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Course Overview

Overview

The North Carolina Accounting System (NCAS) allows state agencies to
perform automated matching of purchase orders, receiving documents,
and invoices. Agencies do not need to manually audit these documents
before entering them into the system.

This course provides an agency’s Accounts Payable (AP) management
and staff with the information necessary to match invoices to purchase
orders using the NCAS.

Audience

Accounts payable clerk
Accounts payable management

Length

7 hours

Objectives

The primary objective of this course is to enable AP managers and staff to
match invoices to purchase orders using the NCAS. Upon successful
completion of this course, participants will be able to:

*  Apply key matching concepts

*  Process invoice exceptions

*  Obtain signature verification for invoices

*  Convert one unit of measure to another

* Process Non-governmental grants

* Adjust payments after goods have been returned

* Manually close a PO line

* Process other matching AP transactions
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NOTES Sections

* Course Overview

» Business Process

*  Policy Overview

*  Applying Key Matching Concepts
*  Processing Exceptions

*  Obtaining Signature Verification

*  Converting Units of Measure

*  Non-Governmental Grants

* Adjusting Payments

*  Manually Closing PO Lines

*  Processing Other Matching AP Transactions

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

Quick Reference Guides (QRGs)

This section includes job aids that help participants complete the tasks
involved with their jobs. These QRGs are referenced throughout the walk-
throughs and activities.
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Business Process Overview

Overview

The objective of matching an invoice to a purchase order (PO) and a
receipt is to make the invoice eligible for payment by verifying that all the
information is accurate. In the NCAS, an AP clerk no longer needs to
manually compare invoices to purchase orders and receipts. The system
performs the comparison and informs the AP clerk if the invoice informa-
tion does not match the PO and/or receipt information.

In order to match invoices, an AP clerk must be able to:

*  Apply key matching concepts

* Identify the PO that corresponds to the invoice

+ |dentify the PO line(s) that corresponds to the invoice line(s)

*  Process exceptions, if any occur

+ Obtain signature verification of the invoice, if necessary

«  Convert one unit of measure to another

* Process non-governmental grants (contract numbers and accounts)
» Adjust payment after goods have been returned

* Manually close the PO line to invoicing, if necessary

The following diagram illustrates the process of matching an invoice to a
purchase order.
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Course Map NOTES

The following diagram, also known as the course map, lists the topics
which are covered in this course. Each topic is highlighted as it is dis-
cussed.

Entering Applying Key || | Processing Obtaining Converting ||| Processing Adiustin Manually Processing
Matching Matching Invoice Signature Units of NGO P jm ntg Closing Other AP
Invoices Concepts Exceptions ||| Verification Measure Grants ayments PO Lines Transactions

Entering Matching Invoices

A matching invoice references a purchase order that was issued to the
vendor at the time the order was placed. The information on the invoice is
matched to the information on the purchase order online. Matching
invoices are processed on the Invoice Matching (IMP) and the Invoice Line
Audit (ILA) screens.

Applying Key Matching Concepts

To facilitate the processing of matching invoices, the AP clerk needs to
understand the following two key matching concepts:

e Payment Basis

The conditions under which a matching invoice may be paid is
referred to as the payment basis. North Carolina uses four different
payment bases for invoices:

— Purchase order
— Signature
— Receipt
— Inspection
* Base Permit-to-Pay

The base permit-to-pay (PTP) is the extended value calculated by
the NCAS for each PO line. The PTP is the maximum amount that
may be paid for each matching invoice or invoice line.

Processing Exceptions

If the difference between the information on the invoice and the PO is not
within a predetermined acceptable range, a matching exception occurs.
Since the NCAS audits the information on both the invoice header and the
invoice line, two types of exceptions can occur:

* Invoice header exceptions occur when the difference between the
information on the PO header and the invoice header is not within the
acceptable range.
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NOTES

Invoice line exceptions occur when the difference between the
information on the PO line and the invoice line is not within the
acceptable range.

The NCAS does not allow further processing of the invoice until the
exception has been resolved. Processing an exception requires the AP
clerk to do two things:

* Respond to the exception message
*  Apply the buyer’s instructions to clear the exception

Obtaining Signature Verification

Generally, invoices for services cannot be paid without the requester’s sig-
nature, which verifies that the invoiced services have actually been
received. The NCAS holds an invoice that requires signature approval
until the necessary signature is obtained. Once the signature is obtained,
the AP clerk can release the invoice for payment.

Converting Units of Measure

Occasionally, a vendor’s invoice may show a different quantity and unit of
measure than those specified on the PO line. In such a case, the AP clerk
must determine and indicate the quantity and relationship that allows one
unit of measure to be converted to another.

Processing Non-Governmental Grants

When a buyer fails to record a valid non-governmental grant contract
number or a valid accounting distribution, the system will issue a hard stop
and not allow the processing of the invoice. The AP staff must obtain the
information prior to balancing the invoice. Once the correct data is sup-
plied, the invoice can be nexted (balanced) and processed for payment.

Adjusting Payments

When an agency returns goods to a vendor, the AP clerk needs to appro-
priately adjust the vendor’s invoice and the payment. Generally, payment
is adjusted by issuing a debit memo against the invoice or by applying a
credit memo to that invoice.
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Manually Closing PO Lines NOTES

Once a PO line has been fully invoiced, the system automatically closes
the PO line to invoicing. Closing the PO line prevents additional invoices
from being matched against that line. Under certain circumstances, the
PO line does not automatically close after the invoice has been matched.
In these cases, the AP clerk needs to manually close the PO line to invoic-

ing.

Processing Other Matching AP Transactions

Periodically, there may be additional Matching AP transactions that need
to be performed. These additional transactions are processing 1099 trans-
actions, processing year-end accruals, and processing sales tax.

Office of the State Controller 7 NCAS Training.14 - October 12, 2009
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Policy Overview

Accounts Payable Integration with Other
Modules

The NCAS provides an integrated set of financial and materials manage-
ment modules for managing business functions. Integration of the AP
module with the Purchasing (PS) and the Budgetary Control (BC) modules
provides AP with invoice processing controls. The AP module is linked to
the PS and BC modules as follows:

* When an invoice is matched to a purchase order, the AP module
applies purchasing audit controls to the invoice.

By integrating Purchasing with Accounts Payable, the matched
invoice is provided with audit controls to limit differences between the
ordered, received or inspected amount and the invoiced amount. The
controls are set up by the buyer in consultation with AP personnel.

The integration of Purchasing and Accounts Payable significantly
reduces the data entry by the AP clerk because he or she does not
have to reenter PO and receipt information already keyed into the sys-
tem by the buyer and receiver.

* The Budgetary Control module provides funds-checking controls for
the matched document.

Integration with the Budgetary Control module provides online real-time
available funds checking. The funds checking occurs for matched docu-
ments as PO encumbrances are relieved and invoice encumbrances are
created.
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Default Heirarchy

The NCAS has the ability to carry forward—or default—values in certain
fields from one screen to the next. These values are referred to as
default values. Default values in the NCAS follow a hierarchy. This
default hierarchy, illustrated in the diagram below, represents the levels at
which matching policies are established and maintained.
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Buying/Paying
Entity

Buyer Definition

Vendor Definition

Item Definition

Item Quotation

Requisition Header/Line

Purchase Order Header/Line

Control Document

Invoice Header

Invoice Line

At the highest level, the buying and paying entities act as an umbrella
under which general matching policies are established and maintained.
This information is set up to default into all NCAS documents.

As you progress down the pyramid, each level represents an opportunity
to override previously established policies (or defaults). The last opportu-
nity for purchasing personnel or buyers to override default information is at
the purchase order line (PO line) level. The last opportunity for AP person-
nel to override default information is at the invoice line level.

Most matching policies on PO documents are established by the buyer, in
consultation with AP personnel. The matching defaults that you see on
your screens are set up in the Purchasing and Accounts Payable modules.
The integration of AP with the Purchasing module allows these values to
default into AP matching screens.

7 Your agency may have established payment terms of net 30 for a
particular paying entity, such as net 30. These payment terms
default to all transactions associated with this paying entity unless
overridden at a lower level. However, a buyer may negotiate better
payment terms with a specific vendor—for example, net 45. In this
case, the buyer overrides the net 30 default with net 45 on the
appropriate PO screen (PO header or PO line). The net 45 then
defaults to all AP screens related to this PO.

The AP clerk can also override payment terms. For example, the vendor’s
invoice may arrive with the more favorable payment terms of net 60. The
AP clerk can override the net 45 default on the Invoice Matching (IMP)
screen when entering the matching invoice.

NOTES
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Entering Matching Invoices

Entering Applying Key [| | Processing Obtaining [ | Converting | | Processing Adiustin Manually Processing

Matching Matching Invoice Signature Units of NGO Pajmentg Closing Other AP

Invoices Concepts Exceptions | | Verification Measure Grants Y PO Lines Transactions
Overview

Matching invoices are entered on the Invoice Matching (IMP) screen. The
top portion of the screen resembles the top portion of an invoice. It
includes:

Invoice number

Invoice date

Vendor information
Purchase order number
Amount totals

After the top portion is completed, you can access the Invoice Line Audit
(ILA) screen. The ILA screen displays the purchase order information that
was issued in the purchasing system at the time the order was placed.
The PO information online must be matched to the information on the
invoice.

The following information about the invoice must be verified and corrected
if there are any discrepancies:

AP ATTN Field

It is vital that you check the AP ATTN field to determine if the buyer has
sent any comments. If buyer comments exist, the AP ATTN field for the
line displays “yes”. To access these notes, type C (comments) in the
select field for the PO line. The PO Comment Inquiry (PCI) screen is
displayed. Press to list the comments for this PO line. Type Back
in the NEXT FUNCTION field to return back to the ILA screen. The list
begins with the first comment for the PO line. In addition to AP atten-
tion notes, comments may also include instructions to be printed on
the PO. Make it a practice in your organization to begin all AP atten-
tion notes with a standard comment sequence number (such as 001
or 100). This will assist in easy location and review of instructions.

Vendor’s Remit-to Address

It is important to validate that the vendor’s remit-to address is correct.
The Remit to Vendor Setup (VRS) screen displays detailed informa-
tion about the vendor, including the vendor’s remit-to address.

Office of the State Controller 13
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NOTES

Quantity

The Invoice Line Audit (ILA) screen displays the purchase order
quantity. This quantity must match the invoice quantity and any dis-
crepancies must be corrected. Discrepancies can cause funds to be
unencumbered or PO lines to be closed to invoicing.

Amount

The Invoice Line Audit (ILA) screen also displays the purchase order
amount. This amount must match the invoice amount. Discrepancies
must be corrected in order to ensure accurate payment to the vendor.

Unit of Measure

The Invoice Line Audit (ILA) screen displays the purchase order unit
of measure. This unit must match the invoice unit. It is important to
convert the PO unit to the invoice unit because these discrepancies
impact requisitioning and the Available Funds File.

Accounting Distribution

It is also important to verify that the accounting distribution is valid for
the invoice. The Invoice Line Audit (ILA) screen displays the account-
ing distribution from the purchase order in the co, ACCOUNT, and CEN-
TER fields.

= If the account has 2 numbers at the end of the field in posi-
tions 17 and 18 (ex. 532199 10), the system pre-
vents the processing of matching invoices with a multi-year
indicator. The multi-year indicator is not a part of a valid 11-
digit account in NCAS, so any data in that field will stop pro-
cessing. When processing matching invoices on the ILA
screen, AP clerks encounters the error message: U12:
INVOICE CONTAINS A FUTURE YEAR IND. - MUST
REMOVE IND. ON PO FIRST. Once the error message dis-
plays, no further processing can be performed on the tagged
line until the account number is corrected on the purchase
order by Purchasing.

Prorate Flags

It is extremely important that the prorate flags (Y or N) for each line be
verified as to allowable or not allowable. An incorrect flag in these
fields can lead to funds being sent to suspense, requiring a journal
voucher entry to correct the error.

Prorate flag fields, located on the Invoice Line Audit (ILA) screen,
include:

T Tax

- F Freight

« A Additional Cost
- D Discount

Office of the State Controller
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WALKTHROUGH: Entering a Matching Invoice

SCENARIO

You have just received 11 matching invoices attached to the following
Control Group Header sheet.

