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Introduction

Overview

This course explains how an accounts payable (AP) clerk uses the North
Carolina Accounting System (NCAS) as a tool to make direct payments,
process employee transactions, and maintain accounting records.

Audience

Accounts payable clerk
Accounts payable management

Length
1 day

Objectives

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

»  Create control groups

* Process direct invoices

*  Process employee transactions

* Factor vendors

*  Process Non-resident aliens

* Maintain documents

* Review accounts payable information

Quick Reference Guides (QRGs)

This section includes job aids that assist participants complete the tasks
involved with their jobs. They are referenced throughout the walkthroughs
and activities.

Procedures

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

Office of the State Controller 1 NCAS Training.3 - February 23, 2009
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Business Process Overview

Overview

The basic activities of an agency’s accounts payable department are mak-
ing 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:

* Adding and changing vendors

»  Creating control groups

*  Processing direct invoices

*  Processing matching invoices

*  Processing employee reimbursements

* Handling special accounts payable processes
* Maintaining documents

* Reviewing accounts payable information

We will not cover all of these areas. OSC offers several other courses that
cover these responsibilities and processes in depth. You may want to con-
sider taking the following classes:

APO1 AP Overview (3 days)
AP0O2 AP Management
AP0O3 AP Matching

VNO1 Vendor Processing
1099 1099 Processing

The following diagram further explains the AP clerk’s responsibilities in the
North Carolina Accounting System (NCAS) environment.

Processing
] Direct ]
Invoices
Adding and Creating Processing Handling Maintaining Reviewing
Changing Control Matching Special AP [T | AP AP
Vendors Groups Invoices Processes Documents Information
— Electronic Payments
— 1099 Processing
] — Backup Withholding
Processing .
L | L | — Factoring Payments
Employee
Transactions ——Fixed Asset Reporting

—Year-end Accruals
—Sales Tax
— Refund of Expenditures

——Non-Resident Aliens
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Business Process Overview

NOTES

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.

»  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.

* In order to pay employee reimbursements and travel advances, agen-
cies set up and maintain their own employee vendor files.

* 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 cre-
ates 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 accord-
ing to document type:

» Direct invoices

* Matching invoices

*+ Employee advances

»  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 Transaction

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 track-
ing of amounts due to and from individual employees.

Office of the State Controller 4 NCAS Training.3 - February 23, 2009



MM: APQ7 Business Process Overview
AP Basics

Handling Special AP Processes NOTES

Some functions and processes involving accounts payable require special
attention. They are factoring vendor payments, fixed assets reporting,
year-end accruals, non-resident alien processing, sales tax, and refund of
expenditures.

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 report’s level of detail.

Integration Tools

The North Carolina Accounting System (NCAS) provides an integrated set
of financial and materials management modules for managing business
functions. The Accounts Payable (AP) module of the NCAS is related to
several modules as follows:

* As documents are entered, the system automatically checks the Bud-
getary Control module to see if funds are available.

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

+ Journal entries (e.g., payments, encumbrances) are automatically
generated by the system and are posted to the General Ledger.

* Information is passed to the Fixed Assets module when invoices refer-
ence a fixed asset account.

Office of the State Controller 5 NCAS Training.3 - February 23, 2009
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Billing System
< INV AR / Interfaces
“E-Procurement ;
& other PO
Interfaces FSI Interfaces:
e B HB, PI, MI, BPS,
B BRS 2" Yr 606’s and
............................. other Agency Interfaces
AP
. Interfaces /
PC > SBM
™~ GL File
Real Time:
f Validates accounting distribution
Nightly Processing:
FA 1. Collects and merges data
2. Sorts and batches by header information
3. Applies accounting rules
4. Summarizes according to accounting rule
5. Assigns FC Audit ID
» AFF| BC — BRS
1 Interface

This course explains how the accounts payable clerk uses the NCAS to
process payments. Requesting check runs and check reconciliation will
be covered in the AP Management course.

Although your agency may use another term for the employee who per-
forms accounts payable functions, this employee will be referred to as an
“accounts payable clerk” throughout this course.

