EXPENSE WORKSHEET 1 EWS -1T
NEXT FUNCTION: @ ACTION: 06/06/2011 13:33:24
REQUEST:
EMP VOUCHER NBR: EXP102010- 103010 DATE: 11/01/2010 MODEL: _
EMP SHORT NAME : THOMASWENDALL WENDALL THDMAS CURR:
EMPLOYEE NUMBER: _123456789 _ GREGGSON CM/DM  : |
PO REFERENCE : TRAV R EQST : MULTI PYMT: N
TERMS CODE: NET PYMT DUE DATE: DISCOUNT AMT/PCT:
REMIT MSG:
SIGNATURE APPRCD:
LINE AMOUNT/PERCENT EXP CO ACCOUNT CENTER BID PROJ NBR
QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE(T F A D) USE 99 NCG FED
0001 45.00 001 XX01 532725 10001000 00BG
NNNY .
0002 30.00 001 XX01 532724 10001000
NNNY _ __ 00BB

0003__ €@ - d &

______ _ o _ _
0004 -
SALES TAX/VAT : FREIGHT :__
ADDITIONAL COST: ___ GROSS AMOUNT: @

25.

26.

27.

28.

29.

30.

31.

At the 0003 line, type 20.00 in the AMOUNT/PERCENT field.

Type XXO01 in the co field.

Type 536J01 in the ACCOuNT field.

Type 10001000 in the CENTER field.

Type O0PV in the Nca field.

Type 95.00 in the cross AMOUNT field and delete any additional zeros in the field.

Type N in the REQUEST field and press ENTER to process the information on this employee
reimbursement.

You have now learned how to process a direct invoice, an employee advance, and an employee
reimbursement while entering the Federal Award, Bid Award, and NC Grant identifiers on the
documents. You have also learned how to locate these identifiers on the GBL screen by using
the searchable fields or locating within the list that is shown for that category.
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Special Notice for Department of Correction regarding
Project Accounting

Due to the changes that have been made to the NCAS in order to record the FEDERAL
AWARD identifiers, BID identifiers, and NC GRANT identifiers, the project accounting fields
have been modified. The project company 42JT will no longer be entered into the NCAS
documents. The project number will now allow only four characters to be entered into the
PROJECT NUMBER field for any applicable document.
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Requesting Payment Cycles

Adding and Creating Processing Processing Processing ||JiE 00 Cchzr;:il:r?d Handling Maintzining Reviewing
Changing Contrel Direct Employee Grants and Payment Remaining Special AP AP AP
Vendors Groups Invoices Transacfions Awards Cycles Payments Processes Documents Information

This section will describe the processes and procedures of requesting a payment cycle in order
to pay for AP transactions. This process is commonlycall ed frequesting checksbo.
transactions to be included in a requested payment cycle, the transactions must be in a
balanced status and the payment terms/payment due date on the transactions must fit within the
date range that is specified on the payment cycle request.

Requesting Payment Cycles

Three screens are used in the NCAS to generate checks for the next morning:

A Payment Entity Control Cycles (PCC)
A Bank Cycle Control List (BCCL)
A Bank Control Cycles (BCC)

Based on when you want checks to print, these screens are completed daily, weekly or at any
other interval decided by your agency. The following information must be entered on these
screens the day before your agency wants checks to be printed.

A The paying entity that determines which vendors or employees will be paid is entered
on the PCC screen.

A The cycle dates that determine if a document should be included in the current payment
cycle is also entered on the PCC screen.

A The range of check numbers is entered on the BCC screen. This range needs to be
set for each BAP code.

Bank account payment (BAP) codes are listed on the BCCL screen and entered on the BCC
screen. These codes determine the bank account, the General Ledger cash account, and the
policies that control payments. Every document is associated with a BAP code.

The parameters set on the BCC and PCC screens determine which invoices are extracted in
nightly production for check printing on the following morning.
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Requesting Payment Cycles

The BCC and PCC screens must be completed the day before checks are to
be printed. If both screens are not completed, checks will not be printed.

The BCC and PCC screens may be set at any time during the day. Since
checks are generating during the nightly production cycle, any invoices
entered after the BCC and PCC screens are set could still be eligible for
payment. It is recommended that the BCC and PCC screens are set early in
the day, in case there are system problems later in the day.

Payment Entity Control Cycles

The Payment Entity Cycle Controls (PCC) screen is used to specify the paying entities and
documents that are to be included in the next payment cycle.

OCP AP PAYMENT ENTITY CYCLE CONTROLS PCC
NEXT FUNCTION: ACTION: 06/07/2011 08:25:33
o e e -— \
Il PAY PAY CURRENT NEXT PAYMENT SELECT
| ENTITY CYCLE PAY DATE PAY DATE DATE 1
1 1
\ _ —_— 1
N o o e e e e e e o e e e e e - — P4

BASE N B
CFFP N _
CHGE N B
VADD N ~
VEND N B
11PE N 03/09/2003

11PN N 03/09/2003

11PT N  03/09/2003

12PE N 03/09/2003

12PN N  03/09/2003

STATUS: MORE

The following three parameters are set on the PCC screen:
Y% The paying entities you wish to include in the next payment cycle.
% The dates used to determine which documents are extracted for payment (based
on the current pay date and the next pay date). It is important to remember the

following with regard to these dates:

1 The CURRENT PAY DATE field must always reflect the current date.
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1 The NexT PAY DATE field controls which documents will be paid in the
payment cycle. For example, if 05/05/06 is entered in the NEXT PAY
DATE field, checks will print for payments due up to i but not including i
May 5, 2006.

% The date to be printed on the check (payment date), which also designates the
General Ledger effective date of the accounting entries. It is important to
remember the following with regard to the payment date:

1 The date in the PAYMENT DATE field must always match the date in the
CURRENT PAY DATE field, with one exception.

1 Because June 30 is reserved for accrual transactions, the exception to
The preceding rule is June 30. Therefore, the date in the PAYMENT
DATE field must be June 29 for checks set for extraction on June 29 or
June 30.

If your agency decides to print checks on Tuesdays and Fridays, for example, you would

request the first check run on Mo cdrBENT.PAYYAOEL WO Ul d
and PAYMENTDATEf i el ds and Thur sedreAr OasE fielda The system wiitds e

checks for all documents that need to be paid prior to that date. Note that payments due on

Thursday and Friday are not included.

1 The system does not automatically take mailing time into consideration,
so make sure that you include mailing time when setting your check
parameters. You want to set up your check run to include all checks that
need to be mailed before the next check run is scheduled.

Documents will not be paid if they have a budgetary control exception. The
sTATus field on the Document List (DCL) screen will reflect BAL-B for
documents with this type of exception.
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Bank Cycle Control List

The Bank Cycle Control List (BCCL) screen is used to view and select BAP codes.

OCP AP BANK CYC LE CONTROL LIST BCCL

NEXT FUNCTION: ACTION: 06/07/2011 08:43:10

BEGIN BANK ACCT PYMT CODE: ____

BANK ACCOUNT PAYMET  LAST PYMT BEG PYMT END PYMT SEL

CODE & OVERRIDE REF NBR REF NBR REF NBR
IGT 4200002302 _
ZRO B
01D 19170 _
02D 19170 B
03D 19170 _
04D 19170 B
05D 19170 _
06D 19181 B
07D 19170 _
08D 19170 _
09D 19170 _
10D 19170

STATUS: MORE

The last payment number is displayed in the LAST PYMT NBR field on the BCCL screen. The next
payment number is entered on the Bank Control Cycles (BCC) screen. This number must be
the next sequential number. For example, if 12 is the last payment number, then 13 must be
entered in the BEGINNING PYMT REF NUMBER on the BCC screen.

Bank cycle controls are used to determine the beginning and ending check numbers to be
printed for each BAP code in each payment cycle. You must establish controls for every BAP
code for which you wish checks to print.

If payments are missing, review the Payment Entity Cycle Control Report
(AP-PCC) and the Bank Cycle Control Report (AP -BCC) in X/PTR to
ensure that the entries on the PCC and BCC screens are correct. (These
reports are covered in the Reports section.)
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Bank Cycle Controls

Controls are established for the current payment cycle on the Bank Cycle Controls (BCC)
screen.

OCP AP BANK CYCLE CONTROLS BCC
235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION: ACTION: 06/07/2011 09:07:15
REQUEST:

BANK ACCOUNT PAYMENT CODE: ___ BANK ACCOUNT PAYMENT CODE OVERRIDE:

LAST PYMT REF NBR USED :

BEGINNING PYMT REF NUMBER:

ENDING PYMT REF NUMBER :

BEGINNING PAYMENT ENDING PAYMENT

REFERENCE NUMBER REFERENCE NBR
BREAK

GO WNBE

The BCC screen allows you to do the following:

A Establish the beginning and ending check numbers for the check run. Because the
ending check number is generally not known, this field defaults to 9999999999.
Remember that the beginning check number is the next sequential number after the
number referenced in the LAST PYMT REF NBR USED field . If the number in this field is 6,
the number 7 must be entered in the BEGINNING PYMT REF NUMBER field on the BCC
screen.

A Record any breaks in the check-numbering sequence for each BAP code in the current
payment cycle. A break in the number sequence may be necessary if a number range
has already been used for manual checks. (This feature of the NCAS will be used very
infrequently since check stock is blank.)

The BCC screen should be updated the same day that parameters are set for the check run.
You must set controls for each BAP code for which you want to print payments.
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Every agency has multiple BAP codes tied to a bank account. If you do not
want to print checks for a particular BAP code, do not set it on the Bank
Cycle Controls (BCC) screen. However, because you generally want to
extract all payments that are due, you should set all BAP codes.

When there are multiple BAP codes for the same bank account, the same
range of check numbers should be set for these BAP codes. For example,
XXD (trade BAP code) and XXP (employee BAP code) reference the same
bank account.

The following walkthrough demonstrates how to request checks. Before you can print checks,
parameters must be established for the documents that will be extracted for payment.

WALKTHROUGH: Requesting Checks

SCENARIO

Today, you need to request a check run. Your BAP code is XXD and the
paying entities that you are responsible for are XXPT, XXPE, and XXPN.

1. Type PCC in the NEXT FUNCTION field and press ENTER to access the Payment Entity
Cycle Controls (PCC) screen. The PCC screen is used to select the paying entities
included in the payment cycle and to assign dates to the payments.

