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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: 
 
 Å Add and change vendors 
 Å Create control groups 
 Å Process direct invoices 
 Å Process employee transactions 
 Å Process Grants and Awards 
 Å Request payment cycles 
 Å Cancel checks and remaining payments 
 Å Handle special accounts payable processes 
 Å Maintain documents 
 Å Review accounts payable information 

Quick Reference Guides (QRGs)  
 
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. 
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Business Process Overview  
 

Overview  
 
The basic activities of an agencyôs accounts payable department are making payments and 
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: 
 
Å Adding and changing vendors 
Å Creating control groups 
Å Processing direct invoices 
Å Processing matching invoices 
Å Processing travel advances and employee reimbursements 
Å Handling special accounts payable processes 
Å Maintaining documents 
Å Reviewing accounts payable information 
 
In addition to overseeing AP clerks, the Accounts Payable manager is responsible for the 
following: 
 
Å Overseeing all daily AP activities 
Å Establishing payment cycles 
Å Processing payments 
Å Payment inquiries 
 
We will not cover all of these areas in this course. OSC offers other courses that cover these 
responsibilities in depth: 
 
Å AP03 - Accounts Payable Matching 
Å VN01 - Vendor Processing 
Å 1099 Processing 
Å FA01 - Fixed Asset Basics 
 
The diagram on the next page illustrates the tasks performed by both AP clerks and managers 
in the NCAS environment. 
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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. 
 
Å 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. 
 
Å In order to pay employee reimbursements and travel advances, agencies set up and 
 maintain their own employee vendor files. 
 
Å 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: 
 
Å Direct invoices 
Å Matching invoices 
Å Employee advances 
Å Employee expense reimbursements 
 
 

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. 
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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. 
 

Requesting 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 report. In addition, you can specify the reportôs 
level of detail. 
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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: 
 
Å As documents are entered, the system automatically checks the Budgetary Control 
 module to see if funds are available. 
 
Å Purchase order information (e.g., item, quantity, unit price, accounting distribution) from 
 the Purchasing module is used when matching invoices, which minimizes data entry. 
 
Å Journal entries (e.g., payments, encumbrances) are automatically generated by the 
 system and are posted to the General Ledger. 
 
Å All financial information is passed to the general ledger through the financial controller. 
 All financial entries are posted in the general ledger 
 
Å Information is passed to the Fixed Assets module when invoices reference a fixed asset 
 account. 
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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 forwardðor defaults ðinformation 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. 
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Your agency may use additional buying entities if it has unique business 

requirements. For example, the Department of Correction established a 

third buying entity, 42BI, for the purchase of inventory. Additional buying 

entities must be reviewed and approved by the OSC to ensure compliance 

with the NCAS business model. 

 

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 establishes the agencyôs address 
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 
    I = Inventory 
 
                                For example, 
 
          Å DPI uses 08EG for purchases of goods. 
          Å OSA uses 06ES for purchases of services. 
 
 
 

 

 

 

   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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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. 

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, 

¶ DOI uses 12PT to pay a trade vendor. 

¶ The OSC uses 14PE to pay employee advances. 

 
 

 

 

 

  

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-allowed indicator to ñno.ò                                                                                                   
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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  
    questionnaire asks the vendor to verify all information. For  
    example, the vendor identifies his or her payment terms, which  
    may be different from the default. This is where a vendor would  
    establish payment terms if different from the entity default. The  
    OSC then makes any changes or additions to the file, ensuring  
    that all information is accurate and current. This process   
    demonstrates how policy established at a higher levelðin this  
    case, the paying entityðis more general than the specific   
    information entered at a lower levelðin 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. 
 
 

Item 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 
requisitionerôs last opportunity to override default values before the requisition is sent to the buyer 
for processing. 

 

Purchase Order Header and Line  
These levels represent the buyerôs last opportunity to override default values before the 
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 ñnoò for that particular PO or PO line. 
 
 
 

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 
 invoices.  Other policies are established at the control document 
 level. For example, the AP clerk can enter a payment routing code 
 to instruct the system that all the payments for a particular control 
 group should be hand delivered. 
 
 
 
                                                                                                      

Invoice Header  
The invoice header level represents an opportunity for the AP clerk  
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  
code that defaults from a higher policy level (paying entity or vendor 
 definition levels). This terms code would then apply to the entire 
 invoice. 
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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 
vendorôs 1099 code defaults from the vendor definition level. If a particular invoice line requires 
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 vendorðfor 
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. 

 
The AP clerk can also override payment terms. For example, the vendorôs invoice          
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: 
 
Å Your agency can automatically and consistently apply general business policies to all 
 transactions. 
 
Å Your agency has access to statewide vendor and item files, which contain statewide 
 policies and defaults. 
 
Å The Accounts Payable department can control invoice processing options. 
 
Å Accounts Payable clerks can override policy when needed. 
 
Å Accounts Payable clerks save time because policy decisions are entered once. 
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Adding and Changing Vendors  
 

 

 

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: 
 
Å Trade vendors 
Å Employee vendors 
Å 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). 
In order to establish a trade vendor, the vendorôs federal identification number or social security 
number must be known. 
 
The following are Statewide Trade Vendor File characteristics: 
 
Å Acts as a master file that is shared by all agencies 
Å Contains essential information about vendors (such as a vendorôs remit-to address) 
 
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. 
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Three screens are used to request the addition of a trade vendor: 
 
Å 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. 
 
Å 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. 
 
Å The Remit to Vendor Setup (VRS) screen is an inquiry screen that displays detailed 
 information about the vendorôs remit-to address. Your agencyôs accounts payable 
 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: 
 
Å Use the federal tax ID or the social security number as the vendor number. 
 
Å Use the REMIT MSG field on the IWS-1T screen to identify an "in care of" recipient. 
 (Remember...do not use slashes.) 
 
Å Use the REMIT MSG field on the IWS-1T screen to identify an ñin care ofò recipient. 
 
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: 
 
 
Å 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-
tonicsô federal ID number is XX9876543. The contact person is Randy 
James. Tectonicsô address and phone number are as follows: 
 
 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. 

 

 

 

 

 

 

 

 

 

 

 

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

DESIRE field and press ENTER. 

 

 

 

 

 

 

 

 

 

 

 

2. Type 06 in the ENTER THE SYSTEM NUMBER YOU DESIRE field and press ENTER to access 

the Accounts Payable (APM) screen.  

     ******    ***     ********       *****      ***** ***   

     ** * ***   ***    ***    ***     *******     **********   

     ***  ***  ***   ***            ***   ***     ****   **   

     ***   *** ***   ***           ***     ***      ****   

     ***    ** ***   ***           ***********   **  *****   

     ***     *****    * **    ***   ****   ****   **********   

     ***      ****     ********    ****   ****   *** *****   

    

    NORTH CAROLINA ACCOUNTING SYSTEM -  P REGION  

    MAIN MENU  

    

               A ï PAYROLL/PERSONNEL 

 

                     B ï FINANCIAL SYSTEMS 

 

                E ï INFORMATION EXPERT 

  

    

            ENTER THE SYSTEM TYPE YOU DESIRE: __   

    

    

    

 

ACTION ___                                          DCI Release 01.00  SOX 

1

  ******    ***     ********       *****      ***** ***  

  *** ***   ***    ***     ***     *******     **********  

  ***  ***  ***   ***            ***   ***     ****   **  

  ***   *** ***   ***           ***     ***      ****  

  ***    ** ***   ***           ***********   **  *****  

  ***     *****    ***    ***   ****   ****   ******** **  

  ***      ****     ********    ****   ****   *** *****  

   

       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: __ 

 

   

ACTION ____                                            DCI Release 01.00 SOX

      

2
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3. Type VSL in the NEXT FUNCTION field and press ENTER to access the Vendor Short 

Name Lookup (VSL) screen.  

 

 

 

 

 

 

 

 

 

 

 
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 ñ@ò allows you to type part of a vendor name to access all vendors beginning 
with the letters ñt-e-c.ò 

   

OCP AP                         ACCOUNTS PAYABLE                        APM  

 

NEXT FUNCTION: ________ 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

 

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: ____________  
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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. 

 

 

 

 

 

 

 

 

 

 

 

7. 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. 

 
8. Type XX9876543 in the VENDOR NO field.  Remember that the vendor number is the 
vendorôs federal ID or social security number. 

 
9. Type tectonics incorporated  in the VENDOR NAME field.  The name prints on the check 

exactly as it is typed here. 
 
 

OCP                            VENDOR SETUP                            VSU  

 

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

REQUEST: ________  

===================================== ==========================================  

PAY ENTITY   : ____     VENDOR NO   :    __________   GROUP        :  __  

VENDOR NAME  : ______________________________         VENDOR TYPE  :  _  

SHORT NAME   : _______________                        EDI/FAX CODE :   _ 

---  ORDER FROM -- -   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:  ______________________________   OPT STATE CD :  __   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 USE :  _  

OPT ADDR  2:  ______________________________   OPT STATE CD :  __   VAL:  _  

CONTACT    :  ______________________________   OPT POSTAL CD:  __________  

PAYMENT TERMS:  ___                              VENDOR STATUS:  _  

CONSL REPORTING INFO  -   PAY ENTITY: ____  VEND NBR: __________  GROUP NBR: __  
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The default for the VENDOR 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 

only. You must type employee vendorôs name in reverse order (last name first). It 

does not default correctly. 

Do not use slashes (ñ/ò) anywhere in your vendor request.  This could cause the 

vendor record to be corrupted and unusable.  For ñin care ofò recipients, use the 

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. 

 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. 

 
 
 
 
 

 

 

 

 

 

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 for use on a purchase order.  The vendorôs 

ORDER FROM data is ñpushedò to NCAS from E-procurement.   

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 CODE 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. 
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Complete zip code numbers can be located on the United States Postal Servicesô 

web site: http://www.usps.gov/zip4 

 

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 

You must type your name, full telephone number (with area code if outside of 

Raleigh), and agency-division in the OPT 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. 

 

16. Type 27106-2618 in the POSTAL CODE field. 

 1   The nine-digit zip code is required. 

 

 

 

17. Type phone #: 336 -967-4531 in the OPT ADDR 1 field.  The OPT ADDR fields are used to 

enter other information about a vendor, such as a second phone number. 

 

 

 

 

 

 

 

 

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

 

Example:  Jane ï 828-358-3546 @ DOJ-JA 

 

 

 

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. 

http://www.usps.gov/zip4
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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. 

 
 
 

WALKTHROUGH: Requesting the Change of a   
Trade Vendor Before  It Has Been Added  

 
 

 

 

 

 

1. Type VSL in the NEXT FUNCTION field and press ENTER to access the Vendor Short 

Name Lookup (VSL) screen. 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

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
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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. 
 
 
 

 

 

 

 

 

 

 

 

 

 

 
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. 
 
 
 
 
 
 

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 :  _  

---  ORDER FROM -- -   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:  ______________________________   OPT STATE CD :  __   VAL:  _  

CONTACT    :  ______________________________   OPT POSTAL CD:  __________  

---  REMIT  TO  ---   HOLD: _  

ADDR LINE 1:  ______ _____ ___________________    PHONE        :  800 - 755 - 9877  

ADDR LINE 2:  148 ELM ST STE 1200 __________   STATE CODE   :  NC   VAL:  Y  

ADDR LINE 3:  CHARLOTTE_____________ ________   POSTAL CODE  :  27106 - 2618  

OPT ADDR  1:  PHONE #: 336 - 967 - 4531 _________   OPT ADDR USE :  _  

OPT ADDR  2:  __________________________ ____   OPT STATE CD :  __   VAL:  _  

CONTACT    :  RANDY JAMES___________________   OPT POSTAL CD:  __________  

PAYMENT TERMS:  ___                            VENDOR STATUS:  _  

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

 

After keying in the employee information on the VSU screen, the federal tax ID number 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  
 

  

 

 

 

 

 
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. 

 

 

 

 

 

 

 

 

 

 

 

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 ñ@ò allows you to type part of an employeeôs name to access all employees 
beginning with the letters ñm-i-l-l.ò 

 

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: ____________  
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4. Scroll down the list to find the employeeôs name. 

 
 
Note that Michael Millerôs name is not listed. 
 

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. 

 
 
 

 

 

 

 

 

 

 

 

 

 

6. Type 022030444 in the VENDOR NO field. 

7. Type Michael Miller  in the VENDOR NAME field. 
 

8. Type E in the VENDOR 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. Type 704-983-0002 in the PHONE field of the REMIT TO section. 

11. Type 180 w state st  in the ADDR LINE 2 field. 

12. Type nc  in the STATE CODE  f ield. 

OCP                            VENDOR SETUP                            VSU  

 

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

REQUEST: ________  

===============================================================================  

PAY ENTITY   : XXPE      VENDOR NO   :    __________   GROUP        :  __  

VENDOR NAME  : ______________________________         VENDOR TYPE  :  _  

SHORT NAME   : _______________                        EDI/FAX CODE :  _  

---  ORDER FROM -- -   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:  ______________________________   OPT STATE CD :  __   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:  ______________________________   OPT STATE CD :  __   VAL:  _  

CONTACT    :  ______________________________   OPT POSTAL CD:  __________  

PAYMENT TERMS:  ___                              VENDOR STATUS:  _  

CONSL REPORTING INFO  -   PAY ENTITY: ____  VEND NBR: __________  GROUP NBR: __  
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13. Type charlotte in the ADDR LINE 3 field. 