First enter the control group. Then process the first invoice in the con-

NOTES

trol group.
Agency Name
Accounts Payable Control Group Header
PAYING ENTITY X XXPT
Other
ENTRY METHOD DIRECT INVOICES
X MATCHING INVOICES
EMPLOYEE INVOICES
CONTROL GROUP DATE: TODAY’S DATE
CONTROL GROUP NUMBER: 123
OPERATOR ID: YOUR INITIALS
DBS # Initials
NUMBER OF
INVOICE NUMBER DOCUMENTS AMOUNT
PER TAPE 11 8,875.23
ADJUSTMENTS
AMOUNT ENTERED 11 8,875.23
1. Type the control group header information on the Control Docu-

ment Entry (CDE) screen. (Refer to Procedure 1: Entering a
Control Group for Matching Invoices.) Because the invoices in
this control group are matching invoices, type M in the ENTRY

METHOD field.

Office of the State Controller
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2. Press to process the control group header information and to
access the Invoice Matching (IMP) screen.

OCP AP INVOICE MATCHING IMP
235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION: _ ACTION: _ 01/03/2008 13:33:45
REQUEST: _

INVOICE NUMBER : o DATE : ov o EXCEPTION CMNTS:

VENDOR SHORT NAME: S
VENDOR NUMBER : CM/DM: I

P O BUY ENTITY HE P O NUMBER: RELEASE: _ ALL:

GROSS AMOUNT : FREIGHT

SALES TAX/VAT :__ __ _ ~  ADDITIONAL COST -
SALES TAX 2 :__ _  ~ ~~ SALES TAX 3 -
REMIT MSG :

COUNTY CODE -

===================—=——==—==—==—== SUGGESTED VALUES ===========================

TERMS CODE s DISCOUNT AMT/PCT : S
PAYMENT DUE DATE : REASON CODE S
GL EFFECTIVE DATE: FACTOR NUMBER o
PROVISIONAL DATE : __ IND: ___ SIGNATURE APPR CD:
PAYMENT ROUTE CD : _ BAP CODE : _ CURRENCY CODE -
EXPENSE :  PAYABLES : ___ DISCOUNT :
ACCOUNTING RULE : HANDLING : INTERCO PAYABLES :

You are now ready to key in the first invoice.

Invoice: Dakota Office Supplies Invoice Number: 3527819735
6020 Olde Eure Rd Invoice Date: 02/02/2008
Raleigh, NC 27600-5337 Terms: 10M
Description: Quantity: Unit Price: Total Price:
Diskettes 30 boxes 150.00
PO# XX40000204 Freight:
Tax:
Total: 150.00

3. Type 3527819735 in the INVOICE NUMBER field.
4. Type 020208 in the DATE field.

5. Type dakota@ in the VENDOR SHORT NAME field and press to
return the vendor number and address to the IMP screen.

If the short name is not unique to one vendor, the system displays the
Vendor Short Name Lookup (VSL) screen with all vendors that match
the specified short name. Press to scroll through the list until you
find the required vendor.
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OCP AP

INVOICE MATCHING IMP

142 - BUY ENTITY MUST BE ENTERED

NEXT FUNCTION: ACTION: 01/03/2008 13:37:35

REQUEST:

INVOICE NUMBER 3527819735 DATE: 02/02/2008 EXCEPTION CMNTS:

VENDOR SHORT NAME : DAKOTAOFFICESUP DAKOTA OFFICE SUPPLIES

VENDOR NUMBER 560746125 A RALEIGH CM/DM: I
NC 27602

P O BUY ENTITY P O NUMBER: RELEASE: _ ALL: _

GROSS AMOUNT FREIGHT

SALES TAX/VAT
SALES TAX 2
REMIT MSG :

COUNTY CODE

ADDITIONAL COST
SALES TAX 3

TERMS CODE

PAYMENT DUE DATE
GL EFFECTIVE DATE:

SUGGESTED VALUES ===
DISCOUNT AMT/PCT :
REASON CODE
FACTOR NUMBER :
SIGNATURE APPR CD:

PROVISIONAL DATE IND: -
PAYMENT ROUTE CD :  BAP CODE : 06D CURRENCY CODE

EXPENSE : 001 PAYABLES : DISCOUNT : 001

ACCOUNTING RULE : 01 HANDLING : INTERCO PAYABLES :
6. To verify that the correct vendor name and address have been

returned to the IMP screen, type VRS in the NEXT FUNCTION field and
press to access the Remit to Vendor Setup (VRS) screen. The
VRS screen displays detailed information about the vendor.

ocP REMIT TO VENDOR SETUP VRS
NEXT FUNCTION : °7A7 ACTION: 01/03/2008 13:39:24
PAY ENTITY : XXPT
VENDOR NUMBER : 560746125
GROUP NUMBER : A
SHORT NAME : DAKOTAOFFICESUP
VENDOR TYPE : M
REMIT TO VENDOR NAME: DAKOTA OFFICE SUPPLIES
ADDR LINE 1: PHONE : 800-226-5337
ADDR LINE 2: 6020 OLDE EURE RD STATE CODE  : NC
ADDR LINE 3: RALEIGH POSTAL CODE : 27600-5337
OPT ADDR 1: PHONE#: 919-348-5331 OPT ADDR USE :
OPT ADDR 2: OPT STATE CD :
CONTACT : LOUIS CARL OPT POSTAL CD:

1099 PAYEE :

PAYMENT TERMS
PAY IN 30 DAYS

——— CONSOLIDATED REPORTING INFORMATION ---

PAY ENTITY

WESTERN OFFICE EQUIPMENTCO
STATUS :

VENDOR NUMBER :
GROUP NUMBER

: N30

REMIT HOLD:

CATEGORY CODE 1:
CATEGORY CODE 2:
CATEGORY CODE 3:

Note that the vendor’s remit to address is correct.

7. Type R in the NEXT FUNCTION field and press to return to the
Invoice Matching (IMP) screen.

Office of the State Controller
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OCp AP
142 - BUY ENTITY MUST BE ENTERED

INVOICE MATCHING IMP

NEXT FUNCTION:  ACTION: 01/03/2008 13:41:41
REQUEST: B
INVOICE NUMBER 3527819735 DATE: 02/02/2008 EXCEPTION CMNTS:

VENDOR SHORT NAME: DAKOTAOFFICESUP DAKOTA OFFICE SUPPLIES

VENDOR NUMBER 560746125 A RALEIGH CM/DM: I
NC 27602

P O BUY ENTITY : o_ P O NUMBER: e__ _ RELEASE: _ ALL: _

GROSS AMOUNT : @ FREIGHT

SALES TAX/VAT
SALES TAX 2
REMIT MSG :

ADDITIONAL COST
SALES TAX 3

COUNTY CODE

===================—======——====== SUGGESTED VALUES ===========================

TERMS CODE : @

PAYMENT DUE DATE :

GL EFFECTIVE DATE:

PROVISIONAL DATE : IND:

PAYMENT ROUTE CD :  BAP CODE : 06D

DISCOUNT AMT/PCT :
REASON CODE

FACTOR NUMBER
SIGNATURE APPR CD: _
CURRENCY CODE

the entered information.

EXPENSE : 001 PAYABLES :  DISCOUNT : 001
ACCOUNTING RULE : 01  HANDLING : __ INTERCO PAYABLES : _
8. Type the buying entity (XXBG) in the PO BUY ENTITY field.

Type XX40000204 in the PO NUMBER field and press to process

10.  Type 150.00 in the GROSS AMOUNT field.

11.  Type 10M over the payment terms have defaulted into the TERMS

CODE field.

12. Press to process the information and to access the Invoice
Line Audit (ILA) screen. The ILA screen displays purchase order
lines that are eligible to be matched with an invoice.

OCP AP

NEXT FUNCTION : ACTION: _

INVOICE LINE AUDIT ILA

01/03/2008 13:44:51

REQUEST: G,Q, PAGE STATUS: END OF LIST

VENDOR 560746125 A PO NUMBER : XX40000204 EXCEPTION CMNTS: _
INVOICE NO: 3527819735  RELEASE REM AMT: 150. 00
S VENDOR' S PO LAST AP MULT =----------INVOICE---------- P P C
Q ITEM NUMBER LINE DELIV. ATTN UOP DISTR QUANTITY AMOUNT SRDL
A 0000574 0001 NO BX10 30 150.00 _ Y _
3-1/2" DISKETTE, DOUBLE SIDED, HIGH DENSITY FRT ¢
IND CO ACCOUNT CENTER T™X/VAT Y
XX01 533120 10001000 apD'L Ty
CONV FACTOR 1.
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13.  Verify that the unit of measure (BX10) shown in the UoP field is the NOTES
same as the unit of measure used on the invoice. Change the unit
of measure if there are any discrepancies.

The procedure for changing the unit of measure on the /LA screen will
be explained in the chapter entitled Converting Units of Measure.

14.  Verify that the quantity (30) shown in the QUANTITY field on the ILA
screen is the same as the invoice quantity. Change the quantity if
there are any discrepancies.

15.  Verify that the amount (150.00) in the AMOUNT field on the ILA
screen is the same as the invoice amount. Change the amount if
there are any discrepancies.

If there is a YES in the AP ATTN field, type C in the S (SELECT) field and
press to access the PO Comment Inquiry (PCI) screen. The PCI
screen displays comments that the Purchasing department has
entered for the attention of the Accounts Payable department. After
viewing the comment, type BACK in the REQUEST field and press
to return to the /LA screen.

16.  Verify the accounting distribution that appears in the co, ACCOUNT
and CENTER fields. Change the accounting distribution if incorrect.

17.  Type A in the REQUEST field to identify (“tag”) line 0001. This selects
or sets aside a line to pay.

Each sequence letter (A, B, C) corresponds to a specific line on the
purchase order. A corresponds to line 0001; while B corresponds to
line 0002. To indicate each line to be paid, you must “tag” the line by.
typing the sequence letter in the REQUEST field and pressing [nter). If all
lines are to be paid, type S in the REQUEST field.

18. Press to tag the PO line.

19.  Type N in the REQUEST field and press to complete this invoice
entry.

Type CONT in the REQUEST field and press to retrieve the original
Invoice Matching (IMP) screen to:

» Change any fields on the IMP screen except vendor information.
» Enter another PO number that is referenced by the invoice.

You have completed entering the first matching invoice of control group
123.
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ACTIVITY: Entering a Matching Invoice

SCENARIO

The second invoice in control group 123 is an invoice from Vacuum
Central. This invoice does not have a PO number on it. Locate the PO
number using the PO Finder (POF) screen.

You are on the IMP screen. Enter this invoice in the NCAS.

You are now ready to key in the second invoice in the control group 123.

Invoice: Vacuum Central Invoice Number: 5671689876
3423 Avalon Pkwy Invoice Date: 02/25/2008
Piccard, NC 28000-3423 Terms: Net 30
Description: Quantity: Unit Price: Total Price:
Red Devil Vacuum 5 150.00 750.00
Vacuum Bags 100 1.00 100.00
Replacement Belts 10 3.50 35.00
Replacement Bulbs 5 2.00 10.00
Freight:
Tax:
Total: 895.00
OCP AP INVOICE MATCHING IMP
235 - ENTER REQUIRED KEY FIELDS
NEXT FUNCTION: ACTION: 01/05/2006 09:35:27
REQUEST: o
INVOICE NUMBER : o DATE: 0 EXCEPTION CMNTS:
VENDOR SHORT NAME: e
VENDOR NUMBER o CM/DM: I
P O BUY ENTITY P O NUMBER: RELEASE: ALL: _
GROSS AMOUNT FREIGHT
SALES TAX/VAT ADDITIONAL COST
SALES TAX 2 SALES TAX 3
REMIT MSG :
COUNTY CODE
SUGGESTED VALUES
TERMS CODE : DISCOUNT AMT/PCT :
PAYMENT DUE DATE : REASON CODE
GL EFFECTIVE DATE: FACTOR NUMBER o
PROVISIONAL DATE : IND: SIGNATURE APPR CD:
PAYMENT ROUTE CD : BAP CODE : CURRENCY CODE
EXPENSE : PAYABLES : DISCOUNT :
ACCOUNTING RULE HANDLING : INTERCO PAYABLES :

1. Type 5674389876 in the INVOICE NUMBER field.

2.