OCP AP PAYMENT ENTITY CYCLE CONTROLS PCC
NEXT FUNCTION: ACTION: 06/07/2011 08:25:33

PAY PAY CURRENT NEXT PAYMENT SELECT

ENTITY CYCLE PAY DATE PAY DATE DATE

(2] © o i - ©
BASE N 3
CFFP N _
CHGE N ~
VADD N B
VEND N _
11PE N  03/09/2003 _
11PN N  03/09/2003 _
11PT N  03/09/2003 _
12PE N  03/09/2003 _
12PN N  03/09/2003 _

STATUS: MORE
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2. Type your employee paying entity (XXPE) in the pAY ENTITY field to indicate that
payments should be made for this paying entity. Security only allows you to select your
agencyds paying entities.

|| The PCC screen lists paying entities in alphanumeric order. ||

1 Your trade paying entity defaults from the previous walkthrough. Change XXPT
to XXPE.

3. Type Y in the pAY cycLE field to include the selected paying entity in this payment cycle.

4. Typet o d ay 0 & thd @RReNT PAY DATE field to indicate the beginning date of the
current payment <cycl e. Normally, this is toda

A document is included in the current payment cycle if:
1 The payment is late.
1 Adiscount will be lost before the next payment cycle.
1 The document is due to be paid between the dates in the CURRENT
PAY DATE and NEXT PAY DATE fields.

5. Type the datethatisa we ek f r om tnahd WEXT®AY DATEdidldgo indicate the
date that you plan to run the next payment cycle.

6. Typet o d ay 6 i thd maYmMeNT DATE field. This field indicates:

1 The date printed on the check

1 The General Ledger effective date for the expense and cash entries posted to
the General Ledger.

Different dates can be set for each paying entity included in the current cycle.

7. Press ENTER for the system to search for paying entity XXPE.

8. Type S in the seLECT field beside your employee paying entity (XXPE) to include it in the
payment cycle.

9. Type S in the seLecT field beside your non-trade paying entity (XXPN) to include it in the
payment cycle under the same parameter as XXPE.

10. Type S in the seLECT field beside your trade paying entity (XXPT) to include it in the
payment cycle under the same parameter as XXPE.

11. Press ENTER to scroll through the list to view the paying entities that you have included
in this payment cycle.

Office of the State Controller Pagel4?7



MM: APO1

Accounts Payable Overview

Requesting Payment Cycles

STATUS: MORE

OCP AP PAYMENT ENTITY CYCLE CONTROLS PCC
NEXT FUNCTION: _ €@ ACTION: 06/07/2011 09:41:32
PAY PAY CURRENT  NEXT  PAYMENT SELECT
ENTITY CYCLE PAY DATE PAY DATE DATE
XXPE Y 03152006 03182006 03152006 e
~— \ O = —— \
XXPE Y, 03(15/2006 03/18/2006 03/15/2006 I
XXPN Y, 03r15/2006 03/18/2006 03/15/2006 1
XXPT \ Y/ 0/15/2006 03/18/2006 _ _ _ _ _ _ 03/15/2006_ _!
YYPE N “0%/09/2003 B
YYPN N 03/09/2003 _
YYPT N  03/09/2003 _
ZZPE N 03/09/2003
ZZPN N  03/09/2003 _
ZZPT N  03/09/2003 _
AAPE N 03/09/2003

The N in the pAY cycLE field changes to Y for the selected paying entities.

After the payment cycle runs, the AP module resets the value to N.

12. Type BCCL in the NExT FUNCTION field and press ENTER to access the Bank Cycle
Control List (BCCL) screen. The BCCL screen allows you to review current bank cycle

controls.

OCP AP

BANK CYCLE CONTROL LIST

NEXT FUNCTION: __

ACTION:

BCCL

06/07/2011 09:50:40

XXD
01D
02D
03D
04D
05D
06D
07D
08D
09D
10D
11D

19170
19170
19170
19170
19170
19170

19170
19170
19170
19170
19170

BEGIN BANK ACCT PYMT CODE: Q

REF NBR REF NBR

19170

STATUS: MORE

BANK ACCOUNT PAYMENT  LAST PYMT BEG PYMT END PYMT SEL
CODE & OVERRIDE

REF NBR
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13. Type XXD in the BEGIN BANK ACCT PYMT CODE field and press ENTER to identify the BAP
code used to make payments in the current cycle.

14. Type S in the seL column that corresponds to the BAP code (XXD) used to make the
payments.

15. Press ENTER to access the Bank Cycle Controls (BCC) screen. The BCC screen
displays information for the BAP code that was selected on the BCCL screen.

OCP AP BANK CYCLE CONTROLS BCC
NEXT FUNCTION: ACTION: 06/07/2011 09:56:48
REQUEST:

BANK ACCOUNT PAYMENT CODE: XB BANK ACCOUNT PAYMENT CODE OVERRIDE: ____
LAST PYMT REF NBRUSED : 19170
BEGINNING PYMT REF NUMBER: @
ENDING PYMT REF NUMBER :
BEGINNING PAYMENT ENDING PAYMENT

REFERENCE NUMBER REFERENCE NBR
BREAK

GO WNBE

The following defaults from the BCCL screen:

M The BAP code into the BANK ACCOUNT PAYMENT CODE field
9 The last check number used into the LAST PYMT REF NBR USED field

16. Type 19171 in the BEGINNING PYMT REF NUMBER field. (Type it in if it does not default.)
This number identifies the first check to be used in the current payment cycle. Itis one
number greater than the number in the LAST PYMT REF NBR USED field except when there is
a break in the number sequencing from manual checks ( a unique circumstance).

If the BEGINNING PYMT REF NUMBER is less than or equal to the LAST PymT
REF NBR USED, the check cycle will be halted for your agency. No checks
will be available for printing.
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17. Press ENTER to process the information and to access the Bank Cycle Control List
(BCCL) screen. The information from the BCC screen defaults in the BEGINNING PYMT REF
NUMBER and ENDING PYMT REF NUMBER fields next to your BAP code (XXD).

If an ending number is not entered in the ENDING PYMT REF NUMBER field on
the BCC screen, it defaults to 9999999999. In other words, the system
assigns sequential numbers until all documents are paid.

The number in the LAST PYMT REF NUMBER USED field is displayed for
reference purposes. You can set up five payment breaks for each bank
account payment (BAP) code. If a beginning break number is entered, an
ending number must be entered except for the last break. If an ending
number for the last break is not entered, it defaults to 9999999999.

OCP AP BANK CYCLE CONTROL LIST BCCL

NEXT FUNCTION: ACTION: 06/07/2011 11:21:43

BEGIN BANK ACCT PYMT CODE: ____

BANK ACCOUNT PAYMENT  LAST PYMT BEG PYMT END PYMT SEL

_ _CODE & OVERRIDE | _REFNBR ________ REFNEBR _ _REFNB__ R
WO _______ 19170 _ _ 10171 _ 9999999999 _ _ _ _ _ _ _ _________ .
13D {9170 _
14D 19170 _
15D 19170 _
16D 19170 _
17D 19170 _
18D 19170 _
19D 19170 _
20D 19170 _
21D 19170 _
22D 19170 _
23D 19170

STATUS: MORE
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Printing Automated Checks

Overview

Checks are printed using a comprehensive check-writing process. Check information is
downloaded from the NCAS Accounts Payable mainframe to a PC Windows-based software
tool. In order to decrease error and increase stability, the PC process maintains a complete
audit trail and stores summary reports.

Checks are printed on blank, unnumbered check stock. The checks are designed to fit in #10
window envelopes.

As an AP manager, you should be aware that security is a very important consideration in any
check-writing process. For example, when signature and font cartridges are not in use, they
should be locked in a cabinet or drawer. Certain check-printing responsibilities should also be
delegated to different individuals within your agency. The individual who clears the audit file
(electronic record of printed checks that creates an audit trail) should not be the same person
that prints checks. You should also be aware that access to payment-cycle request screens and
check-writing software (including passwords) are restricted to a limited number of personnel in
your agency.

The passwords and user IDs for NCAS and the check printing software
should never be shared within the agency. They should only be used by
the person to whom they were originally assigned.

For an example of a voided check, refer to QRG 15: Voided Check .

If you are expecting printed checks and do not receive them, make sure
that the BCC and PCC screens were set correctly before calling NCAS
Support Services about the problem. The AP-PCC and AP-BCC reports
are available daily in the X/PTR report group MM122-4. If these reports
show that both the BCC and PCC controls were set properly the night
before, and you are unable to print checks, contact OSC Support Services
Center at (919) 707-0795.

Canceling a Check Run Request
PCC Screen
1. Hit ENTER until the pay entity(s) are displayed on the PCC screen.
2. Type the pay entity that needs to be canceled in the pAY ENTITY field.
3. Type N in the PAY cycLE field.
4. Type S in the seLecT field next to the pay entity that needs to be
cancelled and press ENTER.
BCC Screen
1. Type the BAP code that needs to be cancelled in the BANK ACCOUNT
PAYMENT CODE field.
2. Press ENTER.
3. Type DELETE in the REQUEST field and press ENTER.
Repeat steps 1-3 for all BAP codes that need to be cancelled.
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Canceling Checks and Remaining Payments

f:arn:t-llrlu

Adding and Creating Processing Frocessing |l Processing || Requesting Checks and Handling Maintaining Reviewing
Changing Control Direct Employee Grants and Payment Eemai-ning Special AP AP AP
Vendors Groups Invoices Transactions Awards Cycles Payments Processes Documents Information

This section will describe the procedures for canceling or replacing payments for accounts

payable transactions. These processes may be necessary for situations that arise that require a
payment to be cancelled or replaced for an AP transaction. This section will also explain how to
cancel remaining payments for an AP transaction that has been setup to pay multiple payments.

Canceling Checks

The NCAS allows you to stop payment to a vendor whose check has already been printed.
Check cancellation is necessary under the following circumstances:

A You want to void a check that has been printed but not sent to the vendor.
A You want to stop payment on a check before it has cleared the bank.

Checks are canceled using the Payment Cancellation (PCN) screen.
The PCN screen performs the following functions:

A Gathers information about the check requiring cancellation
A Updates the AP module once a payment is stopped

A payment can be canceled if the payment status of the document is OPEN. OPEN means that
the check has not cleared the State Treasureros
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OCP AP PAYMENT CANCELLATION PCN

235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION: ACTION: 06/07/2011 13:03:28
BANK ACCT PAY CODE: __ PAYMENT REF NUMBER:

CANCELLATION EFFECTIVE DATE:

PAYMENT AMOUNT:
PAYMENT DATE :
PAYMENT TYPE :
PAYMENT STATUS:

REMITTING TO :

To cancel a document for which a check has been printed but not sent to a vendor, follow your
current procedures for canceling a check:

A Manually void the check (tear off the signature and stamp the check void.)
A Cancel the check on the Payment Cancellation (PCN) screen.

If you do not want a new check to be printed for a document, the
document must be canceled on the Invoice Cancel/Delete (ICD) screen or
the Employee Cancel/Delete (ECD) screen. If the document is not
canceled, another check will print in the next payment cycle.

After a payment is canceled, the NCAS automatically does the following:

A The payment status is change to CANCELED.

A The status of every document, multiple payment, or partial payment related to the
canceled check is changed from PAID to BALANCED.
A All appropriate accounting entries are reversed for the payment.