14. Type 28128-4857 in the POSTAL CODE f ield. 

15. Press ENTER to  complete the  ent ry .  

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

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

 
 
 

 

 

 

 

 

 

 

 

 

18. Type todayôs date in the VEND ADD field to indicate the date you are adding the vendor to 

your agencyôs employee vendor file.  Be sure to type the date as an 8-digit number.  (For 

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

19. Press ENTER to add the date and to clear the screen.  The message 218 ï PLEASE 
ENTER DESIRED REQUEST is displayed on the screen. 

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

 
21. Type VPN in the NEXT FUNCTION field and press ENTER to access the Vendor Payable 

Information (VPN) 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 NBR  : ____________________  VEND ADD:  __________  

  ORDER FROM EMAIL     : ______________________________  

  REMIT TO EMAIL       : ______________________________  
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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. Type the employeeôs short name in the SHORT NAME field  
 and press ENTER.  (You can also type the first four letters of  
 the employeeôs last name followed by the @ symbol in the  
 SHORT NAME field or type the employeeôs social security  
 Number in the VENDOR NO field.) 
5. Type your changes  and erase any extra characters. 

6. Press ENTER to make the change. 

 
 

 

 

 

 

 

 

 

 

 

 

22. Type 022030444 in the TAX ID NUMBER field and press ENTER to complete adding the 

vendor.  The message 218 ï PLEASE ENTER DESIRED REQUEST  is displayed on 

your screen. 

You have now added an employee vendor to your agencyôs employee vendor file. 

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

entered correctly. 

 

 

 

 

 

 

 

 

 

  

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                 : ___  

TAX ID NUMBER       : ____________________ TAX ID EXPIRATION DATE : __________  

1099 CODE           : __                   1099 WITHHOLDING RATE  : _____  

1099 PAYEE NAME     : ______________________________ 1099 USE NAME: _  

VENDOR CURR CODE    : ____  

 

DUNS NUMBER: _______________   TYPE : __  

CORPORATE CREDIT CARD 2: _______________   TYPE : __  
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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 vendorôs federal ID number or social security number be used as the 
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: 
 
Å The Vendor Setup (VSU) screen is used to set up the vendorôs name, short name, 
 address, and telephone information. 
 
Å 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. 
 
Å 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 I in the VENDOR STATUS field on 
the VSU screen. 
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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. 

WALKTHROUGH: Adding a Non -Trade Vendor  
 
 

 

 

 

 

 

 

1. Type VSL in the NEXT FUNCTION field and press ENTER to access the Vendor Short 

Name Lookup (VSL) screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 ñ@ò allows you to type part of a vendor name to access all vendors beginning 
with the letters ñmartin.ò 

 
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. 

 

 

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

3

4
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5. Type the non -trade paying entity (XXPN)  in the PAY ENTITY field.  Your agency and the 

OSC have determined your agencyôs non-trade paying entity.  For purposes of this 

course, we will use XXPN as the non-trade paying entity. 

6. Type 033040555 in the VENDOR NO field. 
 

7. Type 01 in the GROUP field.  The number indicates the vendorôs location. 
 

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. 
 

OCP                            VENDOR SETUP                            VSU  

 

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

REQUEST: ________  

===============================================================================  

PAY ENTITY   : ____     VENDOR NO   :    __________   GROUP        :  __  

VENDOR NAME  : ______________________________         VENDOR TYPE  :  _  

SHORT NAME   : _______________                        EDI/FAX CODE :  _  

---  ORDER FROM -- -   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:  ______________________________   OPT STATE CD :  __   VAL:  _  

CONTACT    :  ______________________________   OPT POSTAL CD:  __________  

---  REMIT  TO  ---   HOLD: _  

ADDR LINE 1:  ______________________________   PHONE        :  ____________  

ADDR LI NE 2:  ______________________________   STATE CODE   :  __   VAL:  _  

ADDR LINE 3:  ______________________________   POSTAL CODE  :  __________  

OPT ADDR  1:  ______________________________   OPT ADDR USE :  _  

OPT ADDR  2:  ______________________________   O PT STATE CD :  __   VAL:  _  

CONTACT    :  ______________________________   OPT POSTAL CD:  __________  

PAYMENT TERMS:  ___                              VENDOR STATUS:  _  

CONSL REPORTING INFO  -   PAY ENTITY: ____  VEND NBR: __________  GROUP NBR: __  
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Always include the additional four digits in the zip code.  Complete zip 

code numbers can be located on the United States Postal Servicesô 

web site: http://www.usps.gov/zip4 

 

15. Type 27513-6235 in the POSTAL CODE field. 
 
 

 

 

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

 
 
 
 

 

 

 

 

 

 

 

 

 

20. Type IND in the CATEGORY CODE 1 field to indicate that Jill is an individual. 

 

 

 

 

 

 

 

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 NBR  : ____________________  VEND ADD:  __________  

  ORDER FROM EMAIL     : ____________________ __________  

  REMIT TO EMAIL       : ______________________________  
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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 ñTax Exempt, Non-Profit Vendor.ò 

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 to describe a ñTax Exempt, Non-Profit 
  Vendor.ò 
 
If a vendor is an out-of-state vendor, type 999 in the CATEGORY CODE 
5 field. 

 

 

 

 

 

 

 

 

21. Type 092 in the CATEGORY CODE 5 field to indicate Jillôs remit-to county is Wake County. 

  

 

 

 

 

 

 

 

 

 

22. Type todayôs date in the VEND ADD field to indicate the date you are adding the vendor to 

your agencyôs non-trade vendor file.  Be 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 if you change the vendorôs city/county address, the VGN screen must be  
        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. 

 
 
 

 

 

 

 

 

 

 

 

 

 

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 CODE field and press ENTER to complete the addition of the vendor 
to your non-trade paying entity.  The message 218 ï PLEASE ENTER DESIRED 
REQUEST is displayed on the 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 NAME   :  

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          : _  

SIGN APPROVAL CODES : ___ ___ ___ ___ ___  USE TAX                : ___  

TAX ID NUMBER       : ____________________ TAX ID EXPIRATION DATE : __________  

1099 CODE           : __                   1099 WITHHOLDING RATE  : _____  

1099 PAYEE NAME     : ______________________________ 1099 USE NAME: _  

VENDOR CURR CODE    : ____  

 

DUNS NUMBER: _______________        TYPE : __  

CORPORATE CREDIT CARD 2: _______________   TYPE : __  
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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 

adding trade vendors. However, ñforeignò should be typed in the VENDOR NO field as the tax id 

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. 

 

 

 

 

 

 

 

 

 

 

 

Contact the OSC Support Services Center at (919) 707-0795 if you have any questions 

regarding the addition of a foreign vendor. 

 

 

 

 

 

 

 

OSP                            VENDOR SETUP                            VSU  

 

NEXT FUNCTION: ________ ACTION: ________                   05/09/2011  11:08 :32  

REQUEST: G_______  

===============================================================================  

PAY ENTITY   : VADD     VENDOR NO   :     FOREIGN      GROUP        :  __  

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

SHORT NAME   : 49THWESTGAME SINCOR                     EDI/FAX CODE :  _  

---  ORDER FROM ---   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 STATE CD :  __   VAL:  _  

CONTACT    :  ______________________________   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 STATE CD :  __   VAL:  _  

CONTACT    :  ______________________________   OPT POSTAL CD:  __________  

PAYMENT TERMS:  ___                              VENDOR STATUS:  _  

CONSL REPORTING INFO  -   PAY ENTITY: ____  VEND NBR: __________  GROUP NBR: __  
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Creating Control Groups  
 

 

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

Å Receiving documents 
Å Categorizing documents 
Å Batching documents into groups 
 
Depending on your agencyôs policies, documents may be received and categorized differently. 

Document entry is easier if documents are categorized according to type within paying entity. 

The types are as follows: 

Å A direct invoice  is an invoice that does not require a purchase order (e.g., utility and 

 phone bills). 

Å 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. 

Å An employee advance  is a form that an employee fills out in anticipation of travel 

 expenses. 

Å 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. 
 
Å 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: 

ð Helpful to the data entry person in balancing and tracking entered documents. 
 
ð Identified by control number, control date (the date the documents are batched) and 
 paying entity. 
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ð Used to assist in document tracking, specification of default information, processing 

 instructions, balancing, and external filing of documents. 

Å 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. 

Å Once control numbers have been assigned, all documents in the control group are 

 totaled. The total is determined by running a calculator tape. 

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

 identifies: 

 ð The paying entity 
 ð Entry method (documents type) 
 ð Control date (the date that the control group is created) 
 ð Control number 
 ð Your operator ID 
 ð The control group total 
  (Please refer to QRG 6: Accounts Payable Control Group Header .) 

Å 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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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. 

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: 

Å Paying entity 
Å Control number 
Å Control amount (the total from the calculator tape) 
Å Control date (will default to the current date) 
Å Entry method 
 
 ð Direct invoice (D) 
 ð Matched invoice (M) 
 ð Employee payable (E) 
 
 
The following walkthrough demonstrates how to complete the Control Document Entry (CDE) 
screen. 
 
 

WALKTHROUGH : Entering a Control Group  
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1. Type CDE in the NEXT FUNCTION field and press ENTER to access the Control Document 
Entry (CDE) screen. 
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The current date defaults into the CNTL DATE field. 

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

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

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

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

 
 
 
 

 

 

 

 

 

 

 

 
 

2. Type your paying entity (XXPT)  in the PAY 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. 
 

 

5. Type your first and last i nitials  in the APPL AREA field.  For tracking purposes, this field 

identifies the individual who entered the control group. 

 

1   The initials ñPSò cannot be used in the APPL AREA field.  They conflict with the  

       Purchasing (PS) module. 

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

 

 

 

 

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: ____  CNT L AMT   : ____________________  

CNTL DATE  : __________ APPL AREA     : __    AMT ENTERED:  

GL EFF DATE: __________ CURRENCY CODE : ____  DIFFERENCE :  

HANDLING CD: __         ENTRY 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     : ____________________    SALES TAX 3 IND     : ___  

OPTIONAL AMOUNT     : ____________________    VARIANCE INDICATOR  : ___  

ADDITIO NAL COST AMT : ____________________    ADDITIONAL COST IND : ___  

EXPENSE INDICATOR   : ___                     PAYABLES INDICATOR  : ___  

INTERCOMPANY PAY IND: ___                     INTERCOMPANY REC IND: ___  

BANK ACCT PYMT IND  : ___                     P AYMENT ROUTING CODE: ___ 

SIGNATURE APPROVAL  : ___ ___ ___ ___ ___     PROVISIONAL ACCT IND: ___  

REASON CODE/DESC    : ___ ______________      VAT INCLUSIVE       : _  
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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 

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 

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 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: 

¶ Direct Invoices 

¶ Matching Invoices 

¶ Employee Documents 

½ Employee travel advances 

½ Employee reimbursements 

 

Modifying the Control Document Entry (CDE)  screen  
 
Sometimes data is inadvertently omitted or entered incorrectly during entry of the Control 
Document Entry (CDE) screen. By using a series of ñhot keysò (numbers entered into the 
REQUEST field at the top of the screen), the CDE screen can be reaccessed and corrections can 
be made. 
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SCENARIO 
 

You enter data for a new batch control header screen, the Control Document 
Entry (CDE) screen. You realize you forgot to enter ñMò in the ENTRY METHOD 
field to indicate the batch is for matched invoices. The default for the ENTRY 

METHOD field is ñDò which now displays the IWS-1T screen for direct invoice 
entry. You need to access the CDE screen and change the ENTRY METHOD 
field to ñMò which will display the Invoice Matching (IMP) screen for matched 
invoice entry. 

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

WALKTHROUGH: Modifying the CDE Screen  
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1. Type CDE in the NEXT FUNCTION field and press ENTER to access the Control Document 

Entry (CDE) screen. 

 

 

 

 

 

 

 

 

 

 

 

2. Type your paying entity (XXPT)  in the PAY 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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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: ____  CNTL AMT   : ____________________  

CNTL DATE  : __________ APPL AREA     : __    AMT ENTERED:  

GL EFF DATE: __________ CURRENCY CODE : ____  DIFFERENCE :  

HANDLING CD: __         ENTRY 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     : ____________________    SALES TAX 3 IND     : ___  

OPTIONAL AMOUNT     : ____________________    VARIANCE INDICATOR  : __ _ 

ADDITIONAL COST AMT : ____________________    ADDITIONAL COST IND : ___  

EXPENSE INDICATOR   : ___                     PAYABLES INDICATOR  : ___  

INTERCOMPANY PAY IND: ___                     INTERCOMPANY REC IND: ___  

BANK ACCT PYMT IND  : ___                     PAYMENT ROUTING CODE: ___ 

SIGNATURE APPROVAL  : ___ ___ ___ ___ ___     PROVISIONAL ACCT IND: ___  

REASON CODE/DESC    : ___ ______________      VAT INCLUSIVE       : _  
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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. 

 
 
 

 

 

 

 

 

 

 

 

 

7. Type 1 in the REQUEST field.  This hotkey takes you back to the CDE screen. 

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 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 _______________ ___ ____ __________________ ____________ ____ ____________  

_________  ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0002 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0003 _______________ ___ ____ _ _________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0004 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ___________________ _ _ _ _ _ ___ __ ____ ____  

SALES TAX/VAT  : ___ _________________    FREIGHT     : ___ _________________  

ADDITIONAL COST: ___ _________________    GROSS AMOUNT:     _________________  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    

6

 

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  

 

 

 

 

 

 

 

 

 

 

 

 

PAGE:    1  STATUS: END OF LIST  
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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. 