Type 022508 in the DATE field.

Office of the State Controller
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3. Type vac@ in the VENDOR SHORT NAME field and press to return
the vendor number and address to the IMP screen.

4, To verify that the correct vendor name and address have been
returned to the IMP screen, type VRS in the NEXT FUNCTION field and
press to access the Remit to Vendor Setup (VRS) screen. The
VRS screen displays detailed information about the vendor.

oCP REMIT TO VENDOR SETUP VRS
NEXT FUNCTION: 0777 ACTION: 01/05/2008 14:24:47
PAY ENTITY ¢ XXPT
VENDOR NUMBER : 987654321
GROUP NUMBER : A
SHORT NAME : VACUUMCENTRAL
VENDOR TYPE : M
REMIT TO VENDOR NAME: VACUUM CENTRAL
ADDR LINE 1: PHONE :  888-456-4500
ADDR LINE 2: 3423 AVALON PKWY STATE CODE  : NC
ADDR LINE 3: PICCARD POSTAL CODE : 28000-3423
OPT ADDR 1: OPT ADDR USE :
OPT ADDR 2: OPT STATE CD :
CONTACT : MIKE MANNING OPT POSTAL CD:
1099 PAYEE :
PAYMENT TERMS : STATUS : REMIT HOLD:

-—- CONSOLIDATED REPORTING INFORMATION ---

PAY ENTITY : CATEGORY CODE 1:
VENDOR NUMBER : CATEGORY CODE 2:
GROUP NUMBER : CATEGORY CODE 3:

Note that the vendor’s remit to address is correct.

5. Type R in the NEXT FUNCTION field and press to return to the
Invoice Matching (IMP) screen.

OCP AP INVOICE MATCHING IMP

142 - BUY ENTITY MUST BE ENTERED

NEXT FUNCTION : o ACTION: 01/05/2008 14:26:03

REQUEST: 0___

INVOICE NUMBER  : 5671689876 DATE: 02/25/2008 EXCEPTION CMNTS: _

VENDOR SHORT NAME: VACUUMCENTRAL VACUUM CENTRAL

VENDOR NUMBER : 987654321 A PICCARD cM/DM: I
NC 28000-3423

P O BUY ENTITY : _ P ONUMBER: _ RELEASE: ALL: _

GROSS AMOUNT : FREIGHT

SALES TAX/VAT s ADDITIONAL COST :

SALES TAX 2 : _~ SALES TAX 3 -

REMIT MSG :

COUNTY CODE _ o
s================================= SUGGESTED VALUES ===========================

TERMS CODE o DISCOUNT AMT/PCT : -
PAYMENT DUE DATE : REASON CODE o
GL EFFECTIVE DATE: FACTOR NUMBER o
PROVISIONAL DATE : ___ IND: ___ SIGNATURE APPR CD:
PAYMENT ROUTE CD : ___ BAP CODE : 06D CURRENCY CODE o

EXPENSE : 001 PAYABLES : ___ DISCOUNT : 001

ACCOUNTING RULE : 01  HANDLING : INTERCO PAYABLES :

Because this invoice does not reference a purchase order, you must
access the PO Finder (POF) screen to locate the PO number. The POF
screen lists open purchase orders by vendor within a buying entity.

NOTES
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6. Type F in the REQUEST field and press to access the PO Finder

(POF) screen.

OCP AP PO FI
NEXT FUNCTION : - ACTION:
REQUEST:

PAY ENTITY : XXPT VENDOR NUMBER: 98
BUY ENTITY PO NUMBER

PURCHASE ORDER

NDER POF

01/05/2008 15:21:26

7654321 A SHORT NAME: VACUUMCENTRAL
ALL:

PERMIT TO PAY

B/E NUMBER RELEASE PO DATE LINES TPE ST AMOUNT SEL
XXBG XX00002312 04/11/2008 1 P 1 750.00
XXBG XX40000205 02/17/2008 4 p 1 895.00

PAGE : 1 STATUS: END OF LIST
7. View the listed purchase orders and choose the one for $895.00.
8. Type S in the SEL field next to the chosen purchase order and press

to access the Invoice Matching (IMP) screen. The purchase
order information defaults from the POF screen.

OCP AP INVOICE M

NEXT FUNCTION : -
REQUEST:

ACTION:

INVOICE NUMBER 5671689876
VENDOR SHORT NAME: VACUUMCENTRAL

ATCHING IMP

01/05/2006 15:25:20

DATE: 02/25/2008
VACUUM CENTRAL

EXCEPTION CMNTS:

VENDOR NUMBER 987654321 A PICCARD CM/DM: I
NC 28000-3423

P O BUY ENTITY : XXBG P O NUMBER: XX40000205 RELEASE: __ ALL: _

GROSS AMOUNT : 0 FREIGHT -

SALES TAX/VAT .~ ADDITIONAL COST e

SALES TAX 2 .~ 'SALES TAX 3 [

REMIT MSG :

COUNTY CODE -

================================== SUGGESTED VALUES ===========================

TERMS CODE : N30 DISCOUNT AMT/PCT : e

PAYMENT DUE DATE : REASON CODE [

GL EFFECTIVE DATE: FACTOR NUMBER -

PROVISIONAL DATE : ' IND: __ SIGNATURE APPR CD:

PAYMENT ROUTE CD : __ BAP CODE : 06D CURRENCY CODE o

EXPENSE : 001 PAYABLES : o DISCOUNT : 001

ACCOUNTING RULE : 01 HANDLING : _ INTERCO PAYABLES :

9. Verify that the correct paymen
TERMS CODE field.

t terms have been defaulted into the

10.  Type 895.00 in the GROSS AMOUNT field.
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11.  Press to process the information and to access the Invoice Line NOTES
Audit (ILA) screen. The ILA screen displays purchase order lines
that are eligible to be matched with an invoice.

r— The ILA screen displays only three purchase order lines at

one time.
OCP AP INVOICE LINE AUDIT ILA
NEXT FUNCTION: __  ACTION: _ 01/05/2008 15:28:01
REQUEST: @AA? PAGE STATUS: MORE
VENDOR : 987654321 A PO NUMBER : XX40000205 EXCEPTION CMNTS:
INVOICE NO: 5671689876  RELEASE  : REM AMT: 7895.00
s VENDOR' S PO LAST AP MULT ----------INVOICE---------= P P C
Q ITEM NUMBER LINE DELIV. ATTN UOP DISTR QUANTITY AMOUNT SRDL
A GN04577 0001 NO EA 5 750.00 Y
RED DEVIL VACUUM CLEANERS T FRT Ty
IND CO ACCOUNT CENTER ™X/VAT Y
XX01 534529 10002000 apDD'L Ty
CONV FACTOR 1.
B GN36580 0002 NO EA o 100 100.00 _ Y _
RED DEVIL VACUUM CLEANER BAGS FRT X
IND CO ACCOUNT CENTER ™X/VAT Ty
XX01 533210 10002000 aDD'L Ty
CONV FACTOR 1.
C GN36580 0003 NO EA 10 35.00 Y _
RED DEVIL REPLACEMENT BELTS FOR VACUUM CLEANE FRT ¥
IND CO ACCOUNT CENTER TX /VAT e
XX01 533210 10002000 apD'L Ty
CONV FACTOR 1.

12.  Verify that the unit of measure (EA) shown in the UOP field on the
first three lines is the same as the unit of measure used on the
invoice. Change the unit of measure if there are any discrepancies.

13.  Verify that the quantity shown in the QUANTITY field on the first three
lines on the /LA screen is the same as the quantity shown on the
corresponding lines on the invoice. Change the quantity if there are
any discrepancies.

14.  Verify that the amount in the AMOUNT field on the first three lines of
the ILA screen is the same as the amount shown on the corre-
sponding lines on the invoice. Change the amount if there are any
discrepancies.

15.  Verify the accounting distribution that appears in the Co, ACCOUNT
and CENTER fields for the first three lines. Change the accounting
distribution if it is incorrect.

16.  Type S in the REQUEST field to identify all three lines displayed.
17. Press to tag the PO lines.
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OCP AP INVOICE LINE AUDIT ILA

NEXT FUNCTION : ACTION: _ 01/05/2008 15:28:01

REQUEST: @7®7 PAGE STATUS: END OF LIST

VENDOR : 987654321 A PO NUMBER : XX40000205 EXCEPTION CMNTS: _
INVOICE NO: 5671689876  RELEASE  : REM AMT: 10.00
s VENDOR' S PO LAST AP MULT ----------INVOICE---------— P P C
Q ITEM NUMBER LINE DELIV. ATTN UOP DISTR QUANTITY AMOUNT SRDIL
A GN36580 0004 NO EA 5 10.00 Y _
RED DEVIL REPLACEMENT VACUUM BULBS FRT XY
IND CO ACCOUNT CENTER ™/VAT Y
XX01 533210 10002000 aDD'L Ty
CONV FACTOR 1.

18.  Verify that the unit of measure (EA) shown in the UoP field is the
same as the unit of measure used on the invoice. Change the unit
of measure if there is a discrepancy.

19.  Verify that the quantity shown in the QUANTITY field is the same as
the invoice quantity. Change the amount if there is a discrepancy.

20.  Verify that the amount in the AMOUNT field is the same as the
invoice amount. Change the amount if there is a discrepancy.

21.  Type A in the REQUEST field to identify line 0004.

22.  Press to tag to PO line. NCAS returns you to the first screen
since all lines are tagged.

23.  Type N in the REQUEST field and press to complete this invoice
entry.

= Remember to delete any remaining characters after typing
the “N.”

You have completed entering the second matching invoice in control
group 123. In this activity, you learned to use the PO Finder (POF) screen
to locate the PO number associated with an invoice.
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Applying a Debit or Credit Memo to a Matching NOTES
Invoice

Remember that an error in a direct invoice is corrected by issuing a debit
or credit memo against that invoice. Similarly, if an error occurs in a
matching invoice, the error must be corrected by issuing a debit or credit
memo against the matching invoice.

In the NCAS, a debit or credit memo against a matching invoice is pro-
cessed on the Invoice Matching (IMP) screen. However, you must type a
C (for credit memo) or D (for debit memo) in the cm/DM field before you
process the vendor information (i.e., after you type the vendor short name
and before you press to return the vendor number and address to the
IMP screen).

The ILA screen for a debit or a credit memo is processed in the same way
as it is for an invoice. Change the QUANTITY and AMOUNT fields as follows:

* If a credit memo reflects only a dollar adjustment, type 0 in the QUAN-
TITY field to indicate that quantity is not applicable. Then type the
value of the dollar adjustment in the AMOUNT field.

+ If a credit memo reflects a quantity and dollar adjustment (e.g.,
when goods are returned), type the quantity of returned goods in the
QUANTITY field and the value of the dollar adjustment in the AMOUNT
field.

Remember that the NCAS automatically handles the amount as a negative
if you have designated the document as a debit or credit memo by typing C
or D in the cMm/DM field. You, therefore, do not have to enter the debit/credit
memo total as a negative amount.

In addition, remember to subtract debit or credit memo totals from the con-
trol total on the control group header sheet and the CONTROL AMOUNT on
the CES screen.

Verify the due date of the invoice and make sure that the payment terms or
payment due date entered on the debit or credit memo fall within the same
payment cycle if possible. Otherwise, the vendor may be overpaid, and
the debit or credit memo will not be applied.

You will practice entering debit and credit memos against matching
invoices in the chapter entitled Processing Exceptions.

Inquiries

During matching, the AP clerk should use purchasing inquiry screens to
obtain detailed information about a particular PO or PO line.
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The PO Line Inquiry Selection (PLI) screen is the primary screen used by

NO TES the AP clerk to access purchasing information. The PL/ screen provides
detailed PO line information. This screen is accessed during invoice pro-
cessing by typing P in the s (SELECT) field on the Invoice Line Audit (ILA)
screen. After reviewing the detailed PO line information, type BACK in
the NEXT FUNCTION field and press to return to the ILA screen.

The PLI screen can also be accessed directly by typing PLI in the NEXT
FUNCTION field of any screen.