If the document is canceled, the NCAS automatically does the following:

A The status of the document is changed from BALANCED to CANCELED.
A All appropriate accounting entries are reversed for the document.

Do not cancel a check that has been sent out to a vendor unless you have
received an affidavit. Once a check has been canceled from the system, it
cannot be restored
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WALKTHROUGH: Canceling Checks

SCENARIO
An error on a check to Buymart Stores Incorporated of Richton,NC for
$650.00 was found when reviewing checks. This check needs to be
canceled. The check has not left your agency.

1. Type PYL in the NEXT FUNCTION field and press ENTER to access the Payment List (PYL)

screen.

OCP AP PAYMENT LIST PYL

708 - ENTER EITHER A BAP CODE OR PAY ENTITY AND VENDOR NUMBER COMBINATION
NEXT FUNCTON: ACTION: HISTORY: _ 06/07/2011 13:49:27

PAY ENTITY: €@ VENDOR NBR: __ SHORT NAME: [ 3]

BAP CODE :__ PAYMENT REFEREN CE NUMBER:

BEGINNING PAYMENT DATE: ENDING PAYMENT DATE:

BAP PYMTREF el PAYMENT-------- CLEARANCE REPLACE
CODE NUMBER AMOUNT DATE TYPE STAT  DATE PYMTREF S

STATUS:

2. Type your trade paying entity (XXPT) in the pAY ENTITY field.

3. Type Buy@ in the sHORT NAME field.

4. Press ENTER to access the Vendor Short Name Lookup (VSL) screen. Look for
Buymart Stores Incorporated of Richton, NC. If it is not on the first screen press ENTER
until you locate the correct vendor.
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OCP VENDOR SHORT NAME LOOKUP VSL
NEXT FUNCTION: ACTION: 06/07/2011 13:54:02
REQUEST:

PAY ENTITY: XXPT
SHORT NAME: BUY@ ADDRESS TYPE: B PRIVATE VENDORS : _

SHOWALL  :_

SHORT NAME ~ VENDOR NBR GROUP NAME ACTIVITY

ORDER FROM ADDRESS REMIT TO AD DRESS

BUYMARTRICHTON 710415188 C BUYMART STORESINCORPORATED @
1234 BRITT ST 1234 BRITT ST

RICHTON NC RICHTON NC

PAGE NO: 2 SCREEN STATUS: END OF LIST

5. TypeRintheactviTyc ol umn next to the vendor 6s

6. Press ENTER to return to the Payment List (PYL) screen.

name.

OCP AP PAYMENT LIST PYL

NEXT FUNCTION: ﬂ ACTION: HISTORY: _ 06/07/2011 14:04:19

PAY ENTITY: XXPT VENDOR NBR: 710415188 C SHORT NAME: BUYMARTRICHTON

BAP CODE : _ PAYMENT REFERENCE NUMBER:
BEGINNING PAYMENT DATE: ENDING PAYMENT DATE:
BAP PYMTREF e PAYMENT-------- CLEARANCE REPLACE
CODE N UMBER AMOUNT_ _DAIE TYPE STAT DATE PYMTREF S

s N

4
XXD 0000000023 650.00 P4/12/07 M QPEN _

N ,

\ﬁ_’

STATUS: END OF LIST
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Since the check number is unknown, look in the AmouNT field for $650.00.

1 Note the BAP code, which is found in the Bap cobE field.
BAP CODE:
AND
1 Note the check number found in the PYmMT REF NUMBER field.

PYMT REF NUMBER:

Note the value in the PAYMENT sTATUS field. If the status is CLEARED or
VOIDED, the check has already cleared the bank and may not be
cancel ed. I f the status is OPEN,
check has not cleared your account before canceling.

7. Type PCN in the NEXT FUNCTION field and press ENTER to access the Payment
Cancellation (PCN) screen.

OCP AP PAYMENT CANCELLATION PCN
235 - ENTER REQUIRED KEY FIELDS
NEXT FUNCTION: ACTION: 06/07/2011 14:11:56

BANK ACCT PAY CODE: @) PAYMENT REF NUMBER: o
CANCELLATION EFFECTIVE DATE:

PAYMENT AMOUNT:

PAYMENT DATE :

PAYMENT TYPE :

PAYMENT STATUS:

REMITTING TO :

8. Type your BAP code (XXD) in the BANK ACCT PAY coDE field.

9. Type 0000000023 or 23 in the PAYMENT REF NUMBER field.
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10. Press ENTER to retrieve the information associated with the BAP code and check
number.

If the caNCELLATION EFFECTIVE DATE field is left blank, the system date is
used. This date must be greater than or equal to the payment date.

OCP AP PAYMENT CANCELLATION PCN

NEXT FUNCTION: ACTION: 06/07/2011 14:16:10

BANK ACCT PAY CODE: XXD PAYMENT REF NUMBER: 0000000023
CANCELLATION EFFECTIVE DATE: 06/07/2011

PAYMENT AMOUNT: 650.00

PAYMENT DATE : 04/12/2007

PAYMENT TYPE : MANUAL

PAYMENT STATUS: OPEN

REMITTING TO : BUYMART STOR ES INCORPORATED 710415188 C
1234 BRITT ST

RICHTON 27600 -1234

ARE YOU SURE YOU WANT TO CANCEL THIS PAYMENT? ENTER Y OR N: @

Review the displayed information about the payment to be canceled.

11. Type Y in the ENTER Y OR N field to confirm the cancellation of this check.

Make sure this information is correct before you leave this screen. Once a
check has been cancelled from the system, it cannot be restored.

12. Press ENTER to process the cancellation and access a blank Payment Cancellation
(PCN) screen.

13. Type DCL in the NexT FUNCTION field and press ENTER to access the Document List
(DCL) screen to verify that the status of the documents have change to BALANCD.

Unless the documents attached to the check are canceled, the check will
reprint in the next payment cycle.
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OCP AP DOCUMENT LIST DCL
NEXT FUNCTON: ACTION: HISTORY: _ 06/07/2011 14:22:13
REQUEST:
PAY ENTITY : XX PT CONTROL DATE ; CONTROL NBR:
SHORT NAMVME : BUYMARTRICHTON VEND/EMP NBR : 710415188 C
DOCUMENT DTE: DOCUMENT STAT:
DOCUMENT NBR: DOCUMENT AMT : CURR:
LIST MRQ INV: _ DOCUMENT AMT2: - SELECT -
VEN/EMP NBR DOCUMENT NUMBER DOCUMENT  GROSS AMOUNT CURR STATUS DGl DCI
DATE CODE DPA DLL PRSI
710415188 C S001 - 002 03/15/07 250.00 BALANCD _ _,’_ _ \\
710415188 C S001 - 201 03/01/07 300.00 BALANCD ; |
710415188 C S001 - 321 04/01/07 50.00 BALANCD _ 1\ __ !
710415188 C S001 - 654 02/01/07 50.00 BALANCD __\ _ ’
~ -~ — Pd /

PAGE: 1 STATUS: END OF LIST

Replacing a Check

Replacing a check is necessary under the following circumstances:

A The check has been lost or damaged

A The check has been voided by vendor and needs to be reissued

Replacing a check is processed on the Payment Replacement (PRP) screen.

A Gathers information about the check to be replaced
A Updates the AP module with the replaced check number

A payment can be replaced if the payment status of the document is OPEN. OPEN means that

the check has not cleared the State Treasurero6s
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OCP AP PAYMENT REPLACEMENT PRP
235 - ENTER REQUIRED KEY FIELDS
NEXT FUNCTION: ACTION: 06/08/2011 09:43:55

ORIGINAL ...... BANK ACCT PAY CODE: __ PAYMENT REF NUMBER:
REPLACEMENT ... BANK ACCT PAY CODE: __ PAYMENT REF NUMBER:
REPLACEMENT EFFECTIVE DATE:

PAYMENT AMOUNT:

PAYMENT DATE :

PAYMENT TYPE :

PAYMENT STATUS:

REMITTING TO :

(Replacing a check does not change the status of the invoice document, however the payment

status of the replaced check will change.)

OCP AP PAYMENT LIST PYL
NEXT FUNCTION: ACTION: HISTORY: _ 06/08/2011 09:45:49
PAY ENTITY: ___ VENDOR NBR: ___ SHORT NAME:
BAP CODE : XX D PAYMENT REFERENCE NUMBER:
BEGINNING PAYMENT DATE: ENDING PAYMENT DATE:
BAP PYMTREF e PAYMENT-------- CLEARANCE REPLACE
CODE NUMBER AMOUNT DATE TYPE STAT DATE PYMTREF S
XXD 9910001016 253.00 04/16/05 M CLEARED  03/31/05
XXD 9910001017 3,796.31 04/16/ 05 M CLEARED 03/31/05
XXD 9910001018 82.60 04/16/05 M CLEARED  03/31/05
XXD 9910001019 2.00 04/16/05 M CLEARED 03/31/05 _
XXD 9910001020 45,978.40 04/ 16/05M CLEARED  03/31/05
XXD 9910001021 24.26 04/16/05 M CLEARED  03/31/05
XD PL0WIRE. o o = — = —30.00.04/16/02. N — CLEARFD — Q3/31/Q5 m m —m — = —
XXD 9910001049 4,315.45 08/17/05 M REPLACED 990000049 _
XXDYIT000257 — T1T73TO0 0 0TIOEMCANCELLED ™ — — - T T T T T - T === =
XXD 991009064 573.00 06/16/05 M CANCELLED _
STATUS: END OF LIST
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On the Payment List (PYL) the system assigns one of three check status:

M Manual
S System
E Electronic

An electronic payment cannot be replaced but can be cancelled. To
cancel an electronic payment, an agency must contact the OSC Support
Services Center (919-707-0795).

Canceling Remaining Payments

During invoice entry, an AP clerk can set up multiple, recurring, and variable payments for an
invoice. There are times when the remaining payments for an invoice need to be canceled. This

is the responsibility of the AP manager.

Multiple and partial payments are canceled on the Invoice Remaining Payment Cancel (IPC)
screen. On the IPC screen, you can cancel a payment and any remaining payments that follow

it. You can cancel payments even if the invoice is partially paid (status of PRTL-PD).

OCP AP INVOICE REMAINING PAYMENT CANCEL IPC

235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION: ACTION: 06/08/2011 10:01:19

PAY ENTITY : VENDOR NUMBER : _

VENDOR SHORT NAME: INVOICE NUMBER:

INVOICE DATE

PAY VENDOR INVOICE NUMBER INVOICE PYMT PRTL R EM GLEFF C
ENTITY NUMBER DATE NBR NBR PYMTS DATE

PAGE: STATUS:
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To cancel a payment, type C in the c (CANCEL) field to the right of the payment. If the invoice is
balanced and no payments have been made, you will cancel that payment and any future
payments. The invoice then displays a status of canceled (CANCELL) in the system. If the
invoice has been partially paid, you need to cancel the remaining payments individually.