 

 

 

 

 

 

 

 

 

 

 

 
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. 
 

 

 

 

 

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     NBR DOC'S  :                    0  

================== 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     : ____________________    SALES TAX 3 IND     : ___  

OPTIONAL AMOUNT     : __________ __________    VARIANCE INDICATOR  : ___  

ADDITIONAL COST AMT : ____________________    ADDITIONAL COST IND : ___  

EXPENSE INDICATOR   : ___                     PAYABLES INDICATOR  : ___  

INTERCOMPANY PAY IND: ___                     INTERCOMPANY REC IND: ___  

BANK ACCT PYMT IND  : ___                     PAYMENT ROUTING CODE: ___  

SIGNATURE APPROVAL  : ___ ___ ___ ___ ___     PROVISIONAL ACCT IND: ___  

REASON CODE/DESC    : ___ ______________      VAT INCLUSIVE       : _  
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Processing Direct Invoices  
 

 

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: 
 
Å Vendor information 
Å Payment terms 
Å Invoice number 
Å Invoice date 
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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.  

The bottom portion of the IWS-1T screen resembles the bottom portion of an invoice. It includes 
the detail lines, such as: 
 
Å Unit of measure 
Å Quantity 
Å Item description 
 
 
The IWS-1T screen also has many features. It allows you to: 
 
Å Enter multiple detail lines per invoice (up to 9,999) 
Å Separate sales tax, freight, additional costs, and discounts from the net amount of the 
 invoice 
Å Select the detail lines to which tax, freight, additional costs, and discounts are applied 
Å Reference 1099 information on selected detail lines 
Å Add a message to the vendor that will appear on the remittance part of the check 
Å Schedule multiple, recurring, and variable payments 
 
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. 
 
 
 

 

 

 

Payment Due Date  
 
The payment due date is determined by the information contained in the TERMS CODE or the PYMT 

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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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 PYMT 

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: 
 
Å The items are purchased by a State agency for its own use and in accordance with G.S. 
 105-164.29A. 
 
Å 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: 
 
 ð State-issued check 
 ð electronic deposit 
 ð credit card 
 ð procurement card 
 ð credit account of a State agency 

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     0     0  STND      .00     0      .00    PAY IMMEDIATELY  

   N05      .00     0     5  STND      .00     0      .00    PAY  IN 5 DAYS  

   N07      .00     0     7  STND      .00     0      .00    PAY IN 7 DAYS  

   N10      .00     0    10  STND      .00     0      .00    PAY IN 10 DAYS  

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

   N15      .00     0    15  STND      .00     0      .00    PAY IN 15 DAYS  

   N20      .00     0    20  STND      .00     0      .00    PAY IN 20 DAYS  

   N25      .00     0    25  STND      .00     0      .00    PAY IN 25 DAYS  

   N30      .00     0    30  STND      .00     0      .00    PAY IN 30 DAYS  

   N31      .00     0    31  STND      .00     0      .00    PAY IN 31 DAYS  

 

                       PAGE NO:    1  STATUS: MORE  
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Sales tax must be paid on all cash purchases.  
 
 

¶ 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: 

 Å Contractors or subcontractors of a State agency to purchase items used to fulfill  

  a contract with the agency. 

 Å 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): 

 Å The one (1) % prepared food and beverage taxes levied and administered by  

  various local governments in the State. 

 Å Occupancy taxes levied and administered by various local governments in the  

  State. 

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

 Å State sales taxes levied on electricity or telecommunications services. 

 Å Scrap tire disposal tax levied on new tires. 

 Å White goods disposal tax levied on new white goods. 

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

  cleaning facility. 

 Å 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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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.  

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. 

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-state, the other stateôs 

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 necessary 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). 

 

 

 

 

 

 

WALKTHROUGH: Entering a Direct Invoice  
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1. Type CDE in the NEXT FUNCTION field and press ENTER to access the Control Document 

Entry (CDE) screen. 
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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 APPL 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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

OCP AP                 CONTROL DOCUMENT ENTRY                          CDE  

200 -  ENTER CONTROL GROUP INFORMATION 

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

REQUEST: ________  

=============================================== ================================  

PAY ENTITY : ____       CONTROL NUMBER: ____  CNTL AMT   : ____________________  

CNTL DATE  : __________ APPL AREA     : __    AMT 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     : ____________________    SALES TAX 3 IND     : _ __ 

OPTIONAL AMOUNT     : ____________________    VARIANCE INDICATOR  : ___  

ADDITIONAL COST AMT : ____________________    ADDITIONAL COST IND : ___  

EXPENSE INDICATOR   : ___                     PAYABLES INDICATOR  : ___  

INTERCOMPANY PAY IND: ___                     INTERCOMPANY REC IND: ___  

BANK ACCT PYMT IND  : ___                     PAYMENT ROUTING CODE: ___  

SIGNATURE APPROVAL  : ___ ___ ___ ___ ___     PROVISIONAL ACCT IND: ___  

REASON CODE/DESC    : ___ ______________      VAT INCLUSIVE       : _  
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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. 

You are now ready to enter the first invoice. 
 

 
 

¶ The accounting distribution for line 1 is XX01 533110 10001005. 

¶ 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: __________    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 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 _____ __________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0002 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ ______________ _ ____________________ _ _ _ _ ___ __ ____ ____  

0003 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0004 _______________ ___ ____ __________________ __ __________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

SALES TAX/VAT  : ___ _________________    FREIGHT     : ___ _________________  

ADDITIONAL COST: ___ _________________    GROSS AMOUNT:     ____________ _____  
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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. 

 
8. Type 7042864121 in the INVOICE NUMBER field. 

 
9. 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. 
 

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

 
 
 

 

 

 

 

11. 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. 

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

13. 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.  
 

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

 
15. Type your company number (XX01)  in the CO field. 

 
16. Type 533110 (account number) in the ACCOUNT field. 

 
17. Type 10001005 (center number) in the CENTER field. 

 
18. 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. 

Å 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. 

Å 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). 

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

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: 

Å 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. 
 
Å 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.  

 

 

 

 

 

 

 

 

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

second line of the invoice. 

20. Type ñ in the CO field.  (The symbol ñ duplicates the company number from line 0001.) 
 

21. Type ñ in the ACCOUNT field.  (The symbol ñ duplicates the account number from line 
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. 
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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. 

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

prevent duplicate processing. 

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. 

 
26. Ensure that Y has defaulted in the T field.  If it did not default, type Y over the N in the T 

field. 
 
 
 

 

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. 

 

 

 

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

 

 

 

 

 

You have completed keying in the first direct invoice.  You are now ready to enter the second 

invoice. 
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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. 
 
 

 

ACTIVITY: Entering a Direct Invoice  

  

 

 

 

 

     

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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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. 

8. Verify that the correct payment terms defaulted into the TERMS CODE field. 

9. 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. 

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

 
11. Press ENTER to view a list of the remit messages. 

 
12. Press ENTER to scroll through the list till you find the code and message for 
ñENCLOSUREò. Note the three digit code for this message. 
 

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

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

 

 

 

 

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

16. Type your company number (XX01)  in the CO field. 
 

17. Type 532390 in the ACCOUNT field. 

18. Type 10001000 in the CENTER field. 
 

19. Type Propane Tank Repairs  in the DESCRIPTION field. 

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

21. Type your company number (XX01)  in the CO field. 
 

22. Type 533900 in the ACCOUNT field. 

23. Type 10001000 in the CENTER field. 
 

24. Type Propane  in the DESCRIPTION field. 

25. 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. 

 
26. Type N in the T field to the ñrepairò line to indicate that no tax is to be applied to this line. 
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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 GROSS 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/DM 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/DM 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: 

¶ Checking the payment date on the invoice. 

¶ 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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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. 

 

The following walkthrough will demonstrate how to apply a credit memo against a direct invoice. 

WALKTHROUGH: Applying a Credit Memo Against a  
Direct Invoice  
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For a credit memo, use the number given to the document by the vendor. 

For a debit memo, use your agencyôs numbering standard for debit 

memos. 

Type D in the CM/DM field if you are processing a debit memo. 

 

 

 

 

 

 

 

 

 

 

 

 

1. Type 5063471284CM in the INVOICE NUMBER field. 

 

 

 

2. Type 011008 in the DATE field. 

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

4. Type C in the CM/DM field and press ENTER.  (This overrides the message and informs 
the NCAS that you are processing a credit memo.) 

 
 
 
 
 
 
 
 
 
 
 
 
 

OCP                          INVOICE WORKSHEET 1                       IWS - 1T 

235 -  ENTER REQUIRED KEY FIELDS 

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

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 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 _______________ ___ ____ __________________ ____________ ____ ________ ____  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0002 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0003 ____________ ___ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0004 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ _____ _______________ _ _ _ _ ___ __ ____ ____  

SALES TAX/VAT  : ___ _________________    FREIGHT     : ___ _________________  

ADDITIONAL COST: ___ _________________    GROSS AMOUNT:     _________________  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    

1 2

3

4
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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/DM field), the NCAS automatically 

handles the $10.00 as a negative amount. 

 
 

 

 

 

 

 

 

 

 

 

 

5. The following message is displayed: 476 ï 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. At the 0001 line, type 10.00 in the AMOUNT/PERCENT field. 

 

 

 

 

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 DESCRIPTION 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. 

 
 

OCP                          INVOICE WORKSHEET 1                       IWS - 1T 

476 ï VENDOR IS NORMALLY A MATCHING VENDOR 

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

REQUEST: ________  

===============================================================================  

I NVOICE NUMBER : ____5063471284CM DAT E: 01/10/2008     MODEL: _ ________________  

VENDOR SHORT NM: BANCROPINCWYMAN  BANCROP INCORPORATED            CURR   : ____  

VENDOR NUMBER  : _951104040  C_    WYMAN                           CM/DM     : C  

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 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ ______ _________ ____________________ _ _ _ _ ___ __ ____ ____  

0002 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0003 _______________ ___ ____ _____________ _____ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0004 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ __ _ __ ____ ____  

SALES TAX/VAT  : ___ _________________    FREIGHT     : ___ _________________  

ADDITIONAL COST: ___ _________________    GROSS AMOUNT:     _________________  
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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-I0004. 

 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 GROSS 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. 
 

 

 

 

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. 

Å 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. 

Å On the Invoice Worksheet I (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. 

Å 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: 
 
Å 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. 
 
Å 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. 
 
In this scenario, the default value is ñYò. Sales tax must be prorated 
to both invoice lines. 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

IWS-1T screen. Pay special attention to the ñnote foldersò indicating the correct process to enter 

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. 
 
 
Å 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. 
 
Å 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. 
  
Å 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 CODE field or the PYMT DUE DATE field 
when there is a Y in the MULTI PYMT 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: 
 
Å Procedure 10 A/B: Entering Recurring Payments  
Å Procedure 11 A/B: Entering Variable Payments  
Å 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. 

¶ 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. 

¶ 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. 

¶ 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. 

¶ 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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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 agencyôs internal policy is to set up a multiple payment invoice for rent 
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. 

WALKTHROUGH: Setting Up an Invoice for  
Multiple Payments  
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1. Type Dexson  Rental1  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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

OCP                          INVOICE WORKSHEET 1                       IWS - 1T 

235 -  ENTER REQUIRED KEY FIELDS 

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

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 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 _______________ ___ ____ ___ _______________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0002 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0003 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0004 _______________ ___ ____ __________________ ____________ ____ _______ _____  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

SALES TAX/VAT  : ___ _________________    FREIGHT     : ___ _________________  

ADDITIONAL COST: ___ _________________    GROSS AMOUNT:     _________________  
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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. At the 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 XX01 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. 

 
 
 
 
 
 

OCP                          INVOICE WORKSHEET 1                       IWS - 1T 

 

NEXT FUNCTION: ________ ACTION: ________                   05/26/2011  14:10:03  

REQUEST: ________  

==================================================================== ===========  

INVOICE NUMBER : DEXSON RENTAL1__ DATE: 01/05/2009    MODEL: _ ________________  

VENDOR SHORT NM: DEXSONREALTY___  DEXSON REALTY                   CURR   : ____  

VENDOR NUMBER  : _560787926 A_    HARRIS                          CM/DM     : I  

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 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____  _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0002 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0003 _______________ ___ ____ ______ ____________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0004 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _  _ _ ___ __ ____ ____  

SALES TAX/VAT  : ___ _________________    FREIGHT     : ___ _________________  

ADDITIONAL COST: ___ _________________    GROSS AMOUNT:     _________________  
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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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

OCP AP                     INVOICE WORKSHEET 2                         IWS- 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 APPR CD: ___ ___ ___ ___ ___  

PAYMENT ROUTE CD : ___  BANK PYMT: 06D   ACCT RULE  : 01    VAT INCL     : N  

IND  -   PAYABLES : ___  DISCOUNT : ___   INTER PAY  : ___   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 ___ _______________ ___ _______________  __ ___ ___ __  

___ _______________ ___ _______________  ____________________   Y  Y  Y  Y  

0002 ___ _______________ ___ _______________  __ ___ ___ __  

___ _______________ ___ _____ __________  ____________________   _  _  _  _  

0003 ___ _______________ ___ _______________  __ ___ ___ __  

___ _______________ ___ _______________  ____________________   _  _  _  _  

0004 ___ _______________ ___ _______________  __ ___ ___ __  

___ ___________ ____ ___ _______________  ____________________   _  _  _  _  

SALES TAX 2    : ___ _________________ SALES TAX 3    : ___ _________________  

                                       GROSS AMOUNT   :     _________6,000.00  
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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. 
 