The PLI screen displays a list of purchase order lines based upon the fol-
lowing search criteria:

+  Buying entity

+ Paying entity

* Vendor number or short name
* PO number (if known)

+ PO line number (if known)

It also allows you to access several other inquiry screens:

* PO Line General Information (PLG)

* PO Line Ordered Item Information (PLO)

* PO Line Receipt/Invoice Controls (PLC)

* PO Line Receipt/Invoice Information (PLR)
* PO Line Financial Information (PLF)
PO Comment Inquiry (PCI)

* PO Invoice Matching Information (PMI)

You select the inquiry screen you would like to view by typing an X in the
INQUIRY SELECTION field next to the purchase order line to be reviewed.
Each inquiry screen selected is displayed in succession when is
pressed.

In Accounts Payable, the Purchase Order to Invoice List (PIL) screen lists
all the documents that are matched to a purchase order. This allows the
AP clerk to view information about previously matched invoices, debit
memos, and credit memos. This screen is accessed directly by typing PIL
in the NEXT FUNCTION field.

On the PIL screen, type the buying entity and purchase order number
in the BUY ENTITY and PO NUMBER fields, respectively, and press to
obtain the list. If there are no documents matched to the specified pur-
chase order, the following message is displayed: 482 - NO INVOICE
LINES ASSOCIATED WITH THIS PURCHASE ORDER.
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WALKTHROUGH: Purchasing Inquiries NOTES

SCENARIO

This walkthrough demonstrates how to make purchasing inquiries.
Use PO number XX40000200 in this scenario.

1. Type PLI in the NEXT FUNCTION field and press to access the
Purchase Order Line Inquiry (PLI) screen. (Note that you are
accessing the PL/ screen from the Purchasing module because you
are not processing invoices during this example.)

The PLI screen displays a list of purchase order lines based upon
the search criteria entered.

OCP PS PO LINE INQUIRY SELECTION PLI

NEXT FUNCTION : - ACTION: ____  HISTORY: 06/24/2008 15:34:56

REQUEST: _

BUY ENTITY 67 PO NO. : ° o BLANKET REL: _

PO LINE NO. LN STATUS : _ BUYER ID _

PROMISE DAT ___  CATALOG NO: __ ITEM NO. ¢+ _

PAY ENTITY VENDOR NO.: __  SHORT NAME :

PO BLANKET LINE BUYER --LINE STATUS-- -—-INQUIRY SELECTIONS ---

NUMBER REL. NO. NO. 1ID LINE RECEIPT INV PLG PLO PLC PLR PLF PCI PMI

PAGE: STATUS :

Type XXBG in the BUY ENTITY field.
Type XX40000200 in the PO NO. field.

Press to retrieve the information.

o ~ 0 DN

Type X's in the INQUIRY SELECTION fields (PLG, PLO, PLC, PLR, PLF, PCI
and PmMI) next to the purchase order line to be reviewed.

6. Press to view the PO Line General Information (PLG) screen.
The PLG screen displays general information for a purchase order
line, including line and receipt status, related requisition and line
number, and shipping instructions and important dates.
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OCP PS PO LINE GENERAL INFORMATION PLG
NEXT FUNCTION: _ ACTION: _ HISTORY: _ 06/24/2008 15:38:18
BROWSE:
BUY ENTITY 1 XXBG REQ. REF. NO. : XX10000000
PO NO. 1 XX40000200 REQ. REF. LINE NO. : 0001
PO LINE NO. : 0001 REQ. REF. SPLIT NO. : 01
BLANKET REL. NO. -
BLANKET REL. DATE : SHIP-TO CODE : 300 - AGENCY 23
SHIP-VIA CODE : BST - BEST WAY
LINE STATUS : READY FOB CODE : 001 - PREPAID
RECEIPT STATUS : CLOSED
INVOICE STATUS : OPEN DTS ROUTING CODE
DTS ACTIVITY : NO DTS LEAD TIME
DATE ENTERED : 02/17/2008 VENDOR QUOTE NO.
DATE LAST PRINTED : QUOTE ITEM SEQ. NO
DATE LAST ACTIVITY: 07/12/2008 SUB. SOURCE CODE
DOC. REF. NO. :
RESCHEDULES : PTS ITEM NO. : PTS
PRINT REQ. SPECS : NO PTS PROJECT NO. : COST
PRINT ITEM SPECS : YES PTS SUB-PROJECT : CAT. :

7. Press to access the PO Line Ordered Item Information (PLO)
screen. The PLO screen provides detailed information about the
item ordered on this purchase order line, including item number,
description, UOP (unit of purchase), SKU (stock-keeping units),
quantity, price, and promise date.

OCP PS PO LINE ORDERED ITEM INFORMATION PLO
NEXT FUNCTION : - ACTION:  HISTORY: _ 06/24/2008 16:19:52
BROWSE: _

BUY ENTITY : XXBG

PO NO. 1 XX40000200

PO LINE NO. i1

BLANKET REL. NO.

CATALOG NO. :

ITEM NO. : GN44579 ENG. CHG. NUMBER
ITEM DESC. : RED TOOL BOX, METAL WITH HANDLES

VENDOR ITEM NO. : GN44579

VENDOR ITEM DESC.: RED TOOL BOX, METAL WITH HANDLES
PRINT ITEM SPECS.: YES

UNIT OF PURCHASE : EA - EACH VENDOR PROMISE DATE: 03/31/2008
QUANTITY UOP: 2 FOLLOW-UP DATE :

UNIT PRICE : 30.00000 NEED BY DATE : 03/31/2008
PRICE TYPE : REQUIRED DATE : 03/31/2008
STOCKKEEPING UNIT: EA - EACH

SKU CONV. FACTOR : 1.0

QUANTITY SKU: 2.00

STD LOT SIZE QTY : 0

8. Press to access the PO Line Receipt/Invoice Controls (PLC)
screen. The PLC screen shows the invoice controls established for
this purchase order line.
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OCP PS PO LINE RECEIPT/INVOICE CONTROLS PLC
NEXT FUNCTION : o ACTION:  HISTORY: _ 06/24/2008 16:21:03
BROWSE: _

BUY ENTITY 1 XXBG

PO NO. : XX40000200

PO LINE NO. HE
BLANKET REL. NO. :

== == ——— === ———RECEIPT-----=-=--=-==== ———————————— _TNVOICE--—--=—=——— -
¢ TOLERANCE OVER : .00 CURRENCY CODE

% TOLERANCE UNDER : .00 PAYMENT BASIS : RECEIPT
DELIVERY POINT CHECK  : WARNING UNIT PRICE TOL AMT : 1.00
EARLY DELIVERY : NO UNIT PRICE TOL PCT : 1.00

EARLY DAYS ALLOWED : 0 TAX/VAT AUTHORIZED : YES

LATE DELIVERY : WARNING ADD COST AUTHORIZED: NO

LATE DAYS ALLOWED : 5 EXTENDED VALUE TOL : 5.00

9. Press to access the PO Line Receipt/Invoice Information (PLR)
screen. The PLR screen offers a comparison of quantity ordered
and quantity invoiced, along with the amount invoiced. This screen
is very useful in viewing a summary of all transactions recorded on

the system.
OCP PS PO LINE RECEIPT/INVOICE INFORMAT ION PLR
NEXT FUNCTION: _ ACTION: _ _ HISTORY: _ 06/24/2008 16:22:57
BROWSE:
BUY ENTITY : XXBG --—-—-—-—-----—---—--ORDERED---—-——=—-——————
PO NO. : XX40000200 UNIT OF PURCHASE : EA
PO LINE NO. : 1 UNIT PRICE : 30.00000
BLANKET REL. NO. R QUANTITY ORDERED UOP: 2
-———-———-————--—--RECEIVED------—————————— SKU : EA
STATUS : CLOSED SKU CONV. FACTOR : 1.0
QUANTITY DELIVERED UOP: 2.00 QUANTITY ORDERED SKU: 2.00
QUANTITY RETURNED UOP: .00 STD LOT SIZE QTY : 0
QUANTITY DELIVERED SKU: 2.00 ---=-=-=-=---=-—=--—--INVOICED--=-—=———————-——
QUANTITY RETURNED SKU: .00 STATUS : OPEN
LAST RECEIPT DATE : 02/17/2008 CURRENCY CODE H
-—-——-—-—-—--—---——-——--INSPECTED----—---------—-- QUANTITY INVOICED UOP: 0
DOCK-TO-STOCK PENDING : NO AMOUNT INVOICED : .00
QTY ACCEPTED/NOT INSP : 0 TAX AMOUNT INVOICED : .00
QTY ACCEPTED/INSP 0 ADDL COST INVOICED : .00
TOTAL QTY ACCEPTED SKU: 0 LAST INVOICE DATE
QUANTITY REJECTED 0 LAST INVOICE PRICE : .00000
QTY DUE INVENTORY SKU : .00

10. Press to access the PO Line Financial Information (PLF)
screen. The PLF screen shows basic financial data about the pur-
chase order line, including taxes, additional costs, quantity, price,
and extended amount.
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OCP PS PO LINE FINANCIAL INFORMATION PLF
NEXT FUNCTION: o ACTION: __ HISTORY: _ 06/24/2008 16:24:19
BROWSE: _

BUY ENTITY : XXBG

PO NO. : XX40000200

PO LINE NO. : 1

BLANKET REL. NO.

TAX/VAT CODE :
TAX/VAT COST : 4.20 BC STATUS

ADDITIONAL COST CODE: OPER APPR/REJ :
ADDITIONAL COST : .00 DATE APPR/REJ :

GL EFF. DATE : 02/17/2008
QUANTITY ORDERED UOP: 2 CURRENCY CODE
UNIT PRICE : 30.00000 DISTRIBUTION IND:
EXTENDED AMOUNT : 60.00
TOTAL LINE VALUE : 64.20 GL COMPANY : XX01
QUANTITY ORDERED SKU: 2.00 GL ACCOUNT : 534529
TARGET PRICE : . 00000 GL CENTER : 10001000
EXTENDED AMOUNT : .00 PROJECT COMPANY :
STANDARD UNIT COST : .00000 PROJECT CODE
EXTENDED AMOUNT : .00 ACCOUNTING RULE : 02

11.  Press to access the PO Comment Inquiry (PCl) screen. The
PClI screen displays the comments written for the purchase order
header, blanket release and PO lines, and indicates which of the
comments will print on the purchase order.

OCP PS PO COMMENT INQUIRY PCI

NEXT FUNCTION : o ACTION: _ HISTORY: _ 06/24/2008 16:25:30

BUY ENTITY: XXBG PO NO: Xx40000200 BLANKET REL. NO:
PO LINE NO: 0001

BLANKET PO SEQ COMMENTS /SPECIFICATIONS PRINT
REL. NO. LINE NO. LINE
0001 900 ACCOUNTS PAYABLE

0001 920 BETWEEN THE FOLLOWING 3 CENTERS: 10001000, 10002000,

N
0001 910 THE CHARGES FOR THESE TOOL BOXES SHOULD BE EVENLY SPLIT N
N
0001 930 AND 10003000 N

PAGE: 1 STATUS: END OF LIST

12.  Press to access the PO Invoice Matching Information (PMI)
screen. The PMI screen displays the permit-to-pay amounts calcu-
lated for AP versus the amount actually invoiced to date for both
the selected purchase order line and the total purchase order.
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oCP PS PO INVOICE MATCHING INFORMATION PMI
NEXT FUNCTION : - ACTION: _ HISTORY: _ 06/24/2008 16:26:35
BROWSE:

BUY ENTITY 1 XXBG VENDOR: BATTS TOOL COMPANY

PO NO. : XX40000200

PO LINE NO. : 0001
BLANKET REL. NO. :
CURRENCY CODE :

PAYMENT BASIS : RECEIPT

BASE PERMIT TO PAY INVOICED TO DATE PERMIT TO PAY
PO HEADER : 60.00 .00 60.00
PO HEADER TAX/VAT : .00 .00 .00
PO HEADER ADDL COST : .00 .00 .00
BLANKET :

BLANKET TAX/VAT
BLANKET ADDL COST

PO LINE : 60.00 .00 60.00
PO LINE TAX/VAT : 4.20 .00 4.20
PO LINE ADDL COST : .00 .00 .00

13. Press to return to the Purchase Order List (PLI) screen.

You have just completed viewing the complete cycle of purchasing inquiry
screens accessed from the PL/ screen.
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Applying Key Matching Concepts

Entering LYJOLEEGA | Processing Obtaining Converting | |Processing Adiustin Manually Processing

Matching Matching Invoice Signature Units of NGO Grants Pajmentg Closing Other AP

Invoices Concepts Exceptions | | Verification Measure Y PO Lines Transactions
Overview

The previous section showed you the basic steps required to enter a
matching invoice in the NCAS. However, the invoice matching process in
the NCAS involves more than the entry of invoices. This section explains
two matching concepts essential to understanding the invoice matching
process: the payment basis and the permit-to-pay. The payment basis
policy for an invoice determines the calculation of the eligible amount that
may be paid for an invoice. The permit-to-pay (PTP), calculated by the
NCAS, is the eligible amount that the AP clerk is allowed to pay for a par-
ticular invoice.