Office of the State Controller 6 NCAS Training.3 - February 23, 2009
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Policy Overview

Policy Hierarchy

A primary benefit of the NCAS is that it allows the state to maintain consis-
tent financial information while simultaneously meeting the needs of indi-
vidual 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 infor-
mation as a standard, it is considered policy. Before an agency can begin
to enter information in the NCAS Accounts Payable module, certain poli-
cies must be established for the agency.

The NCAS policy carries forward—or defaults—information from one
screen to the next. This default information conforms to a hierarchy in the
NCAS. The policy hierarchy, illustrated by the following diagram, repre-
sents 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 over-
ride previously established policies with data that is specific to the transac-
tion on which you are working.

Buying/Paying
Entity

Buyer Definition

Vendor Definition

Item Definition

Item Quotation

Requisition Header/Line

Purchase Order Header/Line

Control Document

Invoice Header

Invoice Line
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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.

| Item Quotation |

| The buying entity is a unique code that establishes the agency’s 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.

| Requisition Header/Line

| Purchase Order Header/Line |

| Control Document |

| Invoice Header |

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

XXBG (XXEG) and XXBS (XXES)

XX = Agency identification number

B = Buying ---OR---(E = E-Procurement Buying)
G = Purchase of goods

S = Purchases of services

I = Inventory

For example,

* DPI uses 08BG for purchases of goods.
*+ OSA uses 06BS for purchases of services.

Your agency may use additional buying entities if it has unique busi-
ness requirements. For example, the Department of Correction estab-
lished 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.

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
| tem Quotation | purchasing and accounts payable transactions generated within the entity.
[ Requisition HeaderlLine | The rules default from the policy established for the entity.

| Purchase Order Header/Line |

| A paying entity is a unique code that contains the agency name and
address and the type of vendor that will be processed.

| Control Document

| Invoice Header

| Invoice Line | Each agency has at least two paying entities. They have the following
structure:

Office of the State Controller 8 NCAS Training.3 - February 23, 2009
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XXPT and XXPE

o NOTES
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 employ-
ees.
For example,

* DOl uses 12PT to pay a trade vendor.
* OSC uses 14PE to pay employee advances.

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

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 ven-
dor is initially added to the Statewide Trade Vendor File, the OSC sends a
questionnaire to the vendor. The questionnaire asks the vendor to verify | Item Quotation |
all information. For example, the vendor identifies his or her payment [ Requisition HeaderiLine |

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 pol-
icy established at a higher level—in this case, the paying entity—is more |
general than the specific information entered at a lower level—in this case,
the vendor definition level.

Purchase Order Header/Line |

Control Document |

Invoice Header |

Invoice Line |

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 i
Purchasing module. Purchasing policies are generally established at the
buying entity level and overridden at the following levels by the buyer.

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 pur- |
chases mostly tax-exempt goods might set the tax-allowed indicator to

no.

Buyer Definition

Control Document |

Invoice Header |

| Invoice Line |

Office of the State Controller 9 NCAS Training.3 - February 23, 2009
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NOTES 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.

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 requisitioner’s 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 buyer’s last opportunity to override default val-
ues 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 “no” 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 over-
[ em Quotation | ridden at the control document level for a particular set of invoices. Other

| policies are established at the control document level. For example, the
[ Purchass Orcer Heaeriioe. | 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

| Requisition Header/Line

| Invoice Header

| Invoice Line |

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 lev-
els). This terms code would then apply to the entire invoice.

Office of the State Controller 10 NCAS Training.3 - February 23, 2009
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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 vendor’s 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.

Item Quotation |

Requisition Header/Line |

| Purchase Order Header/Line |

—  For example, your agency may have established payment terms of | Control Document |
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 vendor—for example, net 45.

In this case, the buyer will override the net 30 default with net 45 on
the appropriate PO screen (PO header or PO line). The net 45 will
then default to all AP screens related to this PO.

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 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 agen-
cies. Because information defaults to all related transactions, less infor-
mation needs to be entered during data entry and, therefore, fewer
mistakes will be made. More importantly, the policy hierarchy helps main-
tain consistent business processes. Other benefits of the policy hierarchy
include:

* Your agency can automatically and consistently apply general busi-
ness policies to all transactions.

* Your agency has access to statewide vendor and item files, which
contain statewide policies and defaults.

* The Accounts Payable department can control invoice processing
options.

* Accounts Payable clerks can override policy when needed.

* Accounts Payable clerks save time because policy decisions are
entered once.