 
 
 
 
 
 
 

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 : _________________  

1ST PAYMENT DUE DATE  : __________    FREQUENCY             : _  

 

 

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  : _  
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Using Document Models  
 
When entering direct invoices, you can save keystrokes by using a document model. A 
document model  is a template ð or skeleton of a document ð 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: 
 
Å Used to enter and maintain document models 
 
Å Used to create models for invoices or employee expenses paid on a regular basis 
 
Å Almost identical to the Invoice Worksheet 1 (IWS-1T) screen except that the MWS-1T 
 screen is used for future invoices 
 
Å 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. 
 
 
 

 

 

 

 

 

 

 

 

 

 

  

 

 

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: _  

CURRENCY CODE    : ____  

TERMS CODE       : ___      DISCOUNT PERCENT: ______      MULTIPLE PAYMENTS: _  

REMIT MESSAGE: ___ ____________________________________________________________  

 

LINE    EXPENSE      EXP   COMP  ACCOUNT             CENTER        1099  

AMOUNT/PERCENT  NCG   BID   PROJ NUM      FED      DESCRIPTION  

0001 _______________  ___   ____  __________________  ____________   __  

                      ____  ____  ____________  ____  ____________________  

0002 __ _____________  ___   ____  __________________  ____________   __  

                      ____  ____  ____________  ____  ____________________  

0003 _______________  ___   ____  __________________  ____________   __  

                      ____  ____  __________ __  ____  ____________________  

0004 _______________  ___   ____  __________________  ____________   __  

                      ____  ____  ____________  ____  ____________________  

SALES TAX/VAT IND  : ___                              FREIGHT IND: ___  

ADDITIO NAL COST IND: ___  
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There are four types of models: 

Å A vendor model  is used only for a specific vendor or employee (e.g., utility bills). 

 Required fields are VENDOR SHORT NAME or VENDOR NUMBER, PAY ENTITY, and MODEL INV 

 NUMBER. 

Å       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. 
 
Å 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.) 

Å 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) screen. To indicate that a document is a model, the word ñ MODELò is 

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: 

Å Procedure 13: Establishing a Vendor Model  
Å Procedure 14: Establishing a Paying Entity Model  
Å Procedure 15: Retri eving a Model  
Å Procedure 16: Copying a Document  
Å Procedure 17: Changing a Model  
Å Procedure 18: Deleting a Model  
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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. 

WALKTHROUGH: Establishing a Vendor Model  
  

 

 

 

 

 

 

1. Type MWS in the NEXT FUNCTION field and press ENTER to access the Model Invoice 

Worksheet 1 (MWS-1T) screen. 

 
 

 

 

 

 

 

 

 

 

 

 
2. Type your paying entity (XXPT ) in the PAY 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 INV NUMBER field. 

 
5. Type carr@  in the VENDOR SHORT NAME field. 

 
 1   If you know the vendor number, you can type the vendorôs number in the VENDOR  

        NUMBER field. 
 

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: _  

CURRENCY CODE    : ____  

TERMS CODE       : ___      DISCOUNT PERCENT: ______      MULTIPLE PAYMENTS: _  

REMIT MESSAGE: ___ ___________________________ _________________________________  

 

LINE    EXPENSE      EXP   COMP  ACCOUNT             CENTER        1099  

AMOUNT/PERCENT  NCG   BID   PROJ NUM      FED      DESCRIPTION  

0001 _______________  ___   ____  __________________  ____________   __  

                      ____  ____  ____________  ____  ____________________  

0002 _______________  ___   ____  __________________  ____________   __  

                      ____  ____  ____________  ____  ____________________  

0003 _______________  ___   ____  ______________ ____  ____________   __  

                      ____  ____  ____________  ____  ____________________  

0004 _______________  ___   ____  __________________  ____________   __  

                      ____  ____  ____________  ____  ____________________  

SALES TAX/ VAT IND  : ___                              FREIGHT IND: ___  

ADDITIONAL COST IND: ___  
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6. Press ENTER to verify the information. 
 
 
 

 

 

 

 

 

 

 

 

 

 

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. Type N30 in the TERMS CODE 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. 

8. At the 0001 line, type XX01 in the CO field. 

9. Type 533510 in the ACCOUNT field. 

10. Type 10002000 in the CENTER field. 

11. Type Shirts  in the DESCRIPTION field. 

12. At the 0002 line, type XX01 in the CO field. 

 1   The symbol ñ can be used to duplicate the field from the preceding line of the model. 

        This can be used in any field except the AMOUNT/PERCENT field. 

13. Type 533510 in the ACCOUNT field. 

14. Type 10001000 in the CENTER field. 

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   PROJ NUM      FED      DESCRIPTION  

0001 _______________  ___   ____  __________________  ____________   __  

                      ____  ____  ____________  ____  ____________________  

0002 _______________  ___   ____  __________________  ____________   __  

                      ____  ____  ____________  ____  ____________________  

0003 _______________  ___   ____  __________________  ________ ____   __  

                      ____  ____  ____________  ____  ____________________  

0004 _______________  ___   ____  __________________  ____________   __  

                      ____  ____  ____________  ____  ____________________  

SALES TAX/VAT IND  : ___                               FREIGHT IND: ___  

ADDITIONAL COST IND: ___  
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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 . 

15. Type Pants  in the DESCRIPTION field. 

16. At the 0003 line, type XX01 in the CO field. 

17. Type 533510 in the ACCOUNT field. 

18. Type 10001005 in the CENTER field. 

19. Type Overalls  in the DESCRIPTION field. 

20. Type N or NEXT in the REQUEST 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  

 

 

 

 

  

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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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. 

 

 

 

 

 

 

 

 

 

 

 

3. Press ENTER to scroll to the next page if necessary. 

 

OCP AP                   CONTROL GROUP STATUS                          CGS  

 

NEXT FUNCTION: ________ ACTION: ________                   05/31/2011  10:08:16  

REQUEST: ________  

======================================= ========================================  

 

PAY ENTITY:  

 

 

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

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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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 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

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  01/05/2008 0122                6 , 312.81          4   01/05/2008       _ 

XXPT  07/06/2008 0 124                3,891.50          4   07/06/2008       _ 

 

 

 

 

 

 

 

 

 

               PAGE:    2    STATUS: END OF LIST  
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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 MODEL field. 

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

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

 1   If you know the vendorôs number, you can type it in the VENDOR NUMBER field instead  

        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. 

 

 

 

 

 

 

OCP                          INVOICE WORKSHEET 1                       IWS - 1T 

235 -  ENTER REQUIRED KEY FIELDS 

NEXT FUNCTION: ________ ACTION: ________                   05/31/2011  10:19:10  

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 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 _ ______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0002 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ __________ _____ ____________________ _ _ _ _ ___ __ ____ ____  

0003 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0004 _______________ ___ ____ _________________ _ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

SALES TAX/VAT  : ___ _________________    FREIGHT     : ___ _________________  

ADDITIONAL COST: ___ _________________    GROSS AMOUNT:     ________ _________  
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Å The terms code indicator (which represents the payment due date) 

has defaulted to the TERMS CODE field. The TERMS CODE field can be 

overridden or deleted and a date can be entered in the PYMT DUE 

DATE field. 

Å The accounting distributions and descriptions have defaulted to the 

invoice. 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

12. Verify that the correct payment terms have defaulted into the TERMS CODE 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 QUANTITY 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. ñEachesò is a unit of measure unique to North Carolina and is used to  

  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. 

 

OCP                          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  : _560903735 B_    CARVELLI                        CM/DM     : I  

PO REFERENCE   : ____ __________ ______  COUNTY CODE: __________  MULTI PYMT: N  

TERMS CODE: N30  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 _______________ 001 XX 01 5 33510____________ 10002000____ ____ ____________  

_________ ____ _______________ SHIRTS______________ Y Y Y Y ___ __ ____ ____  

0002 _______________ 001 XX 01 533510____________ 10001000____ ____ ____________  

_________ ____ _______________ PANTS______________ _ Y Y Y Y ___ __ ____ ____  

0003 _______________ 001 XX 01 533510____________ 10001005____ ____ ____________  

_________ ____ _______________ OVERALLS____________ Y Y Y Y ___ __ ____ ____  

0004 _______________ ___ ____ __________________ ____________ ____ _____ _______  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

SALES TAX/VAT  : ___ _________________    FREIGHT     : ___ _________________  

ADDITIONAL COST: ___ _________________    GROSS AMOUNT:     ______________.00  
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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 GROSS 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  
 

 

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  
 

                             

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: 
 

¶ Create and maintain information about an employee advance 
 

¶ 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 will be offset against the $200 advance because of the advanceôs temporary  
 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 permanent status. A particular advanceôs 
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) to a 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   It is recommended that the abbreviation ñADVò precede an advanceôs name or number 
 (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 
 offsets advances. Because the prefix ñADVò is used for all three advances, the system 
 reads the character following the prefix in order to sort the advances. 
  
 ð  ADV MSAS7  
 ð  ADVSTAV11 
 ð  ADV031409 
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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 
Form.  However, for this exercise, you will assume that your agencyôs policy 
allows multiple travel advances per employee.  Therefore, you will enter this 
advance as a permanent advance. 

WALKTHROUGH: Entering an Employee  
Travel Advanc e 
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1.   Type EAR in the NEXT FUNCTION field and press ENTER to access the Employee  

  Advance Request (EAR) screen. 
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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 ADVANCE 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   

  agencyôs policies. (For this example, 10 days is used.) 

OCP AP                      EMPLOYEE ADVANCE REQUEST                   EAR  

 

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

REQUEST: ________  

======================= ========================================================  

 

PAY ENTITY         : ____                   EMPLOYEE NUMBER   : __________ __  

EMPLOYEE SHORT NAME: _______________  

ADVANCE VOUCHER NBR: ________________  

VOUCHER DATE       : __________  

TRAVEL REQUEST NBR : __________  

REMIT MESSAGE: ___ ____________________________________________________________  

 

ADVANCE TYPE       : _                 ADVANCE ISSUE DATE: __________  

BID IDENTIFIER     : ____              TRIP NUMBER       : ____________  

GL EFFECTIVE D ATE  : __________        EMPLOYEE ADV IND  : ___  

BANK ACCT PYMT CODE: ___  

CURRENCY CODE      : ____              ADVANCE AMOUNT    : _______________  

 

SIGNATURE APPROVAL : ___ ___ ___ ___ ___        NCG : ____  

HANDLING CODE      : __                         FED : ____  

REASON CODE/DESC   : ___ _______________  

ADVANCE CO/ACCT/CTR: ____ __________________ ____________  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    

2 3

4

5

6
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10

11
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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. 

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

check printing software. 

 

 

 

 

 

 

 

 

 

 
1.   Type 011020333 (the employee number obtained from the request form) in the         

EMPLOYEE NUMBER field. 

2.   Type ADV01269 in the ADVANCE VOUCHER NBR field. 
 

3.   Type 010909 in the VOUCHER DATE field. 
 

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

 
5.   Press ENTER to verify the employee name and number. 

6.   Type P in the ADVANCE TYPE field to specify that this is a permanent advance. 

7.   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.) 

8.   Type 1000.00 in the ADVANCE AMOUNT field. 

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

10.  Press ENTER to validate the entries and access a blank Employee Advance Request    

   (EAR) screen. 

You have entered an employee advance for Frankie Furr.

OCP AP                      EMPLOYEE ADVANCE REQUEST                   EAR  

 

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

REQUEST: ________  

===============================================================================  

 

PAY ENTITY         : ____                   EMPLOYEE NUMBER   : __________ __  

EMPLOYEE SHORT NAME: _______________  

ADVANCE VOUCHER NBR: ________________  

VOUCHER DATE       : __________  

TRAVEL REQUEST NBR : __________  

REMIT MESSAGE: ___ ____________________________________________________________  

 

ADVANCE TYPE       : _                 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: ____ __________________ ____________  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    

1
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SCENARIO 
 
You need to key in two employee reimbursements that are attached to the 
following Control Group Header sheet. 

Processing Employee Reimbursements  
 

          

 

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: 
 
Å Affect the availability of funds 
 
Å 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  
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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 .) 

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

¶ 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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The Outstanding Employee Advance report (report number AP-I0005) 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 

group MM122-6. 

 
 

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. 

 
   
 

 

 

The Outstanding Employee Advances report is shown on the following page. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

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. Type todayôs date in the DATE field 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. 

 

 

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: ________________ DATE: __________    MODEL: _ ________________  

EMP SHORT NAME : _______________                                 CURR:     ____  

EMPLOYEE NUMBER: __________ __                                    CM/DM     : _  

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 F A D) USE 99 NCG  FED  

0001 _______________ ___ ____ __________________ _ ___________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0002 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ __ __ ____  

0003 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0004 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ _ ___ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

SALES TAX/VAT  : ___ _________________    FREIGHT     : ___ _________________  

ADDITIONAL COST: ___ _________________    GROSS AMOUNT:     _________________  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    

4 5

6

8 9 10 11

12

13
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You can only change the status from Temporary to Permanent on the day the 

Advance is entered. If it is on a day other than the day you entered it and it hasnôt 

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. 

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. 

9. Type your company number (X X01) in the CO field. 

 

10. Type 532725 in the ACCOUNT field. 

 

11. Type 10001000 in the CENTER field. 

 

12. Type 38.30 in the GROSS 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. 

 

 

 

 

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. 
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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. 

WALKTHROUGH: Entering an Expense Against  
An Advance  
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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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2. Type EAR in the NEXT FUNCTION field and press ENTER to access the Employee 

Advance Request (EAR) screen. 