Payment Basis

The payment basis default policy is established at the buying entity level.
The payment basis describes the conditions under which an invoice is
matched to a PO.

There are four payment bases in the NCAS: purchase order, signature,
receipt, and inspection.

Purchase Order Basis

The PO payment basis merely requires that an invoice be received before
payment is made. As soon as an invoice is received from the vendor, pay-
ment may be made up to the full amount of the purchase order. Payment
is allowed based on the quantity ordered.

This payment basis does not offer any control against paying for goods
and services that have not been received.

Signature Basis

Similar to purchase order basis, payment under the signature basis is also
based on the quantity ordered. However, signature approval of the
requester is required before the invoice can be paid.

North Carolina state agencies should use the signature basis as the pay-
ment basis for most purchases of services.
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NOTES Receipt Basis

The receipt basis requires an item to be received before payment can be
made. The system interrupts the invoicing process with an exception.
The invoice cannot be paid until the invoiced items have been received
and recorded in the NCAS.

The receipt payment basis is the default payment basis for goods transac-
tions.

Inspection Basis

Under inspection basis, goods have to be inspected, accepted and final-
ized before the invoice can be paid. The system does not permit process-
ing of the invoice until the inspection process has been completed in the
NCAS. When the inspection process is completed in the NCAS, the
goods are considered to be finalized.

Inspection basis is used by those state agencies that need to verify the
quality of goods being received.

Permit-to-Pay Calculations

For each invoice line, the system calculates an extended value that is the
amount that may be paid for that invoice or invoice line. This amount is
referred to as base permit-to-pay (base PTP).

Base PTP is calculated by multiplying the quantity by the PO unit price.
This calculation is represented in the following equation:
Base PTP = (Quantity) x (PO Unit Price)

The quantity used in the base PTP equation is determined by the payment
basis applied to the invoice as follows:

» If payment is based on the purchase order basis or the signature
basis, the base PTP is calculated using the quantity ordered.

Base PTP = (Quantity Ordered) x (PO Unit Price)
+ If the receipt payment basis is used, the base PTP is calculated
using the quantity received minus the quantity returned.
Base PTP = (Quantity Rec’d - Returns) x (PO Unit Price)

+ Ifthe inspection payment basis is used, the base PTP is calculated
using the quantity of goods finalized.

Base PTP = (Quantity Finalized) x (PO Unit Price)
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Regardless of the quantity used, the system subtracts the invoiced-to-date NOTES
amount from the base permit-to-pay amount for the PO line. The differ-

ence between the base PTP and invoiced-to-date amount is the actual

permit-to-pay (PTP).

(Base PTP) - (Invoiced-to-Date Amount) = PTP
This PTP calculation prevents overpayment of the PO line and helps deter-

mine whether the price of an invoice, matched to the PO, is accurate and
should be paid.

The base PTP, invoiced-to-date amount and the PTP for a particular PO
line can be seen on the PO Invoice Matching Information (PMI) screen.

0CP PS PO INVOICE MATCHING INFORMATION PMI
NEXT FUNCTION : o ACTION: _ HISTORY: _ 06/24/2008 16:26:35
BROWSE:

BUY ENTITY 1 XXBG VENDOR: AMOS OFFICE EQUIPMENT

PO NO. 1 XX00000021

PO LINE NO. : 0001
BLANKET REL. NO. :
CURRENCY CODE :
PAYMENT BASIS : PO

Y —— e e e e e = = —
\ BASE PERMIT TO PAY INVOICED TO DATE PERMIT TO PZ—\Y/\
PO HEADER : 74 .00 .00 74.00
PO HEADER TAX/VAT : .00 .00 .00
PO HEADER ADDL COST : .00 .00 .00
BLANKET :
BLANKET TAX/VAT
BLANKET ADDL COST : - =
PO LINE : 49.00 .00 < 49.00)
PO LINE TAX/VAT : .00 .00 .00
PO LINE ADDL COST : .00 .00 00

The actual PTP for the PO line defaults to the AMOUNT field on your Invoice
Line Audit (ILA) screen. This is the amount that AP is allowed to pay for a
particular invoice line, based on that invoice’s payment basis and the
amount invoiced-to-date.
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OCP AP

NEXT FUNCTION:

ACTION:

INVOICE LINE AUDIT

"PAGE STATUS: END OF LIST

ILA

06/25/2008 10:13:39

REQUEST: A

VENDOR 561493308 A PO NUMBER : XX00000001 EXCEPTION CMNTS: _

INVOICE NO: 1234  RELEASE REM AMT: 49.00

S VENDOR' S PO LAST AP MULT ----------INVQICEama- ===y P P C

Q ITEM NUMBER LINE DELIV. ATTN UOP DISTR QUANTITY [ AMOUNT §RDL

A 0000157 0001 NO DZ 20 49.00 Y
JUNIOR LEGAL PADS, 5” X 87, CANARY, RULED, FRT == ==y
IND CO ACCOUNT CENTER TX/VAT Y

XX01 533120 10001000 apD'’L. Y
CONV FACTOR 1.

The following walkthrough demonstrates how the NCAS performs PTP
calculations using the PO payment basis.

WALKTHROUGH: Permit-to-Pay Calculations for
PO Payment Basis

basis applies to the invoices.

566017634 B.

SCENARIO

As a part of control group 123, you have received two invoices from the
NC Department of Correction. Both invoices are to be applied against
the same PO line for 10 chairs. The first invoice in this scenario is a
partial payment of the PO line (6 chairs) and the second invoice is for
the remaining amount on the PO line (4 chairs). The PO payment

You have already verified that the correct vendor number is

Invoice: NC Department of Correction Invoice Number: 9382713001
Correction Enterprises Invoice Date: 02/16/2008
555 Main St Terms: Net 30
Raleigh, NC 27600-0555
Description: Quantity: Unit Price: Total Price:
High Back Office Chairs - 6 200.00 1,200.00
Black
Freight:
PO# XX40000206 Tax:
Total: 1,200.00
1. Type CGS in the NEXT FUNCTION field and press to access the

Control Group Status (CGS) screen.
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OCP AP CONTROL GROUP STATUS CGS
NEXT FUNCTION: ACTION: 04/30/2008 09:04:57
REQUEST :

PAY ENTITY: XXPE o

PAY —-—— CONTROL --- CONTROL NBR OF DATE S
ENTITY DATE  NUMBER AMOUNT DOCS ENTERE D
XXPE 02/20/2002 1001 750 .00 1 02/20/2002 _
XXPT 04/10/1999 0001 195,000.00 3 04/10/1999 B
XXPT 04/12/1999 0001 400.00 15 04/12/1999 B
XXPT 04/25/2000 0001 4.56 1 04/25/2000 B
XXPT 04/26/2000 0002 1,000.00 1 04/26/2000 B
XXPT 04/29/2000 0003 3,196.50 4 04/29/2000 B
XXPT 02/16/2002 0001 16.00 1 02/16/2002 _
XXPT 02/16/2002 1001 16.90 1 02/16/2002 .
XXPT 02/19/2002 1001 750 .00 1 02/19/2002 B
XXPT 07/28/2002 0001 18,000.00 2 07/28/2002 _
XXPT 07/07/2006 0124 3,891.50 4 07/07/2006 B

PAGE: 1 STATUS: MORE

2. If the paying entity defaults to (XXPE) like the screen above, type
your paying entity (XXPT) in the PAY ENTITY field and press to
access a list of open control groups for only paying entity (XXPT).

OCP AP CONTROL GROUP STATUS CGs

NEXT FUNCTION: __ ACTION: 04/30/2008 09:20:32

REQUEST : o

PAY ENTITY: XXPT

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

XXPT 04/10/1999 0001 195, 000.00 3 04/10/1999 _
XXPT 04/12/1999 0001 400.00 15 04/12/1999 _
XXPT 04/25/2000 0001 4.56 1 04/25/2000 _
XXPT 04/26/2000 0002 1,000.00 1 04/26/2000 B
XXPT 04/29/2000 0003 3,196.50 4 04/29/2000
XXPT 02/16/2002 0001 16.00 1 02/16/2002 B
XXPT 02/16/2002 1001 16.90 1 02/16/2002 o
XXPT 02/19/2002 1001 750.00 1 02/19/2002 B
XXPT 07/28/2002 0001 18, 000.00 2 07/28/2002 _
XXPT 07/07/2006 0124 3,891.50 4 07/07/2006 .
XXPT 04/30/2008 0123 8,875.23 2 04/30/2008 o

3. Locate control group 123. Type S in the s (SELECT) field to select
control group 123.

4. Type 4 in the REQUEST field and press to access a blank Invoice
Matching (IMP) screen in control group 123.
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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 docu-
ments already entered in the control group

OCP AP INVOICE MATCHING IMP

235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION: o ACTION: _ 01/06/2008 11:26:54
REQUEST: _

INVOICE NUMBER  : ovvv o DATE : ov o EXCEPTION CMNTS: _
VENDOR SHORT NAME: _ o

VENDOR NUMBER : S é CM/DM: I
P O BUY ENTITY : °7 P O NUMBER: ®7A _ RELEASE: ___ ALL: _
GROSS AMOUNT : FREIGHT e
SALES TAX/VAT : ___ ~ ~~~~ ~ DADDITIONAL COST -
SALES TAX 2 : .~~~ sALES TAX 3 e
REMIT MSG :

COUNTY CODE -
===================—==—=====—===== SUGGESTED VALUES ===========================

TERMS CODE : DISCOUNT AMT/PCT : -
PAYMENT DUE DATE : REASON CODE -
GL EFFECTIVE DATE: FACTOR NUMBER -
PROVISIONAL DATE : _ IND: __ SIGNATURE APPR CD:
PAYMENT ROUTE CD : _ BAP CODE : _ CURRENCY CODE o

EXPENSE :  PAYABLES : _ DISCOUNT N

ACCOUNTING RULE . HANDLING : _ INTERCO PAYABLES :

5. Type 9382713001 in the INVOICE NUMBER field.

6. Type 021608 in the DATE field.

7. Type 566017634 in the first blank of the VENDOR NUMBER field.

8. Type B in the second blank of the VENDOR NUMBER field and press

to return the vendor name and address to the IMP screen.