Payments are not displayed on the IPC screen if the F (force payments) handling code has been
set. To cancel payments with a handling code of F, delete the handling code first. Then the
payments display on the IPC screen and are eligible for cancellation.

Payments are also not displayed on the IPC screen if the payment has been put on hold.
The payment must first be released using the Held Document Release (HDR) screen. After
releasing the document, the payment is then displayed on the IPC screen and eligible for
cancellation. Refer to Procedure 28: To Release a Document

WALKTHROUGH: Canceling Remaining Payments
for a Balanced Invoice

SCENARIO

You entered a rental agreement for Dexson Realty, RENTAL#1, into the
system and set up 12 monthly payments. None of the payments have
been made yet. You want to cancel all of the payments.

1. Type IPC in the NEXT FUNCTION field and press ENTER to access the Invoice Remaining
Payments Cancel (IPC) screen.

OCP AP INVOICE REMAINING PAYMENT CANCEL IPC
235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION: ACTION: 06/08/2011 10:01:19
PAY ENTITY VENDOR NUMBER : . [ 2]

VENDOR SHORT NAME: @ INVOICE NUMBER: L
INVOICE DATE

PAY VENDOR INVOICE NUMBER INVOICE PYMTPRTL REM GLEFF C
ENTITY NUMBER DATE NBR NBR PYMTS DATE

PAGE: STATUS:
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2. Delete any data displayed in the VENDORNUMBERf i e | d . (Dondt forget to
group number if necessary.

3. Type dexson@ in the VENDOR SHORT NAME field and press ENTER to access multiple
payments established for this vendor.

OCP AP INVOICE REMAINING PAYMENT CANCEL IPC

NEXT FUNCTION: ACTION: 06/08/2011 10:10:39

PAY ENTITY XX PT VENDOR NUMBER : 560787926 A
VENDOR SHORT NAME: DEXSON@ INVOICE NUMBER:

INVOICE DATE

PAY VENDOR INVOICE NUMBER INVOICE PYMTPRTL REM GLEFF C

ENTITY NUMBER DATE NB R NBR PYMTS DATE

XXPT 560787926 A RENTAL #1 05/11/2007 001 000 000 _ Q
PAYMENT AMOUNT : 1,000.00 PYMT DUE DATE: 05/11/2007

XXPT 560787926 A RENTAL #1 05/11/2007 002 000 000 _

PAYMENT AMONT : 1,000.00 PYMT DUE DATE: 06/11/2007

XXPT 560787926 A RENTAL #1 05/11/2007 003 000 000 _

PAYMENT AMOUNT: 1,000.00 PYMT DUE DATE: 07/11/2007

XXPT 560787926 A RENTAL #1 05/11/2007 004 000 000 _
PAYMENT AMOUNT: 1,000.00 PYMT DUE DATE: 08/11/2007

XXPT 560787926 A RENTAL #1 05/11/2007 005 000 000 _

PAYMENT AMOUNT : 1,000.00 PYMT DUE DATE: 09/11/2007

PAGE: 0001 STATUS: MORE

Find the first payment for invoice number RENTAL#1.

4. Type Cin the c (cANCEL) field to the right of the first payment for invoice number RENTAL
#1.

5. Press ENTER to cancel all of the payments for RENTAL#1.
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NEXT FUNCTION:

OCP AP INVOICE REMAINING PAYMENT CANCEL

06/08/2011 10:14:08

IPC

PAY ENTITY : XX PT VENDOR NUMBER : 560787926 A

VENDOR SHORT NAME: DEXSON@ INVOICE NUMBER:

INVOICE DATE

PAY VENDOR INVOICE NUMBER INVOICE PYMTPRTL REM GLEFF C
ENTITY NUMBER DATE NBR NBR PYMTS DATE
XXPT 560787926 A RENTAL #2 03/11/2007 003 000 000 _
PAYMENT AMOUNT : 500.00 PYMT DUE DATE: 05/11/2007

XXPT 560787926 A RENTAL #2 03/11/2007 004 000 000 _
PAYMENT AMOUNT : 500.00 PYMT DUE DATE: 06/11/2007

XXPT 560787926 A RENTAL #2 03/11/2007 005 000 000 _
PAYMENT AMOUNT: 500.00 PYMT DUE DATE: 07/11/2007

XXPT 560787926 A REN TAL #2 03/11/2007 006 000 000 _
PAYMENT AMOUNT: 500.00 PYMT DUE DATE: 08/11/2007

XXPT 560787926 A RENTAL #2 03/11/2007 007 000 000 _
PAYMENT AMOUNT : 500.00 PYMT DUE DATE: 09/11/2007

PAGE: 0002 STATUS: MORE

6. AllRENTAL # 1 payments have been cancelled. Scroll through the IPC screen to verify

this.

1 Since none of the multiple payments had been paid for this invoice, canceling the

first payment also canceled all subsequent payments.

7. Type DCL in the NEXT FUNCTION field and press ENTER to access the Document List
(DCL) screen. Note that the status of the document is CANCELL, since all of the
payments have been canceled.

OCP AP DOCUMENT LIST DCL
NEXT FUNCTION: ACTION: HISTORY: _ 06/08/2011 10:19:41

REQUEST:

PAY ENTITY : XX PT CONTROL DATE : CONTROL NBR:

SHORT NAME : DEXSONREALTY VEND/EMP NBR : 560787926 A

DOCUMENT DTE: DOCUMENT STAT: -

DOCUMENT NBR: DOCUMENT AMT : CURR:

LIST MRQ INV: _ DOCUMENT AMT2: - SELECT -
VEN/EMP NBR DOCUMENT NUMBER DOCUMENT GROSS AMOUNT CURR STATUS DGI DCI
DATE CODE DPA DLL e
560787926 A RENTAL #1 05/11/07 12,000.00 CANCELL __ __ < _ >
560787926 A RENTAL #2 03/11/07 6,000.00 PRTL =TPD_
560787926 A DEXSONRENTALL 01/05/09 6,000.00 BALAN cb_

PAGE: 1 STATUS: END OF LIST
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Walkthrough: Canceling Remaining Payments
for a Partially Paid Invoice

SCENARIO

You entered a second rental agreement for Dexson Realty, RENTAL # 2,
into the system and set up 12 monthly payments. Two payments have
been made. You want to cancel the remaining payments.

1. Type IPC in the NExT FUNCTION field and press ENTER to access the Invoice Remaining
Payment Cancel (IPC) screen.

1 The information from Dexson Realty has defaulted since this is the vendor used
on the Document List (DCL) inquiry in the prior walkthrough.

OCP AP INVOICE REMAINING PAYMENT CANCEL IPC
NEXT FUNCTION: ACTION: 06/08/2011 10:14:08
PAY ENTITY XX PT VENDOR NUMBER : 560787926 A
VENDOR SHORT NAME: DEXSON@ INVOICE NUMBER:
INVOICE DATE
PAY VENDOR INVOICE NUMBER INVOICE PYMTPRTL REM GLEFF C
ENTITY NUMBER DATE NBR NBR PYMTS DATE
27N
XXPT 560787926 A RENTAL #2 03/11/2007 003 000 0QO0 / _ Q
PAYMENT AMOUNT : 500.00 PYMT DUE DATE: 05/11/2007
XXPT 560787926 A RENTAL #2 03/11/2007 004 000 000 _
PAYMENT AMOUNT : 500.00 PYMT DUE DATE: 06/11/2007
XXPT 560787926 A RENTAL #2 03/11/2007 005 000 000 _
PAYMENT AMOUNT: 500.00 PYMT DUE DATE: 07/11/2007
XXPT 560787926 A REN TAL #2 03/11/2007 006 000 000 _
PAYMENT AMOUNT: 500.00 PYMT DUE DATE: 08/11/2007
XXPT 560787926 A RENTAL #2 03/11/2007 007 000 000 _
PAYMENT AMOUNT : 500.00 PYMT DUE DATE: 09/11/2007

PAGE: 0002 STATUS: MORE

Find payment number 003 for invoice number RENTAL # 2.

Office of the State Controller

1 Since two payments have already been made for this invoice, the first payment
Eligible for cancellation is payment number 003.

2. Type C in the c (caNcEL) field to the right of payment number 003 and press ENTER.
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OCP AP

NEXT FUNCTION:

INVOICE REMAINING PAYMENT CANCEL IPC

ACTION: 06/08/2011 10:57:38

PAY ENTITY

INVOICE DATE

PAY VENDOR
ENTITY NUMBER

XXPT 560787926 A

PAYMENT AMOUNT :

XXPT 560787926 A

XX PT
VENDOR SHORT NAME: DEXSONREALTY

INVOICE NUMBER INVOICE PYMT PRTL REM GLE FF C

VENDOR NUMBER : 560787926 A
INVOICE NUMBER:

DATE NBR NBR PYMTS EQTE

/
RENTAL #2 03/11/2007 008 000 060
500.00 PYMT DUE DATE: 10/1142007
RE NTAL #2 03/11/2007 069 000, 000

PAYMENT AMOUNT : 500.00 PYMT DUE DATE: 11/11/2007 |
XXPT 560787926 A RENTAL #2 03/11/2007 010 000 000 , _
PAYMENT AMOUNT: 500.00 PYMT DUE DATE: 12/1¥2007
XXPT 560787926 A RENTAL #2 03/11/2007 011 000 000 __, _
PAYMENT AMOUNT: 500.00 PYMT DUE DATE: 01/11/2007,
\ -’
PAGE: 0002 STATUS: END OF LIST
1 Note that the remaining payments are still shown on the IPC screen. Since this

Invoice is partially paid, canceling one payment does not cancel future payments.

3. Press ENTER to return to the first page listing payments for this invoice.

OCP AP INVOICE REMAINING PAYMENT CANCE L IPC
NEXT FUNCTION: ACTION: 06/08/2011 11:01:16
PAY ENTITY : XX PT VENDOR NUMBER : 560787926 A

VENDOR SHORT NAME: DKSONREALTY

INVOICE DATE

PAY VENDOR
ENTITY NUMBER

XXPT 560787926 A

PAYMENT AMOUNT :

XXPT 560787926 A

PAYMENT AMOUNT :

XXPT 560787926 A
PAYMENT AMOUNT:
XXPT 560787926 A
PAYMENT AMOUNT:
XXPT 560787926 A

PAYMENT AMOUNT :

INVOICE NUMBER INVOICE PYMT PRTL REM GLEFF C

INVOICE NUMBER:

DATE NBR NBR PYMTS DATE
RENTAL #2 03/11/2007 004 000 000 0
500.00 PYMT DUE DATE: 06/11/2007
RENTAL #2 03/11/2007 005 000 000
500.00 PYMT DUE DATE: 07/1
RENTAL #2 03/11/2007 006 000 000
500.00 PYMT DUE DATE: 08/11/2007
RENTAL #2 03/11/2007 007 000 000 _
500.00 PYMT DUE DATE: 09/11/2007
RENTAL #2 03/11/2007 008 000 000 v
500.00 PYMT DUE DATE: 10/11/2007

1/2007

PAGE: 0001 STATUS: MORE

4. Type C in the c (cANCEL) field to the right of each payment for RENTAL # 2 and press

ENTER.