 

 

 

 

 

 

 

 

 

 

 

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. 

OCP AP                      EMPLOYEE ADVANCE REQUEST                   EAR  

 

NEXT FUNCTION: ________ ACTION: ________                   05/31/2011  16:13:17  

REQUEST: ________  

===============================================================================  

 

PAY ENTITY         : ____                   EMPLOYEE NUMBER   : __________ __  

EMPLOYEE SHORT NAME: _______________  

ADVANCE VOUCHER NBR: ________________  

VOUCHER DATE       : _______ ___  

TRAVEL REQUEST NBR : __________  

REMIT MESSAGE: ___ ____________________________________________________________  

 

ADVANCE TYPE       : _                 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: ____ __________________ ____________  
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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 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

11

OCP                       EMPLOYEE EXPENSE WORKSHEET 1                 EWS- 1T 

235 -  ENTER REQUIRED KEY FIELDS 

NEXT FUNCTION: ________ ACTION: ________                   06/01/2011  08:22:08  

REQUEST: ________  

===============================================================================  

EMP VOUCHER NBR: ________________ DATE: __________    MODEL: _ ________________  

EMP SHORT NAME : _______________                                 CURR:     ____  

EMPLOYEE NUMBER: __________ __                                    CM/DM     : _  

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 F A D) USE 99 NCG  FED  

0001 _______________ ___ ____ __________________ ____________ ____ ____________  

____ _____ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0002 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0003 _______________ ___ _ ___ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0004 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ______________ ______ _ _ _ _ ___ __ ____ ____  

SALES TAX/VAT  : ___ _________________    FREIGHT     : ___ _________________  

ADDITIONAL COST: ___ _________________    GROSS AMOUNT:     _________________  
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24

25
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12. Type EXP032008-032408 in the EMP VOUCHER NBR field. 

13. Type todayôs date in the DATE field. 
 

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 GROSS 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 Sarahôs advance will be cleared. 
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Processing Grants and Awards  
 

 

 

Overview  
 

 

 

 

 

 

 

 

Starting November 1, 2010, some of the stateôs procurement, accounting, and grants systems 

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 number. 

 

 

 

 

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. 
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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 ïInvoice Worksheet 1 screen  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

OCP                          INVOICE WORKSHEET 1                       IWS - 1T 

 

NEXT FUNCTION: ________ AC TION: ________                   06/01/2011  09:11:45  

REQUEST: ________  

===============================================================================  

I NVOICE NUMBER : APMATCHEINV3   DATE: 07/19/2010      MODEL: _ ________________  

VENDOR SHORT NM: BOBSHARDWARE                                     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 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 __________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  

 

 

 

 

 

 

 

 

 

 

 

Employee Reimbursements  

EWS-1T Screen  

 

 

 

 

 

 

 

 

 

 

OCP AP                      EMPLOYEE ADVANCE REQUEST                   EAR  

 

NEXT FUNCTION: ________ ACTION: ________                   06/ 01/2011  09:17:20  

REQUEST: ________  

===============================================================================  

 

PAY ENTITY         : XX PE                   EMPLOYEE NUMBER   : 123456789   

EMPLOYEE SHORT NAME: DOEJOHN__________     JOHN DOE 

ADVANCE VOUCHER 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 ADV IND  : ___  

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 __ 

 

 

 

 

 

 

 

 

 

    OCP                       EMPLOYEE EXPENSE WORKSHEET 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     : I  

PO REFERENCE   : ____ __________ ______  TRAV R EQST : ________ __  MULTI PYMT: N  

TERMS CODE: NET  PYMT DUE DATE: 07/23/2010  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 F A D) USE 99 NCG  FED 

0001 __________14.50 ___ XX01  536132 ____________ 12508281UF__ 0072  ____________  

_________ ____ ____________ ___ ____________________ _ _ _ _ ___ __ 0056  002R 

0002 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0003 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0004 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ _ ___ ____  

SALES TAX/VAT  : ___ _________________    FREIGHT     : ___ _________________  

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 FED 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 
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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  
 
 
 

 

 

 

 

 

 

 

 

 

 
DISPLAYED COLUMNS:  
 
 IND    Four character FED identifier to be keyed on transaction 
 
 TYP    A ï ARRA  or  F ï 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) 
 

OCP                          GRANT AND BID LIST                        GBL  

 

NEXT FUNCTION: ________ ACTION: ________                   06/01/2011  09:41:28  

 

===============================================================================  

PAY ENTITY     : XX **  

CATEGORY CODE  : FED 

GRANT/BID ID   : ____  

GRANT/BID TYPE : _           NCO B/CONTRACT# : _______________  

IND  TYP NCOB/CONTRACT#   GRANT/BID NUMBER 

 

00RN  A  0000075  84.386  S386A090033  

       Education Technology State Grants, Recovery Act  

00RP  A  0000077  84.387  S387A090034  

       Education for Homeless Children and Youth, R ecovery Act  

00RQ  A  0000079  84.389  S389A090033  

       Title I Grants to Local Educational Agencies, Recovery Act  

00RZ  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  

 

 

 

 

 

 

 

    



MM: AP01   Processing Grants and Awards 
Accounts Payable Overview 

 

Office of the State Controller Page 112 
 

BID NUMBER 
 
 
 

 

 

 

 

 

 

 

 

 

 

DISPLAYED COLUMNS:  
 
 IND    Four character BID identifier to be keyed on transaction 
 
 NCOB/CONTRACT#  Contract number for the BID  
 
 GRANT/BID NUMBER Bid Number 
 

 

 

 

 

 

 

 

 

OCP                          GRANT AND BID LIST                        GBL  

 

NEXT FUNCTION: ________ ACTION: ________                   06/01/2011  09:41:28  

 

===============================================================================  

PAY ENTITY     : SW**  

CATEGORY CODE  : BI D 

GRANT/BID ID   : ____  

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  
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NC GRANT NUMBER 

 

 

 

 

 

 

 

 

 

DISPLAYED COLUMNS:  
 
 IND    Four character NCG identifier to be keyed on transaction 
 
 TYP    N ï Non-governmental    
 
 NCOB/CONTRACT#  NC Grant Number  
 
 GRANT/BID NUMBER NC Grant Number 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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 

 

0BBL  N  22093            22093  

       Voting Education 2008  

0BCB  N  22911            22911  

       Education -  Teaching Fellows 2009  

0BFZ  N  21843            21843  

       Education  

0BKR  N  25852            25852  

       21st Century Community Learning Center - 2011  

0BKS  N  25875            25875  

       21st Century Community Learning Centers - 2006  

0BLF  N  23904            23904  

       Special Milk Program 2009  

                          PAGE NO:    1  STATUS: MORE  
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The format of the PAY ENTITY required on this screen is as follows: 

 XX** -- XX corresponds to the first two digits of the agencyôs company that will be used  

  on the transaction line. (For example, company 1401 key in 14**). 

 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 agencyôs pay entity and/or statewide pay entity are only valid 

for transactions that are entered under the same agencyôs matching company 

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. 
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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: 
 

¶ GRANT/BID ID 
 

¶ GRANT/BID TYPE 
 

¶ NCOB/CONTRACT# 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

OCP                          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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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/BID ID   : ____  

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 l 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 

 

 

    

All of the information displayed on the GBL screen is also available in NCXPTR and 

XTND reports titled: 

¶ OSCOP* NCAS BID INDICATORS 

¶ OSCOP* NCAS FED INDICATORS 
 

¶ OSCOP* NCAS NCG INDICATORS 
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GRANT/BID ID FIELD  

Example  

 

 

 

 

 

 

 

 

 

 

 

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**) 

 

 

2. CATEGORY CODE: FED, BID, OR NCG 

3. GRANT/BID ID: Four character identifier for Federal Award, Bid Award, or NC  
   Grant 
 

 

 

 

 

 

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  

    PAGE NO:    1  STATUS: MORE  

 

    

NC Grants (NCG category code) cannot be displayed with pay entity SW** because all 

NC Grants are agency specific 
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GRANT/BID TYPE FIELD  

Example  

 

 

 

 

 

 

 

 

 

 

 

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**) 

 

 

 

2. CATEGORY CODE:  FED 

3. GRANT/BID TYPE: A ï ARRA grants 
   F ï NON ARRA grants 
 
 

 

 

 

OCP                          GRANT AND BID LIST                        GBL  

 

NEXT FUNCTION: ________ ACTION: ___ _____                   06/01/2011  10:58:31  

 

===============================================================================  

PAY ENTITY     : XX **  

CATEGORY CODE  : FED 

GRANT/BID ID   :  

GRANT/BID TYPE : A            NCOB/CONTRACT# : _______________  

IND  TYP  NCOB/CONTRACT#   GRANT/BID NUMBER 

 

00RN  A  0000075  84.386  S386A090033  

 Education Technology State Grants, Recovery Act  

00RP  A  0000077  84.387  S387A090034  

 Education for Homeless Children and Youth, Recovery Act  

00RQ  A  0000079  84.389  S389A090033  

 Title I Grants to Local Educational Agencies, Recovery Act  

00RZ  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  

    

All ARRA federal grants exist under specific agencies.  Only NON-ARRA federal 

grants exist under statewide federal grants (SW**). 
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NCOB/CONTRACT# FIELD  

This field has multiple values that can be entered to search for information on Federal awards, 

Bid awards, and NC grants. 

¶ Federal Awards ï NC Open Book (NCOB) Number 

¶ Bid Awards ï Contract Number 
 

¶ NC Grants ï Grant Number 
 
 
  Federal Awards  
 

 

 

 

 

 

 

 

 

 

 

 

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 
 
 
 
 

   OCP                          GRANT AND BID LIST                        GBL  

 

NEXT FUNCTION: ________ ACTION: ________                   06/01/2011  10:58:31  

 

===============================================================================  

PAY ENTITY      : XX**  

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  
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Bid Awards  
 
 

 

 

 

 

 

 

 

 

 

 

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 

 
 

2. CATEGORY CODE: BID 

3. NCOB/CONTRACT#: Contract number for Bid award 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

OCP                          GRANT AND BID LIST                        GBL  

 

NEXT FUNCTION: ________ ACTION: ________                   06/01/2011  10:58:31  

 

===============================================================================  

PAY ENTITY     : SW** 

CATEGORY CODE  : BID  

GRANT/BID ID   :  

GRANT/BID TYPE :             NCOB/CONTRACT# : 060A  

IND  TYP NCOB/CONTRACT#   GRANT/BID NUMBER  

 

000B     060A             701238  

 Automotive, Industrial Parts and Supplies  

 

 

 

 

 

 

 

 

 

 

    PAGE NO:    1  STATUS: END OF LIST  

Only statewide bid awards have a contract number assigned. 
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NC Grant  
 

 

 

 

 

 

 

 

 

 

 

 

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**) 

 

 

 

2. CATEGORY CODE: NCG 

3. NCOB/CATEGORY#: Grant Number 
 
 
 
 
 
 
 
 
 
 
 
 
 

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  

 

0BBM  N  22740             22740  

 Clean Water Management 2005 -  Horseshoe Farm Minigrant (2004D - 013)  

 

 

 

 

 

 

 

 

 

 

    PAGE NO:    1  STATUS: END OF LIST  

NC Grants are only displayed under specific agency pay entities.  No NC grants 

exist under the statewide pay entity (SW**). 
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Walkthrough: Entering a Direct Invoice with FED, BID, and  
NC Grant Identifiers  

 
 

 

 

                   

  

 

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. 
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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. 

 
 
 

 

 

 

 

 

 

 

 

 

 

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. 

OCP                          INVOICE WORKSHEET 1                       IWS - 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  : __________ __                                    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 _______________ ___ ____ __________________ __________ __ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0002 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0003 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0004 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _____ __________ ____________________ _ _ _ _ ___ __ ____ ____  

SALES TAX/VAT  : ___ _________________    FREIGHT     : ___ _________________  

ADDITIONAL COST: ___ _________________    GROSS AMOUNT:     _________________  

3 4

5

7

8 9 10 11

14
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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. 
 

 

 

 

 

 

 

 

 

 

 

 

16. Type SW** in the PAY ENTITY field for statewide bids. 

 

 

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. 
 
 
 
 
 

OCP                          GRANT AND BID LIST                        GBL  

 

NEXT FUNCTION: ________ ACTION: ________                   06/01/2011  15:30:26  

 

===============================================================================  

PAY ENTITY     :  ___  

CATEGORY CODE  : ___  

GRANT/BID ID   : __ __ 

GRANT/BID TYPE : _           NCOB/CONTRACT# : _______________  

IND  TYP NCOB/CONTRACT#   GRANT/BID NUMBER  

 

 

 

 

 

 

 

 

 

 

 

 

 

    PAGE NO:       STATUS: ____________  

16

17

18

BID and FED awards can be listed under SW** for statewide or under a specific 

agencyôs company id XX**. 
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20. Note the four digit BID identifier listed for that Bid. 