If you use the vendor’s short name to retrieve the vendor number and
address, then access the Remit To Vendor Setup (VRS) screen to ver-
ify the vendor information. In this scenario, you had verified the vendor
address and obtained the accurate vendor number prior to keying the
matching invoice into the system.
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9. Type the buying entity (XXBG) in the PO BUY ENTITY field. NOTES

10. Type XX40000206 in the PO NUMBER field and press to process
the entered information and display the system defaults.

oCp AP INVOICE MATCHING IMP
235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION: o ACTION: _ 01/06/2008 11:26:54
REQUEST: _

INVOICE NUMBER  : 9382713001 DATE: 02/16/2008 EXCEPTION CMNTS: _
VENDOR SHORT NAME: DOC 4253 NC DEPARTMENT OF CORRECTION

VENDOR NUMBER : 566017634 B RALEIGH, NC CM/DM: I
P O BUY ENTITY : XXBG P O NUMBER: Xx40000206 RELEASE: _ ALL: _
GROSS AMOUNT : 0 FRE IGHT e
SALES TAX/VAT : ____ _ _ DhDDITIONAL COST -
SALES TAX 2 : ___~~ SALES TAX 3 -
REMIT MSG :

COUNTY CODE -
===================—=—==—========= SUGGESTED VALUES ===========================

TERMS CODE 1 N30 @ DISCOUNT AMT/PCT : o
PAYMENT DUE DATE : REASON CODE o
GL EFFECTIVE DATE: FACTOR NUMBER o
PROVISIONAL DATE : __ IND: ___ SIGNATURE APPR CD:
PAYMENT ROUTE CD : ___ BAP CODE : IGT CURRENCY CODE L
EXPENSE : 001 PAYABLES : ___ DISCOUNT : 001
ACCOUNTING RULE : 01  HANDLING : INTERCO PAYABLES :

11.  Type 1200.00 in the GROSS AMOUNT field.

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

13. Press to process the information and to access the Invoice Line
Audit (ILA) screen. The ILA screen displays purchase order lines
that are eligible to be matched with an invoice.
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OCP AP INVOICE LINE AUDIT LA
NEXT FUNCTION: - ACTION: 01/06/2008 11:42:30
REQUEST: _ PAGE STATUS: END OF LIST
VENDOR : 566017634 B PO NUMBER : XX40000206 EXCEPTION CMNTS: _
INVOICE NO: 9382713001  RELEASE  : REM AMT: 1,200.00
S VENDOR' S PO LAST AP MULT ---------- INVOICE---------- P P C
Q ITEM NUMBER LINE DELIV. ATTN UOP DISTR QUANTITY AMOUNT SRDL
A GN42506 0001 NO EA 10 2,000.00 @ Y
HIGH BACK OFFICE CHAIRS - BLACK FRT Y
IND CO ACCOUNT CENTER ™/vaT Y
XX01 534511 10001000 apD'L, Y
CONV FACTOR 1.

14.  Verify that the unit of measure (EA) shown in the UOP field is the
same as the unit of measure used on the invoice. Change the unit
of measure if there are any discrepancies.

15.  Verify that the quantity shown in the QUANTITY field on the ILA
screen is the same as the invoice quantity. Note that the quantity
on the ILA screen is 10 but the quantity on the invoice is 6.

16.  Type 6 in the QUANTITY field to correct the discrepancy.

17.  Verify that the amount in the AMOUNT field on the /LA screen is the
same as the invoice amount.

Note that 2000.00 has defaulted to the AMOUNT field on the /LA screen.
Remember that this value should be the same as the permit-to-pay (PTP)
for this invoice line.

To verify that the value in the AMOUNT field on the /LA screen is the same
as the PTP for this invoice line, access the PO Invoice Matching (PMI)
screen through the PO Line Inquiry (PLI) screen.

18.  Type P in the s (SELECT) field to select the PO Line Inquiry (PLI)
screen.

Type P in the s (SELECT) field to access the PO Line Inquiry (PLI)
screen from which you can select other inquiry screens for this PO line.

Type C in the s (SELECT) field to access the PO Comment Inquiry (PCI)
screen to review comments for a PO line. This is especially important
when the value in the AP ATTN field is YES. YES indicates that the
buyer has directed specific comments to you about the PO line.

19. Press to process the information and to access the PL/ screen.
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20. Press to process the information that defaulted to the PL/
screen and to access a list of the PO lines for this PO.

oCP PS PO LINE INQUIRY SELECTION PLI
NEXT FUNCTION: o ACTION: _ HISTORY: _ 01/06/2008 11:47:04
REQUEST: _
BUY ENTITY XXBG PO NO. : XX40000206 BLANKET REL: _
PO LINE NO. 1 LN STATUS : _ BUYER ID B
PROMISE DAT ____ CATALOG NO: __ ITEM NO. -
PAY ENTITY __ VENDOR NO.: __ SHORT NAME : _
PO BLANKET LINE BUYER --LINE STATUS-- ---INQUIRY SELECTIONS ---

NUMBER REL. NO. NO. 1ID LINE RECEIPT INV PLG PLO PLC PLR PLF PCI PMI
XX 40000206 0001 BO1 1 0 0 - @
CATLOG NO: ITEM NO: GN42506 PROMISE DATE: 02/21/2008

PAGE: 1 STATUS: END OF LIST

21.  Type S in the pwmi field to select the PO Invoice Matching Information
(PMI) screen for PO line 0001.

22. Press to process the information and to access the PMI screen
for this PO line.

OCP PS PO INVOICE MATCHING INFORMATION PMI
NEXT FUNCTION: o ACTION: _ HISTORY: _ 01/06/2008 11:49:32
BROWSE: _

BUY ENTITY : XXBG VENDOR: NC DEPARTMENT OF CORRECTION
PO NO. : XX40000206

PO LINE NO. : 0001
BLANKET REL. NO. :
CURRENCY CODE :
PAYMENT BASIS : PO

\BASE PERMIT TO PAY INVOICED TO DATE PERMIT TO PAY ,
PO HEADER : 2,000.00 .00 2,000.00
PO HEADER TAX/VAT : .00 .00 .00
PO HEADER ADDL COST : .00 .00 .00
BLANKET :

BLANKET TAX/VAT
BLANKET ADDL COST

PO LINE : 2,000.00 .00 2,000.00
PO LINE TAX/VAT : .00 .00 .00
PO LINE ADDL COST : .00 .00 .00

23. Look at the values in the BASE PERMIT TO PAY, INVOICED TO DATE and
PERMIT TO PAY fields for the PO line. Also look at the PAYMENT BASIS
field.

Note that the value in the PERMIT TO PAY field is the same value that you
observed in the AMOUNT field on the /LA screen in Step 17. There is no
value in the INVOICED TO DATE field because no invoice has been applied
against this PO line yet.

NOTES
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Note also that PO has defaulted to the PAYMENT BASIS field indicating that
NOTES this invoice will be paid on a purchase order payment basis.

Remember that since this invoice is being paid under PO payment
basis, the base permit-to-pay is calculated as follows:

Base PTP
2000

(Quantity Ordered) x (PO Unit Price)
(10) X (200)

In other words, as long as AP receives an invoice, AP can pay this PO
line up to the amount of the base PTP. Therefore, AP can pay this PO
line up to $2,000.

24.  Type BACK in the NEXT FUNCTION field and press to return to
the ILA screen.

OCp AP INVOICE LINE AUDIT ILA

NEXT FUNCTION: ACTION: 01/06/2006 11:51:51

REQUEST : @_@_ PAGE STATUS: END OF LIST

VENDOR : 566017634 B PO NUMBER : XX40000206 EXCEPTION CMNTS: _
INVOICE NO: 9382713001  RELEASE  : REM AMT: 1,200.00
s VENDOR'S PO LAST AP MULT —---—----- INVOICE---------- PPC
Q ITEM NUMBER LINE DELIV. ATTN UOP DISTR QUANTITY AMOUNT SRDL
A GN42506 0001 NO EA 6 @ 2,000.00 _ Y _
HIGH BACK OFFICE CHAIRS - BLACK FRT Y
IND CO ACCOUNT CENTER ™x/VAT Y
XX01 534511 10001000 ADD'L - Y
CONV FACTOR 1.

25.  Type 1200.00 in the AMOUNT field to correct the discrepancy
between the invoice and the /LA screen.

26.  Verify the accounting distribution that appears in the CO, ACCOUNT
and CENTER fields. Change the accounting distribution if it is incor-
rect.

27.  Type A in the REQUEST field to identify line 0001.
28. Press to tag the PO line.

29.  Type N or NEXT in the REQUEST field and press to process the
invoice and to access a new IMP screen.
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You have received another invoice to match against the same PO line for NOTES
the remaining quantity and amount.
Invoice: NC Department of Correction Invoice Number: 9382713002
Correction Enterprises Invoice Date: 02/20/2008
555 Main St Terms: Net 30
Raleigh, NC 27600-0555
Description: Quantity: Unit Price: Total Price:
High Back Office Chairs - 4 200.00 800.00
Black
Freight:
PO# XX40000206 Tax:
Total: 800.00
OCP AP INVOICE MATCHING IMP
235 - ENTER REQUIRED KEY FIELDS
NEXT FUNCTION: _ ACTION: 01/06/2008 11:55:07
REQUEST: _
INVOICE NUMBER : @ DATE : @v'v EXCEPTION CMNTS:

VENDOR SHORT NAME:

VENDOR NUMBER : @7777 @ cM/DM: I

P O BUY ENTITY : @_ P O NUMBER: @__ ~ RELEASE: __ ALL: _
GROSS AMOUNT : FREIGHT R,
SALES TAX/VAT : - ~ ADDITIONAL COST R
SALES TAX 2 : __  _ ~ SALES TAX 3 o
REMIT MSG :

COUNTY CODE -
==========—=—====—=—=——=========== SUGGESTED VALUES ===============—====—======x=

TERMS CODE : DISCOUNT AMT/ECT : o
PAYMENT DUE DATE : REASON CODE o
GL EFFECTIVE DATE: FACTOR NUMBER -
PROVISIONAL DATE : ____ IND: ___ SIGNATURE APPR CD:
PAYMENT ROUTE CD : ___ BAP CODE : ___ CURRENCY CODE L
EXPENSE :  PAYABLES : ___ DISCOUNT :
ACCOUNTING RULE : __ HANDLING : INTERCO PAYABLES :

30. Type 9382713002 in the INVOICE NUMBER field.
31.  Type 022008 in the DATE field.
32. Type 566017634 in the first blank of the VENDOR NUMBER field.

33. Type B in the second blank of the VENDOR NUMBER field and press
to return the vendor name and address to the IMP screen.

34.  Type the buying entity (XXBG) in the PO BUY ENTITY field.

35. Type XX40000206 in the PO NUMBER field and press to process
the entered information.
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ocp AP INVOICE MATCHING IMP

205 - GROSS AMOUNT NOT ENTERED

NEXT FUNCTION: _ ACTION: 01/06/2008 13:56:52

REQUEST: _

INVOICE NUMBER  : 9382713002 DATE: 02/20/2008 EXCEPTION CMNTS: _

VENDOR SHORT NAME: DOC 4253 NC DEPARTMENT OF CORRECTION

VENDOR NUMBER : 566017634 B RALEIGH, NC CM/DM: I
NC 27603

P O BUY ENTITY : XXBG P O NUMBER: Xx40000206 RELEASE: __ ALL: _

GROSS AMOUNT : @ FRE IGHT e

SALES TAX/VAT : __ _ _ _  ADDITIONAL COST -

SALES TAX 2 : ___  SALES TAX 3 -

REMIT MSG :

COUNTY CODE _ o
mmmm————————————————————————————== SUGGESTED VALUES ========—===—==—=—=—==—==oc

TERMS CODE : N30 Q DISCOUNT AMT/PCT : o
PAYMENT DUE DATE : REASON CODE e
GL EFFECTIVE DATE: FACTOR NUMBER o
PROVISIONAL DATE : ____ IND: ___ SIGNATURE APPR CD:
PAYMENT ROUTE CD : ___ BAP CODE : IGT CURRENCY CODE e
EXPENSE : 001 PAYABLES : ___ DISCOUNT : 001
ACCOUNTING RULE : 01  HANDLING : INTERCO PAYABLES :

36. Type 800.00 in the GROSS AMOUNT field.

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

38. Press to process the information and to access the Invoice
Line Audit (ILA) screen. The ILA screen displays purchase order
lines that are eligible to be matched with an invoice.

OCP AP INVOICE LINE AUDIT ILA
NEXT FUNCTION : o ACTION: _ 01/06/2008 14:02:25
REQUEST: __ PAGE STATUS: END OF LIST
VENDOR : 566017634 B PO NUMBER : XX40000206 EXCEPTION CMNTS: _
INVOICE NO: 9382713002  RELEASE  : REM AMT: 800.00
s VENDOR' § PO LAST AP MULT ----------INVOICE---------- P P C
Q ITEM NUMBER LINE DELIV. ATTN UOP DISTR QUANTITY AMOUNT R DL
A GN42506 0001 NO EA 4 800.00 Y
HIGH BACK OFFICE CHAIRS - BLACK FRT Y
IND CO ACCOUNT CENTER TX/VAT Y
XX01 534511 10001000 apD'L Y
CONV FACTOR 1.