Office of the State Controller
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OCP AP INVO ICE REMAINING PAYMENT CANCEL IPC

NEXT FUNCTION: ACTION: 06/08/2011 11:03:35

PAY ENTITY XX PT VE NDOR NUMBER : 560787926 A
VENDOR SHORT NAME: DEXSONREALTY INVOICE NUMBER:

INVOICE DATE

PAY VENDOR INVOICE NUMBER INVOICE PYMT PRTL REM GLEFF C

ENTITY NUMBER DATE NBR NBR PYMTS DA TE
XXPT 560787926 A RENTAL #2 03/11/2007 009 000 000 _ e
PAYMENT AMOUNT : 500.00 PYMT DUE DATE: 11/11/2007

XXPT 560787926 A RENTAL #2 03/11/2007 010 000 000 _

PAYMENT AMOUNT : 5 00.00 PYMT DUE DATE: 12/11/2007

XXPT 560787926 A RENTAL #2 03/11/2007 011 000 000 _

PAYMENT AMOUNT: 500.00 PYMT DUE DATE: 01/11/2007

PAGE: 0002 STATUS: END OF LIST

5. Type C in the c (caNcEL) field to the right of the remaining payments for RENTAL # 2 and
press ENTER.

OCP AP INVOICE REMAINING PAYMENT CANCEL IPC
741 - NO MULTIPLE/PARTIAL PAYMENTS FOUND FOR THIS SELECTION
NEXT FUNCTION: Q ACTION: 06/08/2011 11:06:03

PAY ENTITY XX PT VENDOR NUMBER : 560787926 A
VENDOR SHORT NAME: DEXSONREALTY INVOICE NUMBER:
INVOICE DATE

PAY VENDOR INVOICE NUMBER INVOICE PYMTPRTL REM GLEFF C
ENTITY NUMBER DATE NBR NBR PYMTS DATE

PAGE: 0001 STATUS: END OF LIST

6. Type DCL in the NEXT FUNCTION field and press ENTER to access the Document List
(DCL) screen.
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NOTE: The status of the document is PRTL-PD since some of the payments have
already been paid.

OCP AP DOCUMENT LIST DCL
NEXT FUNCTION: ACTION: HIST  ORY:_  06/08/2011 11:09:15
REQUEST:

PAY ENTITY : XX PT CONTROL DATE : CONTROL NBR: ____

SHORT NAME : DEXSONREALTY VEND/EM P NBR : 560787926 A

DOCUMENT DTE: DOCUMENT STAT:

DOCUMENT NBR: DOCUMENT AMT : CURR:

LIST MRQ INV: _ DOCUMENT AMT2: - SELECT -
VEN/EMP NBR DOCUMENT NUMBER DOCUMENT GROSS AMOUNT CURR STATUS DGI DCI
DATE CODE DPA DLL

560787926 A RENTAL #1 05/11/07 12,000.00 CANCELL __ ———

560787926 A RENTAL #2 03/11/07 6,000.00 P ZRTLPDY__ _
560787926 A DEXSONRENTAL1 01/05/09 6,000.00 BALANCD ___ ——-

PAGE: 1 STATUS: END OF LIST
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Handling Special AP Processes

Adding and Creating Processing Processing Processing | | Reguesting C?:-:tl:-cilfr?d Handling Mzintaining Reviewing
Changing Control Direct Employee Grants and Fayment Remaining Special AP AP AP
WVendors Groups Invoices Transactions Awards Cycles Payments Processes Documents Information

This section explains the following special AP processes:

Processing Electronic Payments

The electronic payment (E-payment) process will allow agencies using the North Carolina
Accounting System (NCAS) to deposiptt omerdp
account. This subsection explains:

NCAS generated CMCS transfers

The electronic payment process

Security and completion of the VPY screen
Bank accounts and bank routing numbers
NCAS enhancements

Too oo oo Too Too

Processing 1099 Transactions

A 1099 vendor is a vendor for whom you must report payment for services to the Internal
Revenue Service (IRS). This subsection explains how to:

A Establish a 1099 vendor and
A Process an invoice from a 1099 vendor

Backup Withholding

There are situations where the state and/or federal government require that you withhold a
percentage of payment for taxes. This subsection explains how to:

A Set up a vendor for withholding
A Process an invoice requiring backup withholding

hiaméec t |
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Factoring Vendor Payments

A factor is a vendor who receives payment in lieu of the original vendor. This subsection
explains how to:

A Establish a vendor as a factor and
A Process an invoice that has to be factored

Fixed Asset Reporting

This subsection briefly explains the Accounts Payable to Fixed Assets interface for
understanding of what triggers this interface to create a fixed asset in the Fixed Assets module .

Year End Processing

This subsection describes how to process year end accruals in the NCAS at the end of the fiscal
year for the Accounts Payable staff.

Non Resident Aliens

This subsection explains how to:

"ldentify non-resident aliens

"Process withholding

"Determine the requirements for deposits

"Understand the special considerations of NRA processing

Too oo Too Too

Sales Tax Processing

This subsection explains how to handle sales tax in Accounts Payable including taxes paid to
the Division of Motor Vehicles.
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Refund of Expenditures

This subsection describes methods that can be used to record refund of expenditures in the
NCAS. There are four time frames that refund of expenditures can occur:

Current Year

Prior Year

Accrued Refund of Prior Year

Refund of Current and Accrued Prior Year

T T T I

Recording Manual Payments

This subsection explains the process and procedure of recording a manual check in the NCAS if
needed. Manual checks should only be used for special circumstances.

Escheating Checks

This subsection will describe the process of escheating unclaimed checks as mandated by law
every year in the NCAS.

Inter/Intra Governmental Payments

This subsection will explain the process and procedure of entering payments that transfer
between and within NCAS state agencies. This process is called inter/intra governmental
payments.
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Electronic Payments

Overview

The electronic payment (E-payment) process allows agencies to use the North Carolina
Accounting System (NCAS) to deposit money direct|
account. As part of the E-payment process, an e-mail or fax is sent to notify the payee that a

deposit has been made.

All invoice transactions entered in the NCAS Accounts Payable (AP) module that are flagged to
be sent electronically create Cash Management Control System (CMCS) transfer entries and
post to the CMCS system for agency processing. The CMCS transfer makes no Budgetary
Control (BC) entries because the cash entries for all E-payments post directly to the correct
budget code or allotment cash account coming from AP.

Transfers do not post to the disbursing cash account (111250) as
requisitions do.

E-payments are generated based on information keyed on the Vendor Payment (VPY) screen in
the NCAS. Information, such as bank account number, bank routing number, and e-mail
address, are required to complete this screen. When the VPY screen is completed, the
vendor/employee payment is processed electronically. All payments to vendors or employees
that do not have this screen completed have paper checks printed at each agency. E-payment
information for each agency is transferred to an Office of the State Controller (OSC) server,
using Paybase 32, where it resides until cash is transferred via CMCS to the OSC by the
agency. After the CMCS transfers have been passed by the agency to the OSC, submitted and
approved by Cash Management, the E-payments for the agency are combined with other

a g e n ¢ i-paymeénts Er that day and sent to the bank. Electronic remittance advices that look
similar to our current check stubs are either e-mailed or faxed to the vendor/employee at the
same time E-payments are sent to the bank.

In the event that E-payments are not sent to the bank due to lack of cash or other reasons, a

batch cancel job is availabl e t hat-pagnertsdfomat i cal l y
particular day. If this is ever necessary, call the OSC Support Services Center (919) 707-0795.

The OSC helps the agency with this process whenever E-payments must be cancelled. An E-

payment should never be cancelled without consulting with the OSC first. The CMCS transfer

that was created has to be deleted. When an E-payment is cancelled, there is no reversing

CMCS transfer entries created or reversing entries on the CMCS cash reconciliation reports.
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CMCS Transfers

The NCAS generated CMCS transfer is identical to a manually keyed transfer. The only
difference is the entries are programmatically generated for the agency in CMCS in prepared
status waiting f thetrabsferdo O5G-EasictManagement pha @XCd&ash
Management submits and approves the transfer. An example of a transfer follows:

AF22 CASH MANAGEMENT CONTROL SYSTEM le:16:42 06/01/06
SEQUENCE NQ: 20053 REQUEST FOR TRANSFER OF FUNDS PAGE: 001
13000 BETWEEN BUDGET CODES STATUS: PREFARED

ACTION: CHANGE
DATE: 05 09 00

REFERENCE N, : EEFERENCE N&.:

BUDGET CODE (TRANSFER FROM) : 13600 DEPARTMENT CODE (TRANSFER To): 3015

OR STIF CODE(TRANSFER FROM) : 0000000

JUSTICE-GENERAL O5C-ELEC PAYMT CLENG

TOTAL AMOUNT: 23,389.38 1=GPERATING 2=REIMBURSEMENT S

TRANSFER TYPE: 5 3=FEDERAL 5=E-PAYMENT
AGENCY GRANTS TuQUAST-EXTERNAL

[= . Y

RESIDUAL EQUITY

[l=]

CLEARING ACCT.
TRANSFER To: (PROVIDED BY RECEIVING AGENCY)
BUDGET OR STIF TITLE BAMOUNT

NEXT PF= DATE= MM LD YY SEQ DISB/STIF BRENCH
INFORMATION CAN BE CHANGED.PRESS THE ENTER KEY TO RECORD CHANGES.
PRESS PFl KEY FOR ASSOCIATED COMMENTS

1 All electronic payments made in NCAS generate a CMCS transfer.

State agencies utilizing the NCAS and Cash Management Control Sys-tem
(CMCS) are set up for electronic payments using a default BAP code of
IGO. This code allows money to be electronically transferred through
CMCS. This IGO BAP code is a secured code and cannot be overridden. If
the user tries to override the IGO BAP code, the following message is
displayed: P02 - VENDOR IS A CMCS VENDOR - BAP CODE MUST BE
IGO.

A daily report is available through Systemware that shows, by budget code, the cash transfers
that posted that day. The report location names are:

OSCOP* NCAS-CMCS CASH RECON i DETAIL
OSCOP* NCAS-CMCS CASH RECONT SUMM
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All transfers are shown on the detail report. The report heading is:

ACCOUNTS PAYABLE
NCAS / CMCS CASH RECONCILIATION DETAIL
ELECTRONIC PAYMENTS

For each cash account that has been posted to, there is a page showing the budget codes and
the amounts for the CMCS transfers.