21. Type R in the NEXT FUNCTION field and press ENTER to return to the invoice. 
 
22. Type 002B in the BID field to flag this invoice line for that BID award number. 
 
23. Press ENTER to save. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

OCP                          GRANT AND BID LIST                        GBL  

 

NEXT FUNCTION: ________ ACTION: ________                   06/01/2011  15:30:26  

 

===============================================================================  

PAY ENTI TY     : SW **  

CATEGORY CODE  : BID  

GRANT/BID ID   : ____  

GRANT/BID TYPE : _           NCOB/CONTRACT# : _______________  

IND  TYP NCOB/CONTRACT#   GRANT/BID NUMBER  

 

0000                      DO NOT CHANGE THIS RECORD00001  

 

002B     395B             801840  

 Paper, Computer and Labels  

 

 

 

 

 

 

 

 

   PAGE NO:    1  STATUS: END OF LIST  

21



MM: AP01   Processing Grants and Awards 
Accounts Payable Overview 

 

Office of the State Controller Page 126 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

25. Type GBL  in the NEXT FUNCTION field. 

26. Press ENTER. 
 
 
 
 
 
 
 
 
 
 
 
 
 

OCP                          INVOICE WORKSHEET 1                       IWS - 1T 

235 -  ENTER REQUIRED KEY FIELDS 

NEXT FUNCTION: ________ ACTION: ________                   06/01/2011  16 :03:08  

REQUEST: ________  

===============================================================================  

I NVOICE NUMBER : ________58412478 DATE: 11/10/2010     MODEL: _ ________________  

VENDOR SHORT NM: OFFICE4YOU OFFICE 4 YOU                      CURR   : _ ___  

VENDOR NUMBER  : _042457125  B_    HAMILTON                        CM/DM     : I  

PO REFERENCE   : ____ __________ ______  COUNTY  CODE: __________  MULTI PYMT: N  

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) US E 99 NCG FED  

0001 __________10.00 001 XX01  533110 ____________ 10001005 ____ 002B ____________  

_________ ____ ______ _________ ____________________ Y  Y Y Y ___ __ ____ ____  

0002 _______________ ___ ____ __________________ ____________ ____ ____________  

______ ___ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0003 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0004 _______________ ___ ___ _ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

SALES TAX/VAT  : ___ _________________    FREIGHT     : ___ _________________  

ADDITIONAL COST: ___ _________________    GROSS A MOUNT:     _________________  

25

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. 



MM: AP01   Processing Grants and Awards 
Accounts Payable Overview 

 

Office of the State Controller Page 127 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
27. Type the first two digits of the company and ** (XX**) in the PAY 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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

OCP                          GRANT AND BID LIST                        GBL  

 

NEXT FUNCTION: ________ ACTION: ________                   06/06/2011  11:08:41  

 

===================================================================== ==========  

PAY ENTITY     :  ____  

CATEGORY CODE  : ___  

GRANT/BID ID   : ____  

GRANT/BID TYPE : _           NCOB/CONTRACT# : _______________  

 

IND  TYP NCOB/CONTRACT#   GRANT/BID NUMBER  

 

 

0DTL  N  33499            33499                                       

       Clean Water Management -  2011 -  Big Mountain Creek (2010 - 027)  

 

 

 

 

 

 

 

 

 

 

 

 

    PAGE NO:       STATUS: ____________  

27

28

29

32
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33. At the 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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

OCP                          INVOICE WORKSHEET 1                       IWS - 1T 

235 -  ENTER REQUIRED KEY FIELDS 

NEXT FUNCTION: ________ AC TION: ________                   06/01/2011  16:03:08  

REQUEST: ________  

===============================================================================  

I NVOICE NUMBER : ________58412478 DATE: 11/10/2010     MODEL: _ ________________  

VENDOR SHORT NM: OFFICE4YOU OFFICE 4 YOU                      CURR   : ____  

VENDOR NUMBER  : _042457125  B_    HAMILTON                        CM/DM     : I  

PO REFERENCE   : ____ __________ ______  COUNTY  CODE: __________  MULTI PYMT: N  

TERMS CODE: N30  PYMT DUE DATE: __________ DI SCOUNT 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 __________10.00 001 XX01  533110 ____________ 10001005 ____ 002B ____________  

_________ ____ ______ _________ ____________________ Y  Y Y Y ___ __ ____ ____  

0002 _______________ ___ ____ _________ _________ ____________ ____ ____________  

_________ ____ _______________ ________ ____________ _ _ _ _ ___ __ ODTL ____  

0003 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0004 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

SALES TAX/VAT  : ___ _________________    FREIGHT     : ___ _________________  

ADDITIONAL COST: ___ _________________    GROSS AMOUNT:     _________________  

33 34 35 36
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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. 
 
 
 

 

 
45. Type 45.00 in the GROSS 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. 
 
 

OCP                          INVOICE WORKSHEET 1                       IWS - 1T 

235 -  ENTER REQUIRED KEY FIELDS 

NEXT FUNCTION: ________ ACTION: ________                   06/01/2011   16:03:08  

REQUEST: ________  

===============================================================================  

I NVOICE NUMBER : ________58412478 DATE: 11/10/2010     MODEL: _ ________________  

VENDOR SHORT NM: OFFICE4YOU OFFICE 4 YOU                      CURR   : ____  

VENDOR NUMBER  : _042457125  B_    HAMILTON                        CM/DM     : I  

PO REFERENCE   : ____ __________ ______  COUNTY  CODE: __________  MULTI PYMT: N  

TERMS CODE: N30  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 __________10.00 001 XX01  533110 ____________ 10001005 ____ 002B ____________  

_________ ____ ______ _________ ____________________ Y  Y Y Y ___ __ ____ ____  

0002 __________15.00 001 XX01  536E21 ____________ 10001000 ____ ____ ____________  

_________ ____ _______________ ________ ____________ Y Y Y Y ___ __ ODTL ____  

0003 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0004 _______________ ___  ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

SALES TAX/VAT  : ___ _________________    FREIGHT     : ___ _________________  

ADDITIONAL COST: ___ _________________    GRO SS AMOUNT:     _________________  

39 40 41 42

45

46

If an invoice line is keyed to a statewide federal grant or an agencyôs NON-ARRA 

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. 
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WALKTHROUGH: Entering an Employee Advance with  
FED and BID Iden tifiers  

 
 

 

 

 

 
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. 

 
 
 

 

 

2. Type GBL  in the NEXT FUNCTION field and press ENTER. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

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. 
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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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

OCP                          GRANT AND BID LIST                        GBL  

 

NEXT FUNCTION: ________ ACTION: ________                   06/06/2011  11:08:41  

 

===============================================================================  

PAY ENTITY     : XX **  

CATEGORY CODE  : BID  

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 RECORD00001 

 

05HV                      14 - 08- 011 R  

 Telecommunications Overpayment Audit  

05HX                      14 - 10- 001 - R 

 Payment Card Industry (PCI) Security Compliance Services  

 

 

 

 

    PAGE NO:    1  STATUS: END OF LIST  

3

4
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6. Type SW** in the PAY ENTITY field. 

7. Type FED in the CATEGORY CODE 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. 
 

 

 

 

 

 

 

 

 

OCP                          GRANT AND BID LIST                        GBL  

 

NEXT FUNCTION: ________ ACTION: ________                   06/06/2011  11:08:41  

 

===============================================================================  

PAY ENTITY     : SW **  

CATEGORY CODE  : FED  

GRANT/BID ID   : ____  

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 RECORD00001 

 

 

 

 

 

 

 

 

 

    PAGE NO:    1  STATUS: END OF LIST  

6

7

9



MM: AP01   Processing Grants and Awards 
Accounts Payable Overview 

 

Office of the State Controller Page 133 
 

 

 

 

 

 

 

 

 

 

 

 

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

11. Type 123456789 in the EMPLOYEE NUMBER field and delete any additional numbers that may 
have defaulted into the employee number and group fields. 

 
12. ADV102010 in the ADVANCE VOUCHER NBR field to specify the advance number.  Delete any 

additional data that may have defaulted into the field. 
 
13. Type 102010 in the VOUCHER DATE field. 
 
14. Press ENTER to verify employee name and number. 
 
15. Type P in the ADVANCE TYPE field to specify that this a permanent advance. 
 
16. Type 102010 in the ADVANCE ISSUE DATE field to specify the date the advance will be issued 

to the employee. 
 
17. Type 00BG in the BID field. 
 
18. Type 50.00 in the ADVANCE AMOUNT field. 
 
19. Type 00BB  in the FED field. 
 
20. Type XX01 532799 10001000 in the ADVANCE CO/ACCT/CTR field. 
 
21. Press ENTER. 
 
 
 

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       : __________  

TRAVEL REQUEST NBR : __________  

REMIT MESSAGE: ___ ____________________________________________________________  

 

ADVANCE TYPE       : _                 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: ____ __________________ ____________  

 

10 11

12

13

15 16

17

18

19

20
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WALKTHROUGH: Entering an Employee Reimbursement  
with FED, BID, and NC Grant Identifiers  

 
 
 

 

 

 

 
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. 
 
 
 
 
 
 
 
 
 
 
 

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. 
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2. Press ENTER to process the control group and access the Employee Expense Worksheet 

(EWS-1T) screen. 
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3. Type EXP102010-103010 in the EMP VOUCHER NBR field. 

4. Type 110110 in the DATE 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 XX01 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 XX01 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. 

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: __________    MODEL: _ ________________  

EMP SHORT NAME : _______________                                 CURR:     ____  

EMPLOYEE NUMBER: __________ __                                    CM/DM     : _  

PO REFERENCE   : ____ __________ ______  TRAV REQST : __________  MULTI PYMT: _  

TERMS CODE: ___  PYMT DUE DATE: __________ DISCOUNT AMT/PC T: _________________  

REMIT MSG:  ___  ____________________________________________________________  

SIGNATURE APPR CD: ___ ___ ___ ___  

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 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0002 _______________ ___ ____ __________________ ____________ ____ _ ___________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0003 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0004 _____ __________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

SALES TAX/VAT  : ___ _________________    FREIGHT     : ___ _________________  

ADDITIONAL COST: ___ __________ _______    GROSS AMOUNT:     _________________  

3 4

5

7 8 9 10 11

12 13 14 15

16

19
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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. 
 
 

 

 

 

 

 

 

 

 

 

 

  

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 00PV NC Grant will be used. 
 
24. Type R in the NEXT FUNCTION field and press ENTER to return to the employee 

reimbursement. 
 
 
 
 
 
 
 
 
 
 
 

OCP                          GRANT AND BID LIST                        GBL  

 

NEXT FUNCTION: ________ 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  

 

0DTL  N  33499            33499  

 Clean Water Management -  2011 -  Big Mountain Creek (2010 - 027)  

0DV0  N  33496            33496  

 Clean Water Management -  2011 -  Parks Tract (2010 - 031)  

0DV1  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 RECORD00001  

 

 

 

    PAGE NO:    1  STATUS: END OF LIST  

20
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25. At the 0003 line, type 20.00 in the AMOUNT/PERCENT field. 

26. Type XX01 in the CO field. 
 
27. Type 536J01 in the ACCOUNT field. 
 
28. Type 10001000 in the CENTER field. 
 
29. Type 00PV in the NCG field. 
 
30. Type 95.00 in the GROSS AMOUNT field and delete any additional zeros in the field. 
 
31. 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. 
 
 
 
 
 
 
 

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 THOMAS                CURR:     ____  

EMPLOYEE NUMBER: _123456789 __      GREGGSON                      CM/DM     : I  

PO REFERENCE   : ____ __________ ______  TRAV R EQST : __________  MULTI PYMT: N  

TERMS CODE: NET  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 F A D) USE 99 NCG  FED 

0001 __________45.00 001 XX01  532725 ____________ 10001000 ____ 00BG ____________  

_________ ____ ______ _________ ____________________ N N N Y  ___ __ ____ ____  

0002 __________30.00 001 XX01  532724 ____________ 10001000 ____ ____ ____________  

_________ ____ ______ _________ ____________________ N N N Y ___ __ ____ 00BB  

0003 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ___ _ ____  

0004 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

SALES TAX/VAT  : ___ _________________    FREIGHT     : ___ _________________  

ADDITIONAL COST: ___ _________________    GROSS AMOUNT:     _________________  

25 26 27 28

29

30

31
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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  
 

 

Overview  
 
This section will describe the processes and procedures of requesting a payment cycle in order 
to pay for AP transactions. This process is commonly called ñrequesting checksò. In order for AP 
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: 
 
Å Payment Entity Control Cycles (PCC) 
Å Bank Cycle Control List (BCCL) 
Å 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. 
 
Å The paying entity  that determines which vendors or employees will be paid is entered 

on the PCC screen. 
 
Å The cycle dates  that determine if a document should be included in the current payment 
 cycle is also entered on the PCC screen. 
 
Å 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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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. 
 
 
 

 

 

 

 

 

 

 

 

 

 

The following three parameters are set on the PCC screen: 

½ The paying entities you wish to include in the next payment cycle. 
 

½ 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. 

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  

 

 ____       _     __________   __________   __________                ___  

 

====================== =========================================================  

 

BASE       N                                                           _ 

CFFP       N                                                           _ 

CHGE       N                                                           _ 

VADD       N                                                           _ 

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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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. 

  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 ï but not  including ï 
   May 5, 2006. 
 

½ 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 Monday. You would put Mondayôs date in the CURRENT PAY DATE 
and PAYMENT DATE fields and Thursdayôs date on the NEXT PAY DATE field. The system writes 
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. 
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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.) 

Bank Cycle Control List  
 
The Bank Cycle Control List (BCCL) screen is used to view and select BAP codes. 
 