Office of the State Controller 11 NCAS Training.3 - February 23, 2009
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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:

* Receiving documents
+ Categorizing documents
+ Batching documents into groups

Depending on your agency’s 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:

+ Adirect invoice is an invoice that does not require a purchase order
(e.g., utility and phone bills).

* 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.

* An employee advance is a form that an employee fills out in anticipa-
tion of travel expenses.

* 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.

* 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 doc-
uments that are not entered into the NCAS by control group are
employee advances. They are entered individually.

A control group is:

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

— Identified by control number, control date (the date the docu-
ments are batched) and paying entity.

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

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

Office of the State Controller 13 NCAS Training.3 - February 23, 2009
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Depending on the size of your agency, you may want to keep a log of
NO TES your control groups. A log helps you track the control groups that you
have entered on the NCAS.

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

* Asheetis then completed for each control group. This Control Group
Header sheet identifies:
— The paying entity
— Entry method (documents type)
— Control date (the date that the control group is created)
— Control number
— Your operator ID
— The control group total

(Please refer to QRG 1: Accounts Payable Control Group
Header.)

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 docu-
ments 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.

Entering Control Groups

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

+ Paying entity

*  Control number

*  Control amount (the total from the calculator tape)

»  Control date (will default to the current date)

*  Entry method

— Direct invoice (D)
— Matched invoice (M)
— Employee payable (E)

The following walkthrough demonstrates how to complete the Control
Document Entry (CDE) screen.
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WALKTHROUGH: Entering a Control Group NOTES

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.

First you need to access the AP module.

*k kK Kk Kk * Kk

Kk ok ok okk * kK

* Kk Kk
* Kk Kk
* Kk Kk
* Kk Kk

* Kk Kk

ACTION °_

* KKk * ok k
*k ok ok okk
* kK kK

* kK kK

*k kK

NORTH CAROLINA ACCOUNTING SYSTEM - O

*

*

*

HoQw »

* kk Kk kkk K * kKK Kk
* K Kk * kK Kk kkok kK
** * kK * Kk
** * KKk *k Kk
* % *okKkk kKkk kKkKk Kk
* K Kk * kK * kK Kk * Kk Kk

* ok kKk kkk K * KKKk * Kk Kk

MAIN MENU

- PAYROLL/PERSONNEL

- FINANCIAL SYSTEMS

- MANUFACTURING SYSTEMS
- HEALTH CARE

- INFORMATION EXPERT

K kkk Kk K KkKk
*okk Kk kkKk kK
* Kk x Kk * %
* Kk Kk
* % * kK kK
*okk Kk kkKk kkk
* kk  kkk kK

REGION

ENTER THE SYSTEM TYPE YOU DESIRE: o

DCI Release 94.01.CF

You can access the AP module several different ways. Choose one of the
following methods.

1. Type 6 in the ENTER THE SYSTEM TYPE YOU DESIRE field and press
to access the Accounts Payable (APM) menu screen.

---OR - - -

Type .ap in the ACTION field and press to access the Accounts
Payable (APM) menu screen.

Office of the State Controller
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oCP AP ACCOUNTS PAYABLE APM
NEXT FUNCTION: _ ACTION: o 03/01/2007 10:18:58
FUNCTIONS SETUP/MAINTENANCE
ACTIVITY DESCRIPTIONS ACTIVITY DESCRIPTIONS

DEM DOCUMENT ENTRY CPM COMMON POLICY

DMM DOCUMENT MAINTENANCE cvM COMMON VENDOR

DIM DOCUMENT INQUIRY SMM SYSTEM MAINTENANCE

PYM PAYMENT CONTROLS

BRM BANK RECONCILIATION

BEM BUDGETARY EXCEPTIONS

Use the following control batch header sheet to enter the data for your
online control batch on the Control Document Entry (CDE) screen.