The heading for the summary report for transfers is:
ACCOUNTS PAYABLE

CMCS CASH TRANSFER SUMMARY REPORT
TRANSFERS DUE TO ELECTRONIC PAYMENTS

The transfer report shows a summary of all transfers that posted into CMCS for a particular
day.

An example of each of these reports follows:

Transfers that post to CMCS do not post transactions to BC. All E-payment transfers post
directly to the appropriate allotment or budget code cash account, 111240, 111260 or 111270
through AP. They do not post to the disbursing cash account, 111250.

These reports also reflect accounting distribution changes on paid invoices. A negative transfer
is created for the original distribution and a positive transfer to the new distribution. If the change
caused the cash to cross budget codes, both transfer entries need to be passed and approved
the same day, reducing the money in one agency budget code and increasing it in the other.
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The OSC budget code, 23015, zeros out with the positive and negative transfer to the same
code.

Electronic Payments

The E-payments process for vendors in shared trade entities (XXPT) is handled by the OSC. All
non-shared entities (e.g. PN, PM, PR, etc.), as well as, employees (PE), are controlled by the
agency. The VPY screen is the only additional screen that must be completed for E-payments. It
is absolutely critical that this screen be completed accurately so that payments can be
deposited correctly. With each E-payment, an e-mail or fax is sent to notify the vendor or
employee that a payment has been made. Vendors or employees that do not have an e-mail
address or fax number continue to receive paper checks.

As previously mentioned, whenever an E-payment has been made, it causes a transfer entry to

be made in the CMCS system. All E-payments are separated from the remittance advices and

are sent to an OSC server running Paybase 32 chec
electronic payment file remains on this server waiting for CMCS transfers to be submitted and

approved. After the agency transfer has been approved by OSC-Cash Management, the E-

payments are processed by the OSC and sent- to the
payments for that day. If funds are not available or the agency fails to complete the CMCS

transfer, the payments are not released for processing. The agency should not submit the

transfers for the E-payments until payments are ready to be sent to the bank.

Security & Completion of VPY Screen

The VPY screen should be carefully secured within your agency. Only one person and one

backup person should have access to this screen. The OSC requires a security form completed

for each person that has access to this screen. The individuals that have access to this screen

are responsible for having monewy rdaedpeo svietneddo ribnst do aan
account. For security purposes, the OSC has developed audit reports that record all additions

and changes to this screen and the operator ID that made them.

Following is an example of a form that must be completed by employees or non-trade vendors
choosing the E-payments method. This form gives authorization to deposit funds into their
account. A voided check must be attached to the form to give the agency the information
needed to complete the VPY screen. Also note, that some deposit slips contain routing numbers
that are bank specific, which is why a voided check must be used. It is recommended that
agencies secure this information carefully.

The agency may modify this form to suit its needs.
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Office of the State Controller

Eetorn ta: D50 Sappart Serviees Center

Address 1410 Mail Service Cauter
Raleigh, WO 27655-1410

Vendor Electronic Payment Form
Telephone: $19-TO7-0795

Fax: 918-981-5561

For your convenence and berefit the Siste of Mo Cambna offers payees the opportunity to receive fiture payments
glectromically, rather han by check. Your payments wil be deposiled inte the checking of savings account of your choice  In
addifion ta hawving the money deposited electronizally, you also will ba notfied of the deposit either by fax or by e-mail Tha fax ar
e-mail will provide you with all the informaton thet would nommslly b2 on your cheek stub, To receve paymenss electranically. you
kst pring, complete this form, allach a voided check and relurm both to e addiess above.

FRINT the following information. FAX or E-MAIL ADDRESS for payment nofification
(Place a check mark in front of the method hat you prefer. )

Payaa Hama: O e-mail aderess:

Federal I3 #7155 #: O Fex Mumbes

Bank Name: Authoriced Signatuns:

Bank Routing Mumibar Print Mamae:

[ Chacking Acct 2 Title:

[ savings Acat #: Diate:

Ramit Addrecc|ac)

For Applicable Acch{s}

ATTACH VOIDED CHECK

| acknowledge %hal electronic payments to the designated soccount must comply wiEh the previsions of ULE. law, as well as the
requiremerts of the Office of Foreign Assefs Cortrol (JFAC). Check one of the folowing:

[J 1 affiern that. regarding &lectronic payments the State of Norin Garolina may remit to the financisl institution for credi to the
BCcount thet | have designated, the entire Nt oLt 5 mol SuD 10 Deing transfemed to 3 foreign bank scceunt.

0 1 affirm that, regarding elestronic payments the State of Morth Caroina may remit to the financial institution for credi to the
accouni frat | have desgnated, the entire payment amourt = subjecl fo being fransferred o a forsign bank accound. |
uncarstand that any aleotronic payments that may ba remitied to me may be labeled with “LAT" as the standard ertry class. |
acknowladge that svailshility of funds credited o the account will be subject io my eoerring financial instiuhon’s pobicies and
procedure=. | also undersiand #hal the remitting agency may elect bo remit fulure payments o me via paper chechk instead of
slactronicaly.

| authanze the Office of the Siale Contmller to mbiate direct depost entrias sach psy penod, and i necessary, adustmants for sy

direct deposl entries inenror, W the Mnancal insitution avd ascount identilied on e altached cenifcation Gotument | undersiand

and accapt the eonditions of partcipation in the direct deposit pregram. This authority will remain in afact undil | cancal id in writing. |

SIGNATURE: DaTE:
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An example of a completed VPY screen follows:

OCP VENDOR BANK ACCOUNT PAYMENT METHOD VPY

NEXT FUNCTION: ACTION: 06/08/2011 14:28:18
REQUEST:

PAY ENTITY : XXPE RICK PETERSON

SHORT NAME : EPAYMENTVENDOR PO BOX 5555

VENDOR NUMBER : 1234567 89 GROUP: __ RALEIGH

PAYMENT METHOD :USCK BAP CODE:__
------- DESTINATION BANK INFORMATION OVERRIDE = -------

ACCOUNT NUMBER 1444444444444

ACCOUNT NAME : BANK ACCOUNT NAME
BANK ROUTING NUMBR : 123456789

NAME LINE 1 : BANK NAME 1

NAME LINE 2 : BANK NAME 2

ADDRESS LINE 1 :BANK ADD LINE 1
ADDRESS LINE 2 : BANK ADD LINE 2

ADDRESS LINE 3 : BANK ADD LINE 3
POSTAL CODE 1 27699 -1234 SAVINGS ACCT: N
PRENOTE :

STANDARD ENTRY CLASS :
E PAY INFO: E RPETERSON@MAIL.OSC.STATE.NC.US

Before the VPY screen can be completed, the employee/vendor must exist in the NCAS

following normal procedures. If the individual is already getting paper checks, the VPY screen is
the only additional screen to be completed. The information on this screen and an explanation

of each field follows:

PAY ENTITY The employee pay entity or other non-trade entity
where your employees or other non-trade vendors are located, i.e.
XXPE.
SHORT NAME The short name that is assigned to the vendor;t he empl oyeeds

name as it is defined on the VSU screen. May be used to pull up the

vendor information when creating this record instead of the vendor

number below.

VENDOR NUMBER The vendor number assigned on VSU. This should be the
empl oySeSse#6 0r t he vendorés TIN (Taxpayer
Number).

GROUP A group identifier such as A or B if applicable.

PAYMENT METHOD Must always be USCK.

BAP CODE Must be left blank.

ACCOUNT NUMBER The bank account number of the

account where the payment is to be deposited. It is also the last

group of numbersontheindivi dual 6 s ¢ he c kumbetsh e

shor

empl oyeebo

group
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Electronic Payments

ACCOUNT NAME

BANK ROUTING

NAME LINE 1

NAME LINE 2

ADDRESS LINE 1

ADDRESS LINE 2

ADDRESS LINE 3

POSTAL CODE

SAVINGS ACCOUNT

PRENOTE

STANDARD ENTRY
CLASS

E PAY INFO

following the bank routing code. Do not include any spaces. SEE
THE FOLLOWING EXAMPLES.

Name t hat describes this bank account ; t

Bank routing code. Found in the encoding at the bottom of all NUMBER
checks. Group of nine numbers. On personal checks, it is the first
group of numbers. On the OSC checks, it is the number following

the check number. SEE THE FOLLOWNG EXAMPLES.

Name of the employeédds bank; i.e., First
Second name of employeebs bank, i f appli
Address |line 1 of employeebs bank.
Address |line 2 of employeedbds bank.
Address |l ine 3 of employeedbds bank.

Zip code ofemploye e 6 s bank.

If the account is a savings account instead of a checking account,
this must be a fiY0O. fANO defaults and mea
is a checking account.

Leave this field blank.

Leave this field blank.

This is a two-part field. The first position can be

either an E, F, or I. An E means the individual wants to be notified
of the payment via e-mail and an e-mail address must be entered
in the spaces following. An F means the person wants to be
notified via FAX and the FAX number must be entered in the fields
after the F. When an F is entered in the first field, it forces you to
put the fax number in the correct format, XXX-XXX-XXXX. Keying
an | in the first position inactivates this record once it has been
created. This forces a paper check to be printed rather than an
electronic payment.
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WALKTHROUGH: Entering Bank Account Payment Information on the
VPY Screen

SCENARIO

You have received documentation (by means of a Vendor Electonic
Payment Form) to set up Mike Abrams as an e-pay vendor. Mike has
elected to have his electronic payment deposited to his savings
account. He has provided all the necessary information to complete this
exercise. You need to add Mike as a non-trade vendor and complete the
VPY (Vendor Bank Account Payment Method) screen.

Office of the State Controller

Returmto: NOAS Help Desk

Address: 1410 Mail Service Center
Ra'lu'igh.\ MO 2TH99-1410

Vendor Electronic Payment Form
Telephone: _219-707-0T95

Fax: 919-9%1-336]

For your convenience and benefit, the State of North Carolina offers payees the opportunity to
receive fulure payments electronically, rather than by check. Your payments will be deposited
into the checking or savings account of your choice. In addition to having the money deposited
electronically, you also will be notified of the deposit either by fax or by email. The fax or email
will provide you with all the information that would normally be on your check stub. To receive
payments electronically, you must print, complete this form, attach a voided check and return
bath to the address above.

®*  PRINT the following information.

Payee Mame Michael R Ahrams
Federal ID #/ Social Security # B78912345

Bank Mame Training Bank
Bank Routing Mumber 053000219

{ ) Checking Account #

(X ) Savings Account # 123045807850
Remit Address{es) for Applicable Account{s) 902 Dunwoody Dr Raleigh WC 27678

* FAX or EMAIL ADDRESS for payment notification. (Flace a check mark in front
ofthe method of notification that you prefer.)