 
 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

OCP AP                  BANK CYC LE CONTROL LIST                        BCCL  

 

NEXT FUNCTION: ________ ACTION: ________                   06/07/2011  08:43:10  

 

===============================================================================  

BEGIN BANK ACCT PYMT CODE: ___  

 

BANK ACCOUNT PAYMENT      LAST PYMT       BEG PYMT        END PYMT    SEL  

CODE  &  OVERRIDE         REF NBR         REF NBR         REF NBR 

 

IGT                    4200002302                                      _ 

ZRO                                                                    _ 

01D                         19170                                      _ 

02D                         19170                                      _ 

03D                         19170                                      _ 

04D                         19170                                      _ 

05D                         19170                                      _ 

06D                         19181                                      _ 

07D                         19170                                      _ 

08D                         19170                                      _ 

09D                         19170                                      _ 

10D                         19170                                      _ 

 

         STATUS: MORE 
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Bank Cycle Controls  
 
Controls are established for the current payment cycle on the Bank Cycle Controls (BCC) 
screen. 
 
 
 

 

 

 

 

 

 

 

 

 

 

The BCC screen allows you to do the following: 

Å 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. 
 
Å 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. 

 

 

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 

   1 

   2 

   3 

   4 

   5 
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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. 

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. 

 

 

 

 

 

 

 

 

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  
 

 

 

 

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  

 

 ____       _     __________   __________   __________                ___  

 

===============================================================================  

 

BASE       N                                                           _ 

CFFP       N                                                           _ 

CHGE       N                                                           _ 

VADD       N                                                           _ 

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 

2 3 4 5 6
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The PCC screen lists paying entities in alphanumeric order. 

A document is included in the current payment cycle if: 

¶ The payment is late. 

¶ A discount will be lost before the next payment cycle. 

¶ The document is due to be paid between the dates in the CURRENT 

PAY DATE and NEXT PAY DATE fields. 
 

Different dates can be set for each paying entity included in the current cycle. 

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 

agencyôs paying entities. 

 

 
 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. Type todayôs date in the CURRENT PAY DATE field to indicate the beginning date of the 
current payment cycle.  Normally, this is todayôs date. 

 

 

 

 

5. Type the date that is a week from todayôs date in the NEXT PAY DATE field to indicate the 

date that you plan to run the next payment cycle. 

6. Type todayôs date in the PAYMENT DATE field.  This field indicates: 
 

¶ The date printed on the check 

¶ The General Ledger effective date for the expense and cash entries posted to 
the General Ledger. 

 
 
 

 
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. 
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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                       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                   ___  

 

====================================== =========================================  

 

XXPE       Y     03/15/2006   03/18/2006   03/15/2006                  _ 

XXPN       Y     03/15/2006   03/18/2006    03/15/2006                  _ 

XXPT       Y     03/15/2006   03/18/2006    03/15/2006                  _ 

YYPE       N     03/09/2003                                           _  

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                                           _  

        STATUS: MORE 

12

OCP AP                  BANK CYCLE CONTROL LIST                        BCCL  

 

NEXT FUNCTION: __ ______ ACTION: ________                   06/07/2011  09:50:40  

 

===============================================================================  

BEGIN BANK ACCT PYMT CODE: ___  

 

   BANK ACCOUNT PAYMENT      LAST PYMT       BEG PYMT        END PYMT    SEL  

     CODE  &  OVERRIDE        REF NBR        REF NBR         REF NBR  

 

XXD                         19170                                    _  

01D                         19170                                    _  

02D                         19170                                    _ 

03D                         19170                                    _  

04D                         19170                                    _  

05D                         19170                                    _  

06D                         19170                                    _  

07D                         19170                                    _  

08D                         19170                                    _  

09D                         19170                                    _ 

10D                         19170                                    _  

11D                         19170                                    _  

 

    STATUS: MORE 

 

13

14
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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. 
 
 
 

 

 

 

 

 

 

 

 

 

 

The following defaults from the BCCL screen: 

¶ The BAP code into the BANK ACCOUNT PAYMENT CODE field 

¶ 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.  It is 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). 

 
 
 

 

 

 

OCP AP                       BANK CYCLE CONTROLS                       BCC  

 

NEXT FUNCTION: ________ ACTION: ________                   06/07/2011  09:56:48  

REQUEST: ________  

===============================================================================  

 

BANK ACCOUNT PAYMENT CODE: XXD    BANK ACCOUNT PAYMENT CODE OVERRIDE: ___  

 

LAST PYMT REF NBR USED   :      19170  

 

BEGINNING PYMT REF NUMBER: __________  

 

ENDING PYMT REF NUMBER   : __________  

 

 

    BEGINNING PAYMENT   ENDING PAYMENT 

    REFERENCE NUMBER    REFERENCE NBR 

 BREAK 

   1       __________         __________  

   2       __________         __________  

   3       __________         __________  

   4       __________         __________  

   5       __________         __________  

 

16

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        REF NBR         REF NBR         REF NB R 

 

XXD                         19170           19171      9999999999        _ 

13D                         19170                                        _ 

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. 
 
 
 

 

 
For an example of a voided check, refer to QRG 15: Voided Check . 
 
 
 

 

 

 

 

 

 

 

 

 

 

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. 

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  
 

 

Overview  
 
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: 
 
Å You want to void a check that has been printed but not sent to the vendor. 
Å 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: 
 
Å Gathers information about the check requiring cancellation 
Å 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 Treasurerôs Office yet. 
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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: 
 
Å Manually void the check (tear off the signature and stamp the check void.) 
Å Cancel the check on the Payment Cancellation (PCN) screen. 
 
 
 

 

 
After a payment is canceled, the NCAS automatically does the following: 
 
Å The payment status is change to CANCELED. 
Å The status of every document, multiple payment, or partial payment related to the 
 canceled check is changed from PAID to BALANCED. 
Å All appropriate accounting entries are reversed for the payment. 

If the document is canceled, the NCAS automatically does the following: 

Å The status of the document is changed from BALANCED to CANCELED. 
Å All appropriate accounting entries are reversed for the document. 

 
 

 

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  :  

 

 

 

 

 

 

 

 

 

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. 

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  

 
 

 

 

1. Type PYL in the NEXT FUNCTION field and press ENTER to access the Payment List (PYL) 

screen. 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 
 
 
 
 
 
 
 

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. 

 

OCP AP                          PAYMENT LIST                           PYL  

708 -  ENTER EITHER A BAP CODE OR PAY ENTITY AND VENDOR NUMBER COMBINATION 

NEXT FUNCTION: ________ ACTION: ________ HISTORY: _        06/07/2011  13:49:27  

 

===============================================================================  

 

PAY ENTITY: ____ VENDOR NBR: __________ __  SHORT NAME: _______________  

BAP CODE  : ___  PAYMENT REFEREN CE NUMBER: __________  

BEGINNING PAYMENT DATE: __________ ENDING PAYMENT DATE: __________  

BAP   PYMT REF            ------------  PAYMENT --------  CLEARANCE  REPLACE 

CODE   NUMBER             AMOUNT    DATE TYPE  STAT        DATE    PYMT REF   S  

 

 

 

 

 

 

 

 

 

 

 

 

        STATUS: 

 

 

 

 

 

 

 

2 3
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5. Type R in the ACTIVITY column next to the vendorôs name. 

 
6. Press ENTER to return to the Payment List (PYL) screen. 

 
 
 

 

 

 

 

 

 

 

 

 

 

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 : _  

SHOW ALL        : _  

SHORT NAME       VENDOR NBR  GROUP     NAME                         ACTIVITY  

ORDER FROM ADDRESS                REMIT TO AD DRESS 

 

BUYMARTRICHTON    710415188   C      BUYMART STORES INCORPORATED      ____  

1234 BRITT ST                      1234 BRITT ST  

RICHTON                     NC     RICHTON                     NC  

 

 

 

 

 

 

 

 

 

PAGE NO:    2   SCREEN STATUS: END OF LIST  

 

 

 

 

 

5

OCP AP                          PAYMENT LIST                           PYL  

 

NEXT FUNCTION: ________ 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   PYMT REF            ------------  PAYMENT --------  CLEARANCE  REPLACE 

CODE   N UMBER             AMOUNT    DATE TYPE  STAT        DATE    PYMT REF   S  

 

XXD  0000000023            650.00 04/12/07 M OPEN                             _  

 

 

 

 

 

 

 

 

 

 

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 CODE field. 
   
  BAP CODE: ________________________________ 
 
     AND 
 
 1  Note the check number found in the PYMT REF NUMBER field. 
 
  PYMT REF NUMBER: ________________________ 
 
 
 
 

 

 

7. Type PCN in the NEXT FUNCTION field and press ENTER to access the Payment 

Cancellation (PCN) screen. 

 

 

 

 

 

 

 

 

 

 

 

 

8. Type your BAP code (XXD)  in the BANK ACCT PAY CODE field. 

9. Type 0000000023 or 23 in the PAYMENT REF NUMBER field. 
 

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 
canceled.  If the status is OPEN, verify with the Treasurerôs office that the 
check has not cleared your account before canceling. 

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:  __________  

 

CANCELLATION EFFECTIVE DATE: __________  

 

PAYMENT AMOUNT: 

PAYMENT DATE  :  

PAYMENT TYPE  :  

PAYMENT STATUS: 

 

REMITTING TO  :  
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10. Press ENTER to retrieve the information associated with the BAP code and check 
number. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
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. 
 
 
 

 

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. 
 

 

 

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:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11

Make sure this information is correct before you leave this screen.  Once a 

check has been cancelled from the system, it cannot be restored. 

Unless the documents attached to the check are canceled, the check will 

reprint in the next payment cycle. 
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Replacing a Check  
 
Replacing a check is necessary under the following circumstances: 
 
Å The check has been lost or damaged 
Å The check has been voided by vendor and needs to be reissued 
 
Replacing a check is processed on the Payment Replacement (PRP) screen. 
 
Å Gathers information about the check to be replaced 
Å 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 Treasurerôs Office yet. 
 

 

 

 

 

 

OCP AP                          DOCUMENT LIST                          DCL  

 

NEXT FUNCTION: ________ ACTION: ________ HISTORY: _        06/07/2011  14:22:13  

REQUEST: ________  

===============================================================================  

PAY ENTITY  : XX PT                  CONTROL DATE : __________ CONTROL NBR: ____  

SHORT NAME  : 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 DGI DCI  

DATE                      CODE          DPA DLL  

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 _ _ _ _  

710415188 C          S001 - 654 02/01/07             50.00      BALANCD _ _ _ _  

 

 

 

 

 

 

 

PAGE:    1 STATUS: END OF LIST  
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(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 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  :  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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   PYMT REF            ------------  PAYMENT --------  CLEARANCE  REPLACE 

CODE   NUMBER             AMOUNT    DATE TYPE  STAT        DATE    PYMT REF   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/ 16/05 M  CLEARED    03/31/05               _ 

XXD  9910001021              24.26 04/16/05 M  CLEARED    03/31/05               _ 

XXD  9910001025              30.00 04/16/05 M  CLEARED    03/31/05              _ 

XXD  9910001049          4,315.45 08/17/05 M REPLACED              990000049    _ 

XXD  9910001254          1,731.00 02/01/05 M CANCELLED                         _ 

XXD  991009064             573.00 06/16/05 M CANCELLED                        _  

 

 

     STATUS: END OF LIST  
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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). 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

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). 

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    GL EFF    C  

ENTITY   NUMBER                         DATE       NBR  NBR PYMTS    DATE  
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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  

 
 

 

 

 
1. Type IPC in the NEXT FUNCTION field and press ENTER to access the Invoice Remaining 

Payments Cancel (IPC) screen. 
 
 
 

 

 

 

 

 

 

 

 

 

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.  

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  REM    GL EFF    C  

ENTITY   NUMBER                         DATE       NBR  NBR PYMTS    DATE  
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2. Delete any data displayed in the VENDOR NUMBER field. (Donôt forget to delete the vendor 

group number if necessary. 
 

3. Type dexson@  in the VENDOR SHORT NAME field and press ENTER to access multiple 
payments established for this vendor. 

 
 
 

 

 

 

 

 

 

 

 

 

 

Find the first payment for invoice number RENTAL#1. 

4. Type C in 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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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    PYMT PRTL  REM    GL EFF    C  

ENTITY   NUMBER                         DATE       NB R  NBR PYMTS    DATE  

 

XXPT   560787926 A          RENTAL #1 05/11/2007 001   000   000  __________  _  

PAYMENT AMOUNT :          1,000.00   PYMT DUE DATE: 05/11/2007  

XXPT   560787926 A          RENTAL #1 05/11/2007 002   000   000  __________  _  

PAYMENT AMOUNT :          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  
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6. All RENTAL # 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                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    PYMT PRTL  REM    GL EFF    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  
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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  

560787926 A         RENTAL #1 05/11/07         12,000.00      CANCELL _ _ _ _  

560787926 A         RENTAL #2 03/11/07          6,000.00      PRTL - PD _ _ _ _  

560787926 A     DEXSONRENTAL1 01/05/09          6,000.00      BALAN CD _ _ _ _  

 

 

 

 

 

 

 

 

   PAGE:    1 STATUS: END OF LIST  
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Walkthrough: Canceling Remaining Payments  
for a Partially Paid Invoice  

 
 

 

 

 

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. 
 

 

 

 

 

 

 

 

 

 

 

 
Find payment number 003 for invoice number RENTAL # 2.  
 
 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. 
 
 
 
 
 

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.  

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    PYMT PRTL  REM    GL EFF    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  
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 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. 
 
 
 

 

 

 

 

 

 

 

 

 

4. Type C in the C (CANCEL) field to the right of each payment for RENTAL # 2 and press 

ENTER. 