Agency Name

Accounts Payable Control Group Header

PAYING ENTITY X

XXPT

Other

ENTRY METHOD X

DIRECT INVOICES

MATCHING INVOICES

EMPLOYEE INVOICES

CONTROL GROUP DATE:

TODAY'’S DATE

CONTROL GROUP NUMBER:

OPERATOR ID:

120

YOUR INITIALS

DBS # Initials
NUMBER OF
INVOICE NUMBER DOCUMENTS AMOUNT
PER TAPE 20 2,345.78
ADJUSTMENTS
AMOUNT ENTERED 20 2,345.78
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OCP AP ACCOUNTS PAYABLE APM
NEXT FUNCTION: 0777 ACTION: 03/01/2007 10:18:58
FUNCTIONS SETUP/MAINTENANCE
ACTIVITY DESCRIPTIONS ACTIVITY DESCRIPTIONS
DEM DOCUMENT ENTRY CPM COMMON POLICY
DMM DOCUMENT MAINTENANCE CVM COMMON VENDOR
DIM DOCUMENT INQUIRY SMM SYSTEM MAINTENANCE
PYM PAYMENT CONTROLS
BRM BANK RECONCILIATION
BEM BUDGETARY EXCEPTIONS
2. Type CDE in the NEXT FUNCTION field and press [enter) to access the

Control Document Entry (CDE) screen.

OCP AP CONTROL DOCUMENT ENTRY CDE

200 - ENTER CONTROL GROUP INFORMATION

NEXT FUNCTION: _ ACTION: o 01/03/2006 10:38:02
REQUEST : o

PAY ENTITY : °7 CONTROL NUMBER: °7 CNTL AMT  : e

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
DISCOUNT AMOUNT
SALES TAX/VAT AMT

FREIGHT INDICATOR
DISCOUNT INDICATOR
SALES TAX/VAT IND

SALES TAX 2 AMT

SALES TAX 3 AMT

OPTIONAL AMOUNT

ADDITIONAL COST AMT :

EXPENSE INDICATOR
INTERCOMPANY PAY IND: _
BANK ACCT PYMT IND
SIGNATURE APPROVAL

REASON CODE/DESC

SALES TAX 2 IND
SALES TAX 3 IND
VARIANCE INDICATOR
ADDITIONAL COST IND :
PAYABLES INDICATOR
INTERCOMPANY REC IND:
PAYMENT ROUTING CODE:
PROVISIONAL ACCT IND:
VAT INCLUSIVE

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

Type 120 in the CONTROL NUMBER field. This number corresponds

with the Control Group Header sheet.

5. Type 2345.78 in the CNTL AMT field. This field reflects the total of all

documents contained in the control group.

The current date defaults into the CNTL DATE field.

Office of the State Controller
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6. Type your first and last initials in the APPL AREA field. For track-
NOTES ing purposes, this field identifies the individual who entered the
control group.

7 The initials “PS” cannot be used in the APPL AREA field. They
conflict with the Purchasing (PS) module.

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

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.

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

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

*  Invoice Worksheet 1 (IWS-1T) screen

* Invoice Matching (IMP) screen

»  Employee Expense Worksheet 1 (EWS-1T) screen

You have now completed a control group header for direct invoices. Once
control groups have been entered, the documents within each control

group must be entered in the system. The NCAS can process four differ-
ent documents:

» Direct invoices

*  Matching invoices

* Employee documents
— Employee travel advances
— Employee reimbursements

Modifying the Control Document Entry (CDE)
screen

Sometimes data is inadvertently omitted or entered incorrectly during
entry of the Control Document Entry (CDE) screen. By using a series of
“hot keys” (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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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

The Invoice Matching (IMP) screen to process matching invoices

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

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

WALKTHROUGH: Modifying the CDE screen

SCENARIO

You enter data for a new batch control header screen, the Control Doc-
ument Entry (CDE) screen. You realize you forgot to enter “M” in the
ENTRY METHOD field to indicate the batch is for matched invoices. The
default for the ENTRY METHOD field is “D” 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 “M” which will display the
Invoice Matching (IMP) screen for matched invoice entry.
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Agency Name

Accounts Payable Control Group Header

PAYING ENTITY X XXPT
Other
ENTRY METHOD DIRECT INVOICES
X MATCHING INVOICES
EMPLOYEE INVOICES
CONTROL GROUP DATE: TODAY’S DATE
CONTROL GROUP NUMBER: 121
OPERATOR ID: YOUR INITIALS
DBS # Initials
NUMBER OF
INVOICE NUMBER DOCUMENTS AMOUNT
PER TAPE 5 7,896.11
ADJUSTMENTS
AMOUNT ENTERED 5 7,896.11
1. Type CDE in the NEXT FUNCTION field and press to access the
Control Document Entry (CDE) screen.
Office of the State Controller 20 NCAS Training.3 - February 23, 2009