39.  Verify that the unit of measure (EA) shown in the uopP field is the
same as the unit of measure used on the invoice. Change the unit
of measure if there are any discrepancies.

40.  Verify that the quantity (4) shown in the QUANTITY field on the ILA
screen is the same as the invoice quantity.
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41.
is the same as the invoice amount.

Verify that the amount 800.00 in the AMOUNT field on the /LA screen

NOTES

Remember that, since this invoice is being paid under PO payment
basis, the base permit-to-pay is calculated as follows:

Base PTP
2000

(Quantity Ordered)
(10)

x (PO Unit Price)
(200)

X

In other words, as long as AP receives an invoice, AP can pay this PO
line up to the amount of the base PTP. Therefore, AP can pay this PO
line up to $2,000.

To verify that the value in the AMOUNT field on the /LA screen is the same
as the PTP for this invoice line, access the PO Invoice Matching Informa-

tion (PMI) screen through the PO Line Inquiry (PLI) screen.

42. Type P in the s (SELECT) field to select the PO Line Inquiry (PLI)
screen.
43. Press to process the information and to access the PL/ screen.
44,  Press to process the information that has defaulted to the PL/
screen and to access a list of PO lines for this PO.
OCP PS PO LINE INQUIRY SELECTION PLI
NEXT FUNCTION: _ ACTION: __ HISTORY: _ 01/06/2008 15:05:34
REQUEST: _
BUY ENTITY XXBG PO NO.  : XX40000206  BLANKET REL:
PO LINE NO. 1 LN STATUS : _ BUYER ID o
PROMISE DAT __ CATALOG NO: __ ITEM NO. e
PAY ENTITY VENDOR NO.: SHORT NAME :
PO BLANKET LINE BUYER --LINE STATUS-- ———INQUIRY SELECTIONS ---
NUMBER REL. NO. NO. ID LINE RECEIPT INV PLG PLO PLC PLR PLF PCI PMI
XX40000206 0001 BO1 1 o] P @

CATALOG NO: ITEM NO: GN42506 PROMISE DATE: 04/11/2008

PAGE: 1 STATUS: END OF LIST

45.  Type S in the PMmiI field to select the PO Invoice Matching Information
(PMI) screen for PO line 0001.
46. Press to process the information and to access the PMI screen

for this PO line.
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OCP PS PO INVOICE MATCHING INFORMATION PMI
NEXT FUNCTION: ‘:’74747 ACTION: _ HISTORY: _ 01/06/2008 15:08:07
BROWSE: _

BUY ENTITY : XXBG VENDOR: NC DEPARTMENT OF CORRECTION
PO NO. : XX40000206

PO LINE NO. : 0001
BLANKET REL. NO. :
CURRENCY CODE :
PAYMENT BASIS : PO

e e e e e = = —— —— —
\ BASE PERMIT TO PAY INVOICED TO DATE PERMIT TO PAY )

PO HEADER : 2,000.00 1,200.00 800.00

PO HEADER TAX/VAT : .00 .00 .00

PO HEADER ADDL COST : .00 .00 .00

BLANKET :

BLANKET TAX/VAT

BLANKET ADDL COST

PO LINE : 2,000.00 1,200.00 800.00

PO LINE TAX/VAT : .00 .00 .00

PO LINE ADDL COST : .00 .00 .00

47. Look at the values in the BASE PERMIT TO PAY, INVOICED-TO-DATE
and PERMIT TO PAY fields for the PO line.

Note that the BASE PERMIT TO PAY field still shows 2,000.00 (the same
base permit-to-pay value you observed in Step 23).

The value in the INVOICED TO DATE field is 1,200.00 which is the same as
the invoice (invoice number 9382713001) that you applied earlier.

The PERMIT TO PAY field is now the difference of the BASE PERMIT TO PAY
and INVOICED TO DATE amounts. The value of the PERMIT TO PAY field is
the same as the AMOUNT field on the /LA screen in Step 41.

48. Type BACK in the NEXT FUNCTION field and press to return to
the ILA screen.

OCP AP INVOICE LINE AUDIT ILA

NEXT FUNCTION : ACTION: _ 01/06/2008 15:09:29

REQUEST: @7@7 PAGE STATUS: END OF LIST

VENDOR : 566017634 B PO NUMBER : XX40000206 EXCEPTION CMNTS :
INVOICE NO: 9382713002 RELEASE  : REM AMT: 7800.00
S VENDOR' S PO LAST AP MULT ----------INVOICE---------- P P C
Q ITEM NUMBER LINE DELIV. ATTN UOP DISTR QUANTITY AMOUNT SRDL
A GN42506 0001 NO EA 4 800.00 Y
HIGH BACK OFFICE CHAIRS - BLACK T FRT Ty
IND CO ACCOUNT CENTER ™/VAT X
XX01 534511 10001000 apD'L Y
CONV FACTOR 1.
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49.  Verify the accounting distribution that is displayed in the co, NOTES
ACCOUNT and CENTER fields. Change the accounting distribution if it
displays incorrectly.

50. Type A in the REQUEST field to identify line 0001.
51. Press to tag the PO line.

52.  Type N or NEXT in the REQUEST field and press to process the
invoice and access a new IMP screen.

You have finished processing the third and fourth invoices in control group
123.

This walkthrough demonstrated the following:

* How the NCAS performs permit-to-pay calculations using the PO pay-
ment basis

* The relationship between base permit-to-pay, invoiced-to-date and
permit-to-pay amounts

* The use of the PO Invoice Matching Information (PMI) screen to
inquire upon the available permit-to-pay for a particular PO line

This walkthrough also demonstrated one of the advantages of the NCAS:
the reduction in the AP clerk’s work because he or she does not have to
manually compare the invoice and the PO under the PO payment basis.

* Because the NCAS performs permit-to-pay calculations, the AP clerk
does not have to keep referring back to the PO to calculate available
PTP.

+ The AP clerk also does not have to search for previous invoices
against a particular PO because the NCAS tracks the invoiced-to-date
amounts and reduces the PTP accordingly.

* The PMI screen allows the AP clerk to look up all the information
related to the available PTP for a PO line without having to physically
look up the PO or previous invoices.
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The following scenario demonstrates how the NCAS performs PTP calcu-
NOTES lations using the receipt payment basis.

ACTIVITY: Permit-to-Pay Calculation Using the
Receipt Payment Basis

ment basis applies to the invoice.

number is 561493308 A.

SCENARIO

You have received another invoice from Amos Office Equipment for the
quantity of goods ordered (20 desks). However, the goods have only
been partially received (5 desks have been received). The receipt pay-

You have already verified the vendor address. The applicable vendor

You are on the IMP screen. Process this invoice.

Invoice: Amos Office Equipment Invoice Number: 9874563003
PO Box 777 Invoice Date: 02/11/2008
Bodie, NC 28222-0777 Payment Due Date: 03/11/2008
Description: Quantity: Unit Price: Total Price:
Wood Desks 20 100.00 2,000.00
PO# XX40000207 Freight:
Tax:
Total: 2,000.00
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OCP AP INVOICE MATCHING IMP
235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION: - ACTION: _ 01/06/2008 15:16:36
REQUEST:

INVOICE NUMBER  : ovvv o DATE : Qv o EXCEPTION CMNTS: _
VENDOR SHORT NAME: _ -

VENDOR NUMBER : S 6 CM/DM: I
P O BUY ENTITY : °7 P O NUMBER: °7A _ RELEASE: __ ALL: _
GROSS AMOUNT : FREIGHT e
SALES TAX/VAT : " ADDITIONAL COST -
SALES TAX 2 s SALES TAX 3 o+
REMIT MSG :

COUNTY CODE
=========—=========== SUGGESTED VALUES ===========================

TERMS CODE : DISCOUNT AMT/PCT : S
PAYMENT DUE DATE : REASON CODE R
GL EFFECTIVE DATE: FACTOR NUMBER o
PROVISIONAL DATE : _ IND: __ SIGNATURE APPR CD:
PAYMENT ROUTE CD : __ BAP CODE : ___ CURRENCY CODE o
EXPENSE :  PAYABLES : ___ DISCOUNT :
ACCOUNTING RULE : __ HANDLING : INTERCO PAYABLES :

1. Type 9874563003 in the INVOICE NUMBER field.
Type 021108 in the DATE field.

Type 561493308 in the first blank of the VENDOR NUMBER field.

> L

Type A in the second blank of the VENDOR NUMBER field and press
to return the vendor name and address to the IMP screen.

5. Type the buying entity (XXBG) in the PO BUY ENTITY field.

6. Type XX40000207 in the PO NUMBER field and press to process
the entered information.
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oCp AP INVOICE MATCHING IMP

205 - GROSS AMOUNT NOT ENTERED

NEXT FUNCTION: _ ACTION: 01/06/2006 15:20:37

REQUEST: _

INVOICE NUMBER  : 9874563003 DATE: 02/11/2008 EXCEPTION CMNTS:

VENDOR SHORT NAME: AMOSOFFICEEQUIP AMOS OFFICE EQUIPMENT, INC.

VENDOR NUMBER : 561493308 A BODIE cM/DM: I
NC 28150

P O BUY ENTITY : XXBG P O NUMBER: Xx40000207 RELEASE: __ ALL: _

GROSS AMOUNT : Q FREIGHT e

SALES TAX/VAT : " ADDITIONAL COST -

SALES TAX 2 : ___ SALES TAX 3 -

REMIT MSG :

COUNTY CODE
m————————————————————————————————= SUGGESTED VALUES ==========—==—==—====——c—===

TERMS CODE : ° DISCOUNT AMT/PCT : -
PAYMENT DUE DATE : o____ REASON CODE o I
GL EFFECTIVE DATE: FACTOR NUMBER -
PROVISIONAL DATE : __ IND: _ _  SIGNATURE APPR CD:
PAYMENT ROUTE CD : _ BAP CODE : 06D CURRENCY CODE o
EXPENSE : 001 PAYABLES :  DISCOUNT : 6
ACCOUNTING RULE : 01  HANDLING : INTERCO PAYABLES :

7. Type 2000.00 in the GROSS AMOUNT field.

8. Delete any payment terms that defaulted into the TERMS CODE field.
9. Type 031108 in the PAYMENT DUE DATE field.

10. Delete any data that defaulted into the DISCOUNT field.

11.  Press to process the information and to access the Invoice
Line Audit (ILA) screen. The ILA screen displays purchase order
lines that are eligible to be matched with an invoice.

Under the receipt payment basis, goods have to be partially or fully
received and the receipt must be recorded in the NCAS before the sys-
tem will let you proceed to the /LA screen. If no goods are received
and recorded, the system interrupts the processing of the invoice. In
this case, the system displays the following error message on the IMP
screen: 480 - PO SELECTED IS NOT ELIGIBLE FOR INVOICING.

In this scenario, the goods have been partially received. Therefore, the
system lets you proceed with invoice line processing.

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 follow-
ing message is displayed: P02 - VENDOR IS A CMCS VENDOR -
BAP CODE MUST BE IGO.
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OCP AP INVOICE LINE AUDIT ILA
NEXT FUNCTION: ACTION : 01/06/2008 15:26:54
REQUEST: PAGE STATUS: END OF LIST
VENDOR : 561493308 A PO NUMBER : XX40000207 EXCEPTION CMNTS: _
INVOICE NO: 9874563003  RELEASE  : REM AMT: 2,000.00
S VENDOR'S PO LAST AP MULT —-======-- INVOICE------———- PPC
Q ITEM NUMBER LINE DELIV. ATTN UOP DISTR QUANTITY AMOUNT SRDL
A GN42521 0001 02/17/08 NO EA 5 500.00 Q Y
DESKS, WOOD: CONVENTIONAL, MODULAR & CONTEMPO FRT Y
IND CO ACCOUNT CENTER TX/VAT Y
XX01 534511 10003100 ADD'L Y
1.

CONV FACTOR

12.  Verify that the unit of measure (EA) shown in the UOP field is the
same as the unit of measure used on the invoice. Change the unit
of measure if there are any discrepancies.

Note that the quantity on the ILA screen is 5 but the quantity on the invoice
is 20. The discrepancy in quantity has occurred because the goods have
only been partially received. Because this invoice is a receipt payment
basis invoice, the NCAS only allows you to pay for five desks.