OCP AP                INVOICE REMAINING PAYMENT CANCEL                 IPC  

 

NEXT FUNCTION: ________ ACTION: ________                   06/08/2011  10:57:38  

 

============================================== =================================  

PAY ENTITY       : XX PT                    VENDOR NUMBER :  560787926 A  

VENDOR SHORT NAME: DEXSONREALTY            INVOICE NUMBER:  

INVOICE DATE     :  

 

PAY     VENDOR       INVOICE NUMBER   INVOICE    PYMT PRTL  REM    GL E FF    C  

ENTITY   NUMBER                         DATE       NBR  NBR PYMTS    DATE  

 

XXPT   560787926 A          RENTAL #2 03/11/2007 008   000   000  __________  _  

PAYMENT AMOUNT :            500.00   PYMT DUE DATE: 10/11/2007  

XXPT   560787926 A          RE NTAL #2 03/11/2007 009   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: 12/11/2007  

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  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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: DEXSONREALTY            INVOICE NUMBER:  

INVOICE DATE     :  

 

PAY     VENDOR       INVOICE NUMBER   INVOICE    PYMT PRTL  REM    GL EFF    C  

ENTITY   NUMBER                         DATE       NBR  NBR PYMTS    DATE  

 

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: 07/1 1/2007  

XXPT   560787926 A          RENTAL #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  

XXPT   560787926 A          RENTAL #2 03/11/2007 008   000   000  __________  _  

PAYMENT AMOUNT :            500.00   PYMT DUE DATE: 10/11/2007  
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5. Type C in the C (CANCEL) field to the right of the remaining payments for RENTAL # 2 and 

press ENTER. 
 
 
 

 

 

 

 

 

 

 

 

 

 
6. Type DCL in the NEXT FUNCTION field and press ENTER to access the Document List 

(DCL) screen. 
 

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    GL EFF    C  

ENTITY   NUMBER                         DATE       NBR  NBR PYMTS    DA TE 

 

XXPT   560787926 A          RENTAL #2 03/11/2007 009   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 :            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  
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OCP AP                INVOICE REMAINING PAYMENT CANCEL                 IPC  

741 -  NO MULTIPLE/PARTIAL PAYMENTS FOUND FOR THIS SELECTION  

NEXT FUNCTION: ________ 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    PYMT PRTL  REM    GL EFF    C  

ENTITY   NUMBER                         DATE       NBR  NBR PYMTS    DATE  
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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 RTL- PD _ _ _ _  

560787926 A     DEXSONRENTAL1 01/05/09          6,000.00      BALANCD _ _ _ _  
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Handling Special AP Processes  
 

 

Overv iew  
 
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 deposit money directly into a vendorôs or employeeôs bank 
account. This subsection explains: 
 
Å NCAS generated CMCS transfers 
Å The electronic payment process 
Å Security and completion of the VPY screen 
Å Bank accounts and bank routing numbers 
Å NCAS enhancements 
 
 

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: 
 
Å Establish a 1099 vendor and 
Å 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: 
 
Å Set up a vendor for withholding 
Å Process an invoice requiring backup withholding 
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Factoring Vendor Payments  
 
A facto r is a vendor who receives payment in lieu of the original vendor. This subsection 
explains how to: 
 
Å Establish a vendor as a factor and 
Å 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: 
 
Å "Identify non-resident aliens 
Å "Process withholding 
Å "Determine the requirements for deposits 
Å "Understand the special considerations of NRA processing 
 
 

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: 
 
Å Current Year 
Å Prior Year 
Å Accrued Refund of Prior Year 
Å Refund of Current and Accrued Prior Year 
 
 

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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Transfers do not post to the disbursing cash account (111250) as 

requisitions do. 

Electronic Payments  
 

Overview  
 
The electronic payment (E-payment) process allows agencies to use the North Carolina 
Accounting System (NCAS) to deposit money directly into a vendorôs or employeeôs bank 
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. 
 
 
 
 
 
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 
agenciesô E-payments for 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 available that automatically cancels all of the agencyôs E-payments for a 
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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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. 

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 for the agency to ópassô the transfer to OSC-Cash Management. The OSC Cash 
Management submits and approves the transfer. An example of a transfer follows: 
 

 
 
1  All electronic payments made in NCAS generate a CMCS transfer. 
 
 
 

 

 

 

 
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 ï DETAIL 
  OSCOP* NCAS-CMCS CASH RECON ï 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 check printing software. Each agencyôs 
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 bank combined with all other agenciesô E-
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 money deposited into an employeeôs or non-trade vendorôs bank 
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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An example of a completed VPY screen follows: 
 
 
 

 

 

 

 

 

 

 

 

 

 
 
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; the employeeôs short  
    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   
    employeeôs SS# or the vendorôs TIN (Taxpayer Identification   
    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 employeeôs checking or savings  
    account where the payment is to be deposited. It is also the last   
    group of numbers on the individualôs check; the group of numbers  

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       : 444444444444_______________________  

ACCOUNT NAME         : BANK ACCOUNT NAME_____________  

BANK ROUTING NUMBER  : 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          : 27699 - 1234     SAVINGS ACCT:   N  

PRENOTE              : _  

STANDARD ENTRY CLASS : ___  

E PAY INFO: E RPETERSON@MAIL.OSC.STATE.NC.US_____________________________  
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    following the bank routing code. Do not include any spaces.  SEE  
    THE FOLLOWING EXAMPLES. 
 
ACCOUNT NAME  Name that describes this bank account; the vendorôs name. 
 
BANK ROUTING  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 LINE 1   Name of the employeeôs bank; i.e., First Union. 
 
NAME LINE 2   Second name of employeeôs bank, if applicable. 
 
ADDRESS LINE 1  Address line 1 of employeeôs bank. 
 
ADDRESS LINE 2  Address line 2 of employeeôs bank. 
 
ADDRESS LINE 3  Address line 3 of employeeôs bank. 
 
POSTAL CODE   Zip code of employeeôs bank. 
 
SAVINGS ACCOUNT   If the account is a savings account instead of a checking account,  
    this must be a ñYò. ñNò defaults and means the account referenced  
    is a checking account. 
 
PRENOTE   Leave this field blank. 
 
STANDARD ENTRY  Leave this field blank. 
CLASS 
 
E PAY INFO   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 I 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. 
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1. Type VSU in the NEXT FUNCTION field and press ENTER to access the Vendor Setup  

(VSU) screen.  

 

 

 

 

 

 

 

 

 

 

 

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 PHONE field. 
 

8. Type 902 Dunwoody Dr  in the ADDR LINE 2 field. 
 

9. Type NC in the STATE CODE 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. 
 

OCP                            VENDOR SETUP                            VSU  

 

NEXT FUNCTION: ________ ACTION: ________                   06/09/2011  10:47:49  

REQUEST: ________  

===============================================================================  

PAY ENTITY   : ____     VENDOR NO   :    __________   GROUP        :  __  

VENDOR NAME  : ______________________________         VENDOR TYP E  :  _  

SHORT NAME   : _______________                        EDI/FAX CODE :  _  

---  ORDER FROM ---   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:  ______________________________   OPT STATE CD :  __   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 USE :  _  

OPT ADDR  2:  ______________________________   OPT STATE CD :  __   VAL:  _  

CONTACT    :  ________________ ______________   OPT POSTAL CD:  __________  

PAYMENT TERMS:  ___                              VENDOR STATUS:  _  

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2 3

4 5

6

7

8 9

10 11

12

14

15
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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. 

 
 
 
 
 

 

 

 

 

 

 

 

 

 
16. Type USCK in the PAYMENT METHOD field. 

 
 
 
 
 

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 
Mikesôs savings account. 

 
 1  The default for the SAVINGS ACCT field is N (no), indicating the checking  
  account should be credited with the electronic deposit. 
 
 
 

OCP                  VENDOR BANK ACCOUNT PAYMENT METHOD                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  -------  

 

  ACCOUNT NUMBER       : ___________________________________  

  ACCOUNT NAME         : ___________ ___________________  

  BANK ROUTING NUMBER  : ____________________  

  NAME LINE 1          : ______________________________  

  NAME LINE 2          : ______________________________  

  ADDRESS LINE 1       : ______________________________  

  ADDRESS LINE 2       : ______________________________  

  ADDRESS LINE 3       : ______________________________  

  POSTAL CODE          : __________     SAVINGS ACCT:   _  

  PRENOTE              : _  

  STANDARD ENTRY CLASS : ___  

E PAY INFO: _ ______________________________________ _____________________  

 

 

 

 

 

 

 

 

 

 

 

 

 

16

17

18

19

20

21

22 23

The BAP CODE field must be left blank when setting up an electronic 

payment. 
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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. 

 
 
 
 
 

 

 

 
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. 
 
 
 

 

 

 

 

 

 

 

 

 

 

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. 

 
 
 
 
 
 
 
 

The options for the E PAY INFO field are as follows: 

F Fax 
E E-mail 
I Inactivate 
 
The email option is preferred by the OSC. 
 

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       : ___________________________________  

  ACCOUNT NAME         : ______________________________  

  BANK ROUTING NUMBER  : ____________________  

  NAME LINE 1          : ______________________________  

  NAME LINE 2          : ______________________________  

  ADDRESS LINE 1       : _______________________ _______  

  ADDRESS LINE 2       : ______________________________  

  ADDRESS LINE 3       : ______________________________  

  POSTAL CODE          : __________     SAVINGS ACCT:   _  

  PRENOTE              : _  

  STANDARD ENTRY CLASS : ___  

E PAY INFO: _ ________ ___________________________________________________  

 

 

 

 

 

 

 

 

 

 

 

 

24
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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: 
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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. 
 
 
 

 

 

 

 

 

 

 

 

 

 

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 ñATTACHMENT ENCLOSEDò. 

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: 

 

 

 

 

 

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         : BOBôS CHECKING ACCOUNT 

  BANK ROUTING NUMBER  : 050505050  

  NAME LINE 1          : XYZ NATIONAL BANK  

  NAME LINE 2          : ______________________________  

  ADDRESS LINE 1       : 100 MAIN STREET  

  ADDRESS LINE 2       : ______________________________  

  ADDRESS LINE 3       : RALEIGH, NC  

  POSTAL CODE          : 27613 - 1234     SAVINGS ACCT:   N  

  PRENOTE              : _  

  STANDARD ENTRY CLASS : ___  

E PAY INFO: E  RSMITH@OSC.NC.GOV 
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OCP                          INVOICE WORKSHEET 1                       IWS - 1T 

078 ï VENDOR / FACTOR IS SET FOR ELECTRONIC PAYMENT 

NEXT FUNCTION: ___ _____ ACTION: ________                   06/09/2011  13:50:33  

REQUEST: ________  

===============================================================================  

INVOICE NUMBER : _______ __ETEST- 1 DATE: 05/30/2008     MODEL: _ ________________  

VENDOR SHORT NM: HUMMLEYINTL                                      CURR   : ____  

VENDOR NUMBER  : _040404040  A_                                    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 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0002 _______________ ___ ____ ________ __________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

0003 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _  _ ___ __ ____ ____  

0004 _______________ ___ ____ __________________ ____________ ____ ____________  

_________ ____ _______________ ____________________ _ _ _ _ ___ __ ____ ____  

SALES TAX/VAT  : ___ _________________    FREIGHT     : ___ _________________  

ADDITIONAL COST: ___ _________________    GROSS AMOUNT:     _________________  

 

 

 

 

 

 

 

 

 

 

 

Electronic  
Payment  

Message  

OCP AP                      EMPLOYEE ADVANCE REQUEST                   EAR  

078 ï VENDOR / FACTOR IS SET FOR ELECTRONIC PAYMENT 

NEXT FUNCTION: ________ ACTION: ________                    06/09/2011  13:54:36  

REQUEST: ________  

===============================================================================  

 

PAY ENTITY         : XXPE                    EMPLOYEE NUMBER   : _ 333333333  A_ 

EMPLOYEE SHORT NAME: SMITHROBERT 

ADVANCE VOUCHER NBR: ADV051208 

VOUCHER DATE       : 051208  

TRAVEL REQUEST NBR : __________  

REMIT MESSAGE: ___ ____________________________________________________________  

 

ADVANCE TYPE       : P                  ADVANCE ISSUE DATE: 051205  

BID IDENTIFIER     : ___ _              TRIP NUMBER       : ____________  

GL EFFECTIVE DATE  : __________        EMPLOYEE ADV IND  : ___  

BANK ACCT PYMT CODE: ___  

CURRENCY CODE      : ____              ADVANCE AMOUNT    : 100.00 _________  

 

SIGNATURE APPROVAL : ___ ___ ___ ___ ___        NCG : ____  

HANDLING CODE      : __                         FED : ____  

REASON CODE/DESC   : ___ _______________  

ADVANCE CO/ACCT/CTR: XX01 532799 ___________ 1000 ________  

 

 

 

 

 

 

 

 

 

 

 

Electronic  
Payment  

Message  
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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 the Treasurerôs office on electronic transactions.  The 
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   PYMT REF            ------------  PAYMENT --------  CLEARANCE  REPLACE 

CODE   NUMBER             AMO UNT    DATE TYPE  STAT        DATE    PYMT REF   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          1,5 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                             _ 

XXD  0000034265               .00  05/ 16/08  S VOIDED                           _ 

XXD  0000034266            106 .00 05/ 16/08  E OPEN                             _  

XXD  0000034268             10.00 05 / 16/08  S OPEN                             _ 

 

 

     STATUS: END OF LIST  

 

 

 

 

 

 

 

 

 

 

Payment  
Identifier 

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 NAME: 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 TAX 2      :                         EXPENSE IND      :  

SALES TAX 3      :                         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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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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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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The AP-P0006 and P0007 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.  Also note that the vendorôs address is on these reports. 

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  
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