{ JFAX# S

Or

{ X )Email address __mikeabrams@namail com

Autharized Signature: Miclael ® 4brams Date_05-
2408

Title: _ Landscape Designer

®* ATTACHVOIDED CHECK

Office of the State Controller Pagel80



MM: APO1 Electronic Payments
Accounts Payable Overview

1. Type VSU in the NExT FUNCTION field and press ENTER to access the Vendor Setup
(VSU) screen.
ocP VENDOR SETUP VSuU
NEXT FUNCTION: €@® ACTION: 06/09/2011 10:47:49
REQUEST:
PAY ENTITY :__ @ VENDORNO : ©rour
VENDOR NAME : VENDOR TYP E:_ @
SHORT NAME : EDI/FAX CODE : _
--- ORDER FROM--  HOLD:_ DEFAULT ADDR:_ FAX
ADDR LINE 1: PHONE
ADDR LINE 2: STATECODE : __ VAL _
ADDR LINE 3: POSTAL CODE :
OPT ADDR 1: OPT ADDR USE : _
OPT ADDR 2: OPT STATECD : _ VAL _
CONTACT : OPT POSTAL CD:
--- REMIT TO -~  HOLD: _
ADDR LINE 1: PHONE (7]
ADDRLINE2: _ @ STATE CODE : o VAL: _
ADDR LINE 3: __ ¢y POSTAL CODE : ®
OPT ADDR 1: OPT ADDR USE : _
OPT ADDR 2: OPTSTATECD: __ VAL: _
CONTACT OPT POSTAL CD:
PAYMENT TERMS: _€® VENDOR STATUS: _
CONSL REPORTING INFO - PAY ENTITY: VEND NBR: GROUP NBR: __
2. Type XXPN in the pAY ENTITY field.
3. Type 678912345 in the VENDOR NO field.
4. Type Michael R Abrams in the VENDOR NAME field.
5. Type D in the vENDOR TYPE field.
6. Type abramsmichaelr in the SHORT NAME field.
7. Type 919-785-5555 in the pPHONE field.
8. Type 902 Dunwoody Dr in the ADDR LINE 2 field.
9. Type NC in the sTATE copE field.m
10. Type Raleigh in the ADDR LINE 3 field.
11. Type 27678-2040 in the POSTAL CODE field.
12. Type NET in the PAYMENT TERMS field.
13. Press ENTER to process the VSU screen.
14. Type G in the REQUEST field and press ENTER to display the record.
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At this point, you would normally complete the VGN screen with the vendor add date and the
VPN screen with the tax id number. For the sake of time in this class, we will assume we have
completed those screens at this point in the exercise.

15. Type VPY in the NEXT FUNCTION field and press ENTER to access the Vendor Bank
Account Payment Method (VPY) screen.

ocCP VENDOR BANK ACCOUNT PAYMENT MEHOD VPY
NEXT FUNCTION: ACTION: 06/09/2011 11:03:50
REQUEST:

PAY ENTITY  : XXPN

SHORT NAME ~ :ABRAMSMI  CHAELR

VENDOR NUMBER  : 678912345 GROUP: __

PAYMENT METHOD : @ BAP CODE:

------- DESTINATION BANK INFORMATION OVERRIDE = -------

ACCOUNTNUMBER :__ €®
ACCOUNT NAME

BANK ROUTING NUMBER : 8
NAME LINE 1 : [20)
NAME LINE 2

ADDRESS LINE 1
ADDRESS LINE 2
ADDRESS LINE3
POSTAL CODE : SAVINGS ACCT: _ (>}
PRENOTE o

STANDARD ENTRY CLASS :

EPAYINFO: _ @ @

16. Type USCK in the PAYMENT METHOD field.

payment.

The BAP cobE field must be left blank when setting up an electronic H

17. Type 123045607890 in the ACCOUNT NUMBER field.

18. Type Michael R Abrams in the ACCOUNT NAME field.

19. Type 053000219 in the BANK ROUTING NUMBER field.

20. Type Training Bank (the name of the bank) in the NAME LINE 1 field.

21. Type Y (yes) in the savINGS AcCT field to indicate the electronic deposit is to go to
Mi kesbés savings account .

1 The default for the saviNGs AccT field is N (no), indicating the checking
account should be credited with the electronic deposit.
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22. Type E in the first blank of the E PAY INFO field to indicate how Mike requests to receive
his confirmation of the deposit.

The options for the E PAY INFO field are as follows:

F Fax
E E-mail
| Inactivate

The email option is preferred by the OSC.

23. Type mikeabrams@nomail.com in the second blank of the E PAY INFO field and press
ENTER to set Mike Abrams up to receive electronic payments.

OCP VENDOR BANK ACCOUNT PAYMENT METHOD VPY
NEXT FUNCTION: ACTION: 06/09/2011 11:28:55
REQUEST:

PAY ENTITY XX PN

SHORT NAME : ABRAMSMICHAELR

VENDOR NUMBER  : 678912345 GROUP: __
PAYMENT METHOD :_ € BAP CODE:

------- DESTINATION BANK INFORMATION OVERRIDE =~ -------

ACCOUNT NUMBER

ACCQ@NT NAME :

BANK ROUTING NUMBER :
NAME LINE 1

NAME LINE 2

ADDRESS LINE 1

ADDRESS LINE 2

ADDRESS LINE 3

POSTAL CODE : SAVINGS ACCT: _
PRENOTE L
STANDARD ENTRY CLASS : ___

E PAY INFO: _

24. Type a G in the REQUEST field.

25. Type USCK in the pAYMENT METHOD field and press ENTER to display the VPY screen
and verify that all data has been correctly entered.
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Bank Account & Bank Routing Numbers

It is critical that the correct bank account number and the correct bank routing number for the
bank are entered on the VPY screen. On a personal check, the routing code consists of nine
numeric digits that are always placed between two similar brackets. The bank account number
follows the routing code. No spaces should be entered in the account number even if it looks
like there are spaces on the check. If the check number is imbedded in the bank account
number, do not enter the check number as part of the account number. These two numbers
must be keyed correctly and in the correct fields. If there are any mistakes, the payment will not
be deposited and will be returned to the OSC causing a delay in the payment. Below are some
sample checks identifying the proper numbers. If there are any questions regarding what
numbers to use call the OSC Support Services Center (919-707-0795) for assistance.

Examples of bank routing account numbers follow:

o — Sy .
JAMES ROBEATSON cow araesr 1370
w (=
T e i ot

oRDeR OF $
— —— e e, HOLLARS
5t SAMPLE

CORINTHIAN “CO"

Fom -
The nine digits BL2ILSE7AOE L1770 Q22222222
between these two
symbols are always These ten digits are the
the routing code.

bank account numbers.

Bank routing number = 123456780
Bank account number = 2222222222
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CHECKWORKS, INC.

D, BOX $O065

CITY OF INDUSTICY, CA 8TTE-0065
{B00) 202-7926 OR (G26) 3B3-14d

7 rmerie—

POLLARS m=

BUSINESS CHECK - WALL STREET (WS5)
FONT: (5) FREEHAND / STUB: GENERAL

*00L577" 2123L567B0333333333]3

The nine digits 'Ilr E
between these two These ten digits are the

symbols are always bank account numbers.
the routing code.

Bank routing number = 123456780
Bank account number = 3333333333

ERADLEY J. OLSEH 1001

15 LEsd e
Pas
;?‘IITEHR‘QI' | &
DeLLARS
FO U ERLAE L L IR ET T LTS
AHCCTOU, LA 121
Fer
nhk2IL5SE7E S, & 23wl SETO MO &

The nine digits 'I These seven
between these two | digits are the bank
symbols are always account numbers.
the routing code.

Bank routing number = 123456789

Bank account number = 1234567 (Do not enter spaces in
this number.}
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CUaRY ] e o el e
cry. n b0 |
(. FEEETY e
- Oy ___nfle Vil Ganterns
- Hamber: 1 . |
i = ra T L
g E oy iory i -
B -
2 fzi Oyt | Lressenacns
- i:n iy al = _]l
&5 ;g w—wi (=11 .
g E! Talnl Gann _]
§ z 3 [ [t aates b b ]“W'm#
Your Compaty Nams .
A e Drwrd

¥oa Teen, b rEs

Tala: &

eR2ALE ] 3LERTET ML2iiddN2In

J \ )

The nine digits These seven digits
between these two are the bank account
symbols are always numbers.

the routing code.
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NCAS Enhancements

The OSC has added a security feature to the NCAS. During nightly processing the bank
account number is blanked out from on-line viewing and from the data frames used for IE
reporting. The day after the transaction is entered the phrase BANK ACCOUNT MOVED TO
SECURE FILE is placed in the account number field.

OCP VENDOR BANK ACCOUNT PAYMENT METHOD VPY
NEXT FUNCTION: ACTION: 06/09/2011 11:28:55
REQUEST:

PAY ENTITY : XXPE ROBERT SMITH

SHORT NAME : SMITHROBERT 5555 FIFTH AVE N

VENDOR NUMBER : 333333333 GROUP: __ RALEIGH

PAYMENT METHOD :USCK BAP CODE: ____

------- DESTINATION BANK INFORMATION OVERRIDE = -------

ACCOUNT NUMBER : BANK ACCOUNT MOVED TO SECURE FILE
ACCOUNT NAME : BOB6S CHECKI NG ACCOUNT
BANK ROUTING NUMBER : 050505050

NAME LINE 1 1 XYZ NATIONAL BANK

NAME LINE 2 :

ADDRESS LINE 1 . : 100 MAIN STREET
ADDRESS LINE 2 :

ADDRESS LINE 3 . : RALEIGH, NC
POSTAL CODE 127613 -1234 SAVINGS ACCT: N
PRENOTE :

STANDARD ENTRY CLASS ©___
EPAY INFO: E  RSMITH@OSC.NC.GOV

Another change that has been made to the NCAS is that on any of the screens used for
employee/vendor payments, a message is displayed at the top of the screen displaying that the
vendor is set for electronic payment. This allows you to include remit messages appropriate for
electronic payments. For instance on an electronic payment you would not want to enter a
message that reads AATTACHMENT ENCLOSEDO.