13.  Note that 500.00 has defaulted to the AMOUNT field on the ILA
screen. Remember that this value is the same as the permit-to-pay
(PTP) for this invoice line.

To verify that the value in the AMOUNT field is the same as the PTP for this
invoice line, access the PO Line Receipt/Invoice Information (PLR) screen
and the PO Invoice Matching Information (PMI) screen through the PO
Line Inquiry (PLI) screen.

14.  Type P in the s (SELECT) field and press to select the PO Line
Inquiry (PLI) screen.

15. Press to process the information that has defaulted to the PL/
screen and to access a list of the PO lines for this PO.
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OCP PS PO LINE INQUIRY SELECTION PLI
NEXT FUNCTION: ACTION : HISTORY: _ 01/06/2008 15:28:45
REQUEST:
BUY ENTITY XXBG PO NO. : XX40000207 BLANKET REL: o
PO LINE NO. 1 IN STATUS : BUYER 1D
PROMI SE DAT CATALOG NO: ITEM NO.
PAY ENTITY VENDOR NO. : _ SHORT NAME :
PO BLANKET LINE BUYER --LINE STATUS-- ---INQUIRY SELECTIONS ---

NUMBER REL. NO. NO. ID  LINE RECEIPT INV PLG PLO PLC PLR PLF PCI PMI
XX40000207 0001 BO1 1 2 o 16 o 17
CATALOG NO: ITEM NO: GN42521 PROMISE DATE: 02/29/2008

PAGE: 1 STATUS: END OF LIST

16. Type S in the PLR field to select the PO Line Receipt/Invoice Infor-
mation (PLR) screen for PO line 0001.

17.  Type S in the PmiI field to select the PO Invoice Matching Informa-
tion (PM|) screen for PO line 0001.

18. Press to process the information and to access the PLR

screen.
ocP PS PO LINE RECEIPT/INVOICE INFORMATION PLR
NEXT FUNCTION: _ ACTION: _ HISTORY: _ 01/06/2008 15:31:11
BROWSE:

S

BUY ENTITY : XXBG —————————— = ——X~ORDERED--—--=—=——=—————
PO NO. 1 XX40000207 UNIT OF PURCHASE ™ == FA N
PO LINE NO. 21 UNIT PRICE : { 100.00000 )
BLANKET REL. A== == == QUANTITY ORDERED UOP: o 20 _
— == === == === ~CRECE IVED- 4~~~ —————————— - SKU : EA - -
STATUS : PARTIAL . — SKU CONV. FACTOR : 1.0
QUANTITY DELIVERED UOP: 5.00yQUANTITY ORDERED SKU: 20.00
QUANTITY RETURNED UOP: 00 STD LOT SIZE QTY : 0
QUANTITY DELIVERED SKU: 5.00 —==============~INVOICED-=—-=—=-==-=—-~
QUANTITY RETURNED SKU: .00 STATUS : OPEN
LAST RECEIPT DATE 1 02/17/2008 CURRENCY CODE :
-———-————————-INSPECTED--------—--—--— QUANTITY INVOICED UOP: 0
DOCK-TO-STOCK PENDING : NO AMOUNT INVOICED : .00
QTY ACCEPTED/NOT INSP : 0 TAX AMOUNT INVOICED : .00
QTY ACCEPTED/INSP : 0 ADDL COST INVOICED  : .00
TOTAL QTY ACCEPTED SKU: 0 LAST INVOICE DATE
QUANTITY REJECTED : 0 IAST INVOICE PRICE : .00000
QTY DUE INVENTORY SKU : 15.00

19.  Look under the ORDERED section on the right-hand side of the
screen. Note that 20 desks were ordered at a unit price of $100
each. Therefore, the invoice does match the quantity ordered.
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20.

Look under the RECEIVED section on the left-hand side of the screen.
Note that only five desks have actually been received and recorded

in the system.

NOTES

Remember that since this transaction is based on the receipt payment
basis, the quantity used in the base PTP calculation is the quantity
received minus returns. In this case, the quantity received is five (no
returns), so five is used in the base PTP calculation.

21.  Press to access the PO Invoice Matching Information (PMI)
screen.

OCP PS PO INVOICE MATCHING INFORMATION PMI

NEXT FUNCTION: @ ACTION: HISTORY: 01/06/2008 15:40:43

BROWSE:

BUY ENTITY : XXBG VENDOR: AMOS OFFICE EQUIPMENT, INC.

PO NO. : XX40000207

PO LINE NO. : 0001

BLANKET REL. NO.

CURRENCY CODE :

PAYMENT BASIS : RECEIPT

BASE PERMIT TO PAY INVOICED TO DATE

PERMIT TO PAY

PO HEADER 500.00 .00 500.00
PO HEADER TAX/VAT .00 .00 .00
PO HEADER ADDL COST : .00 .00 .00
BLANKET :

BLANKET TAX/VAT

BLANKET ADDL COST

PO LINE : 500.00 .00 500.00
PO LINE TAX/VAT H .00 .00 .00
PO LINE ADDL COST H .00 .00 .00
22. Look at the values in the BASE PERMIT TO PAY, INVOICED TO DATE

andPERMIT TO PAY fields for the PO line. Also look at the PAYMENT

BASIS field.

Note that the value in the PERMIT TO PAY field is 500.00, the same value
that you observed in the AMOUNT field on the /LA screen in Step 14.

There is no value in the INVOICED TO DATE field because no invoice has
been applied against this PO line yet.

Note also that RECEIPT has defaulted to the PAYMENT BASIS field indicat-
ing that this invoice will be paid on a receipt payment basis.

Base PTP

Remember that since this invoice is being paid under receipt payment
basis, the base permit-to-pay is calculated as follows:

= (Quantity Rec'd - Returns) x (PO Unit Price)
500 = (5) x (100)

In other words, as long as AP receives an invoice, AP can pay this PO
line up to the amount of the base PTP. Therefore, AP can pay this PO
line up to $500.
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23.  Type BACK in the NEXT FUNCTION field and press to return to
the ILA screen.

OCP AP INVOICE LINE AUDIT ILA

NEXT FUNCTION: _ ACTION: 01/06/2008 15:44:38

REQUEST: 9797 PAGE STATUS: END OF LIST

VENDOR : 561493308 A PO NUMBER : XX40000207 EXCEPTION CMNTS:
INVOICE NO: 9874563003 RELEASE : REM AMT: 2,000.00
S VENDOR'S PO LAST AP MULT -—-————————— INVOICE-————————— PPC
Q ITEM NUMBER LINE DELIV. ATTN UOP DISTR QUANTITY AMOUNT S RDL
A GN42521 0001 02/17/08 NO EA (2 I8 D 0000 Y
DESKS, WOOD: CONVENTIONAL, MODULAR & CONTEMPO FRT Y
IND CO ACCOUNT CENTER TX/VAT o Y
X%01 534511 10003100 ADD'L Y
CONV FACTOR 1.

24.  Type 20 in the QUANTITY field to correct the discrepancy between
the ILA screen and the invoice.

25.  Type 2000.00 in the AMOUNT field to correct the discrepancy
between the ILA screen and the invoice.

26. Verify the accounting distribution that is displayed in the co,
ACCOUNT and CENTER fields. Change the accounting distribution if it
is incorrect.

27. Type A in the REQUEST field to identify line 0001.
28. Press to tag the PO line.

The system displays the following error message: 391 PTP AMOUNT +
EXTENDED VALUE TOLERANCE FOR THIS PO LINE HAS BEEN
EXCEEDED.

Although the invoice matches the quantity ordered of 20 desks, the
system only allows you to pay the PTP amount (in this case $500.00).
Because this transaction is based on the receipt payment basis, the
system only allows you to pay for the desks actually received and
recorded in the system.

29. Type DELAY in the REQUEST field and press to store the invoice
information in the system until processing can be completed.
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This invoice cannot be paid until the invoice has been passed to the buyer
and the error has been resolved. NOTES

You will finish processing this invoice when you learn how to process
exceptions. [Activity: Responding to an Extended Value Tolerance Excep-
tion (Quantity-Related)].

This walkthrough demonstrated the following:

* How the NCAS performs permit-to-pay calculations using the receipt
payment basis

* The relationship between base permit-to-pay, invoiced-to-date and
permit-to-pay amounts

» The use of the PO Invoice Matching Information (PMl) screen to
inquire upon the available permit-to-pay for a particular PO line

* The use of the PO Line Receipt/Invoice Information (PLR) screen to
inquire upon receiving information for a particular PO line

This walkthrough also demonstrated one of the advantages of the NCAS:
the reduction in the AP clerk’s work because he or she does not have to
manually compare the PO, the invoice and the receipt under the receipt
payment basis.

* Because the NCAS performs permit-to-pay calculations, the AP clerk
does not have to keep referring back to the PO to calculate available
PTP.

* The AP clerk also does not have to search for previous invoices
against a particular PO because the NCAS tracks the invoiced-to-date
amounts and reduces the PTP accordingly.

* The PMI screen allows the AP clerk to look up all the information
related to the available PTP for a PO line without having to physically
look up the PO or previous invoices.

* The PLR screen allows the AP clerk to look up receiving information
without having to physically look up previous receipts.
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Entering [ [Applying Key(| Fggleh bl | Cbtaining ||| Converting ||| processing Adiustin Manually Frocessing
Matching Matehing Invoice Signature Units of NGO i I tﬂ Closing Other AP
Invoices Concepts Exceptions MRESt=iEdy Measure Grants ayments PO Lines Transactions

Line Audit

North Carolina uses the line audit method to match invoices against pur-
chase orders. The line audit method requires AP to match each invoice
line to the relevant PO line. Auditing invoices by line ensures that the state
does not overpay invoices.

The line audit policy is established as the default at the paying entity level
of the default hierarchy.

Invoice Audit Controls

Invoice audit controls are established to audit the invoice for differences
between the information on the invoice and the purchase order. When an
invoice is entered in the system, the NCAS applies the established invoice
audit controls automatically, eliminating the need for the AP clerk to manu-
ally audit the invoice and the PO.

There are two types of invoice audit controls:

* Invoice header controls apply to the entire invoice.
* Invoice detail controls apply to individual invoice lines.

Purchasing personnel, in consultation with AP personnel, establish audit
controls. Purchasing specifies invoice controls for a buying entity and can
override specific values at various levels of the default hierarchy.

Tolerances

Invoice audit controls define an acceptable range — known as the
tolerance — for the difference between the information on the invoice and
the PO. If the difference is within established tolerance levels, the invoice
can be further processed. If the difference is not within tolerance, the sys-
tem does not allow payment until the difference has been resolved by the
buyer.
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Exceptions

Exceptions

A difference between the information on the invoice and PO that needs to
be resolved is referred to as an exception. Since two types of audit con-
trols are applied to invoices, exceptions are of two types:

* Invoice header exceptions occur when differences occur between
the invoice header information and the PO header information.

Invoice line exceptions occur when the difference between the
invoice line information and the PO line information exceeds toler-
ance levels.

To process exceptions, an AP clerk needs to do two things:

* Respond to an exception message during invoice entry.

* Apply the buyer’s instructions to clear the invoice after the buyer has
resolved the exception.

Processing Invoice Header Exceptions

Invoice Header Controls

Invoice header controls apply to the invoice header and each invoice line,
unless the purchasing staff has specified different controls for a particular
invoice line. The system uses these controls to verify that the invoice
header information entered by the AP clerk is the same as that entered by
the buyer on the purchase order header.

The system applies invoice header controls during the processing of the
invoice header information entered by the AP clerk. If the AP clerk has
entered information that is different from the buyer’s specifications for that
PO, an exception occurs. The following invoice header controls cause
exceptions if specific information on the invoice does not match that on
the PO.

All invoice header control defaults are established by the purchasing staff
at the buying entity level of the default hierarchy. These default controls
can be overridden by purchasing staff at lower levels of the hierarchy.
Note that the first control can be overridden at the PO header level. The
last three controls can be overridden at the PO line level.

All invoice header control defaults are established by the purchasing
staff at the buying entity level of the default hierarchy. These default
controls can be overridden by purchasing staff at lower levels of the
hierarchy. Note that the first control can be overridden at the PO
header level. The last three controls can be overridden at the PO line
level.
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