Four screens display the electronic payment message if you have an electronic type vendor: the
Invoice Worksheet (IWS), Employee Worksheet (EWS), Invoice Matching (IMP), and the
Employee Advance Request (EAR) screens. Two examples follow:
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OCP INVOICE WORKSHEET 1 IWS -1T
078 i VENDOR /FACTOR IS SET FOR ELECTRONIC PAYMENT
NEXT FUNCTION: ___ ACTION: 06/09/2011 13:50:33
REQUEST: \
INVOICE NUMBER : __ETEST- 1 DATE: 05/30008 MODEL: _
VENDOR SHORT NM:HUMMLEYINTL CURR
VENDOR NUMBER :_ 040404040 A _ CM/DM
PO REFERENCE : COUNTY CODE: MULTI PYMT: _
TERMS CODE: ___ PYMT DUE DATE: DISCOONT AMT/PCT:
REMIT MSG: ___

SIGNATURNAPPRCD:
LINE AMOUNT/PERCENT EXP CO ACCOUNT  CENTER BID PROJECT
QUANTITY UNIT  ITEM NUMBER DESCRIPTION PRORATE (T F AD) USE 99 NCG FED
0001 L
0002 . T

______1 Electronic

0003 _ Payment I
5004 — - Message —
SALES TAX/VAT :___ FREIGHT :
ADDITIONAL COST: __ GROSS AMOUNT:
OCP AP EMPLOYEE ADVANCE REQUEST EAR
078 i VENDOR /FACTOR IS SET FOR ELECTRONIC PAYMENT
NEXT FUNCTION: ACTION: 06/09/2011 13:54:36
REQUEST: 7
PAY ENTITY - XXPE EMPLOYEE NUMBER :_ 333333333 A_

EMPIOYEE SHORT NAME: SMIT/fROBERT
ADVANE VOUCHER NBR: ADV@#51208
VOUCHER DATE  : 051208

TRAVEL REQUEST NBR :
REMIT MESSAGE:

ADVANCETYPE P ADVANCE ISSUE DATE: 051205
BID IDENTIFIER ) TRIP NUMBER  :

GLEFFECTIVE[ Electronic EMPLOYEE ADV IND :___

BANK ACCT pyy  Payment

CURRENCY col]  Message ADVANCE AMOUNT : 100.00
SIGNATURE APPROVAL: NCG:
HANDLING CODE FED:

REASON CODE/DESC

ADVANCE CO/ACCT/CTR: XX01 532799 1000
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The PYL screen and the DPG screen reflect the type of payment that was made. On PYL, all

paper checks are identified with an S for system, M for manual, N for non-system, or E

electronic payments. Also, as soon as an E-payment is made, the system automatically clears

it There are no checks to clear through
DPG screen displays the payment type, ELECTRONIC, on all payments sent electronically.
Review the screens below to see examples of this.

OCP AP PAYMENT LIST PYL

NEXT FUNCTION: ACTION: HISTORY: _  06/09/2011 14:06:11

PAY ENTITY: ____ VENDOR NBR: __ SHORT NAME:

BAP CODE : XXD PAYMENT REFERENCE NUMBER: 0000034256

BEGINNING PAYMENT DATE: ENDING PAYMENT DATE:

BAP PYMTREF e PAYMENT-------- CLEARANCE REPLACE
CODE NUMBER AMO UNT DATE TYPE STAT  DATE PYMTREF S

XXD 0000034256 175.00 05 /12/08 E CLEARED  05/15/08 _
XXD 0000034257 105 00 05/12/08 E CLEARED  05/15/08 _
XXD 0000034258 15 00.00 05/12/08 E CLEARED  05/15/08 _
XXD 0000034259 10 .00 05/12/08 S OPEN _
XXD 0000034260 10 0.00 05/12/08 S OPEN \

XXD 00000 34264 100.00 05/12/08 S OPEN Payment _
XXD 0000034265 .00 05/ 16/08 S VOIDED Identifier -
XXD 0000034266 106 .00 05/16/08 E OPEN

XXD 0000034268 10.00 05 /16/08 S OPEN

STATUS: END OF LIST

OCP AP DOCUMENT PAYMENT GENERAL INFORMATION DPG

111 - PAY ENTITY MUST BE ENTERED

NEXT FUNCTION: ACTION: HISTORY: _  06/09/2011 14:14:30

BROWSE: _

PAY ENTITY : XXPT VEND/EMP NBR: 987654321 A _

VEND/EMP SHORT NAR: ROYCEBAKERY ___ DOCUMENT NBR: 467913

DOCUMENT DATE  : 04/30/2008 PAYMENT NBR: 001 PRT L PYMT NBR: 000

IND  AMOUNT

SALES TAX/VAT 7.00 VAT INCLUSIVE : N

SALES TAX2 EXPENSE IND

SALES TAX3 GL EFFECTIVE DATE: 05/12/2008

FREIGHT : EXTRACT DATE

ADDITIONAL COST : ACCRUAL CANC DATE:

GROSS INVOICE : 107.00 CURRENCY CODE

PAYMENT AMOUNT : 107.00 DISCOUNT TYPE :  NOT TAKEN

AMOUNT PAID 107.00  DISCOUNT TAKEN : .00
PAYMENT STATUS : PAID

PAYMENT TERMS : NET PAY IMMEDIATELY PAYMENT REF NBR : 0000034257

PAYMENT DATE :  05/12/2008 PAYMENT TYPE :  ELECTRONIC

PAYMENT ROUTE CD: HANDLING CODE

FACTOR NUMBER : ONE INVC PER PYMT:

REASON CODE/DESC : BANK ACCT PYMT CD: XXD
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MM: APO1 Electronic Payments
Accounts Payable Overview

In the event that a payment needs to be cancelled, a report has been created that identifies all
payments that were sent electronically for a particular day. Contact the OSC Support Services
Center immediately for assistance with this process.

An example of the report follows:
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MM: APO1 Electronic Payments
Accounts Payable Overview

Each electronic payment has an e-mail or fax sent to the vendor or employee. A sample of an
e-mail follows:

The fax looks similar to the e-mail. Both documents display all the information normally printed
on a check stub.

The OSC has set up a ship code of three asterisks (***) on the Ship-To (STT) screen for every
agency paying entity. This ship-to-address and phone number is used to print the payment
notification form sent to the employee/vendor. (See the highlighted address above). The
agency or the OSC can correct this information if it is incorrect. Before any E-payments are
sent, the agency must verify this address on the Ship-To Codes (STL) screen to ensure that the
address on the Ship-To Codes (STL) screen to ensure that the address and phone number are
accurate for all agency pay entities. Examples of the STL and STT screens are displayed
below.
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MM: APO1 Electronic Payments
Accounts Payable Overview

OCP SHIP - TO CODES STL
NEXT FUNCTION: ACTION: 06/09/2011 15:05:03
REQUEST:

PAY ENTITY: XX PT

SHIP-TO NAME POSTAL
CODE PHONE NO. ADDRESS CODE

*** NC DEPT OF PUBLIC INSTRUCTION ACCOUNTS PAYABLE
301 N WILMINGTON ST
919- 807 - 3649
RALEIGH, NC 27601 - 2825
APP CARL RICHARDSON C/O STEVE DYCHE DIRECTOR
221 WALKER HALL
APPALACHIAN STATE UNIVERSITY

BOONE, NC 28608
DPI  EDUCATION BUILDING NC DEPT. OF PUBLIC INSTRUCTION
MAIL & MAT ERIALS CENTER
919- 807- 3668 301 NORTH WILMINGTON STREET
RALEIGH, NC 27601 - 2825

PAGE NO: 1 SCREEN STATUS: MORE

OCP SHIP-TO STT
NEXT FUNCTION: ACTION: 06/10/2011 09:21:50
REQUEST:

PAY ENTITY @  XXPT
SHIP- TO CODE: ***

NAME :N DEPT OF PUBLIC INSTRUCT ION
ADDRESS 1 : ACCOUNTS PAYABLE

ADDRESS 2 : 301 N WILMINGTON ST

ADDRESS 3

ADDRESS 4 : RALEIGH NC

POSTAL CODE : 27601 - 2825

PHONE NO. :919 -807-3649

The AP-P0006 and P0O0Q7 reports in report series MM122-5 have been modified so that E-
payments can be identified. An E has been placed in front of each payment reference number
created as an electronic payment. Alrgportsnot e t hat
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MM: APO1
Accounts Payable Overview

Electronic Payments

REPORT ID = AP-FOODG SYSTEM PAYMENT REGISTER BY ENTITY
TIME b 04:58:40
12PT DEPAFTMENT OF IMSURRMCE CURRENT PFAY DATE @ O08/17/2008

TRADE ACCDUNTS PRYPRBLE

H 54

OF: DB/sle/2008

FAY REF NER  PAY DETE  VENDOR HO VENDOR NAME AODRESS-1
EDDRESS-Z CITY STRTE ZIP
RT CD INWDICE NIMBER INV DATE PYND FRT SOURCE CODE GROSS AMOUNT DISCOUNT AMOUNT — WITHHELD BMOUNT NET AMOIUNT
————— PRYMENT SUMMARY INVDICE DETAIL COUNT 2 NET AMOUNT 330.40
E 10029038 08/17/2008 362407381 E
ODOOFS39¥F-320 0B/05/08 1 081700 4468 24.90 0.00 0.00 4.3
————— PRYMENT SUMMRRY INVDICE DETAIL COUNT 1 NET AMOUNT 24,30
10023039 8/17/2008 541021611 A MANAGEMENT CONCEFTS INC 8230 LEESBURG FIKE
SUITE B00 VIENN VA 22182
REG/ (2)W/C 0B/07/08 1 081700 5064 375.00 0.00 0.00 375.00
————— PRYMENT SUMMARY INVDICE DETAIL COUNT 1 NET AMOUNT 375. 00
10023040 08/17/2008 560903427 D FORMS & SUPFLY INC B0 BOK 563953
CHRRLOTTE NC 2B256
4275124-0 08/10/08 1 081400 5062 37.26 0.00 0.00 37.26
4275143-0 08/10/08 1 081700 5065 26.88 0.00 0.00 26.88
4275235-0 08/10/08 1 081700 5065 183.584 0.00 0.00 189. 84
————— PRYMENT SUMMARY INVDICE DETAIL COUNT 3 NET AMOUNT 253.38
10023041 0®/17/2008 560952955 C BRIGHTER LIVING EXFD B0 BOX 1183
MOREEEAD CITY NC 28557
BOOTH/ SHITFLO-00 08/14/08 1 081700 5064 50.00 0.00 0.00 50.00
————— PRYMENT SUMMARY INVDICE DETAIL COUNT 1 NET AMOUNT 50.00
10029042 0@/17/2008 561130957 B NC DEPT. OF ADMINISTRATICN OFFICE OF FISCAL MANAGMENT
1306 MAIL SERVICE CENTER RALEIGH NC 27639-13086
M0100203 08/10/08 1 081700 5064 46.20 0.00 0.00 46.20
00100245 08/10/08 1 081700 5064 1.17 0.00 0.00 1.17
————— PRYMENT SUMMARY INVDICE DETAIL COUNT 2 NET AMOUNT 47,37
10023043 08/17/2008 561340046 A NEWTCH'S FIRE & SAFETY, INC. PO BOX 13
SWEPSONVILLE NC 273539
3041 08/07/08 1 081700 4468 44 .60 0.00 0.00 44.80
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MM: APO1 Electronic Payments
Accounts Payable Overview
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