MM: APO7 Creating Control Groups
AP Basics
OCP AP CONTROL DOCUMENT ENTRY CDE NOTES

200 - ENTER CONTROL GROUP INFORMATION

NEXT FUNCTION: _ ACTION: - 08/21/2003 14:12:36
REQUEST : o

PAY ENTITY : 07 CONTROL NUMBER : 07 CNTL AMT  : o

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
DISCOUNT AMOUNT
SALES TAX/VAT AMT
SALES TAX 2 AMT
SALES TAX 3 AMT
OPTIONAL AMOUNT
ADDITIONAL COST AMT :
EXPENSE INDICATOR
INTERCOMPANY PAY IND:
BANK ACCT PYMT IND
SIGNATURE APPROVAL
REASON CODE/DESC

FREIGHT INDICATOR
DISCOUNT INDICATOR

SALES TAX/VAT IND

SALES TAX 2 IND

SALES TAX 3 IND

VARIANCE INDICATOR
ADDITIONAL COST IND :
PAYABLES INDICATOR
INTERCOMPANY REC IND:
PAYMENT ROUTING CODE:
PROVISIONAL ACCT IND:
VAT INCLUSIVE

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
Ete). The IWS-1T screen is displayed.

OCP INVOICE WORKSHEET 1
235 - ENTER REQUIRED KEY FIELDS
NEXT FUNCTION: _ ACTION:

REQUEST : 07

IWS-1T

08/21/2003 14:28:13

INVOICE NUMBER : DATE: _

VENDOR SHORT NM: _ o CURR
VENDOR NUMBER : _ - CM/DM B
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 PROJ-CO NUMBER

VAT
0001

QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 I'RC

0002

0003

0004

FREIGHT

SALES TAX/VAT - -
GROSS AMOUNT:

ADDITIONAL COST:

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.
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6. Type 8 in the REQUEST field and press [nte]. This hotkey takes you

NOTES back to the Control Entry Status (CES) screen.
OCP AP CONTROL ENTRY STATUS CES
NEXT FUNCTION: _ ACTION: 08/21/2003 14:33:50
PAY ENTITY : XXPT CNTL NBR : 0121
CNTL DATE : 08/21/2003 CURRENCY : CONTROL AMT : 7,896.11
GL EFF DATE : APPL AREA: SC GROSS DOC AMT : .00
NBR OF DOC'S: 0 DIFFERENCE : 7,896.11
VENDOR/EMPLOYEE DOCUMENT NUMBER GROSS AMOUNT DOC DATE STATUS SEL

PAGE : 1l STATUS: END OF LIST

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

CDE screen.

OCP AP CONTROL DOCUMENT ENTRY CDE
NEXT FUNCTION: _ ACTION: o 08/21/2003 14:38:06
REQUEST : o

PAY ENTITY : XXPT CONTROL NUMBER: 0121 CNTL AMT : 7,896.11
CNTL DATE : 08/21/2003 APPL AREA : SC AMT ENTERED: .00
GL EFF DATE: o o CURRENCY CODE : _ DIFFERENCE : 7,896.11
HANDLING CD: ENTRY METHOD : o NBR DOC'S : 0

—====——=—=——=—==== QPTIONAL AMOUNTS AND DEFAULTS ==========—===—==——=——————————=
DOCUMENT MODEL NBR

FREIGHT AMOUNT : FREIGHT INDICATOR o
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 o
ADDITIONAL COST AMT : ADDITIONAL COST IND :
EXPENSE INDICATOR  : PAYABLES INDICATOR L
INTERCOMPANY PAY IND: INTERCOMPANY REC IND:
BANK ACCT PYMT IND : PAYMENT ROUTING CODE: _
SIGNATURE APPROVAL : PROVISIONAL ACCT IND:
REASON CODE/DESC : VAT INCLUSIVE

8. Type M over the D in the ENTRY METHOD field and press to dis-
play the Invoice Matching (IMP) screen.

You have now corrected your control batch header screen.

We will only cover the direct processing and employee processing types
of documents in this class.
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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 Models

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:

*  Vendor information

* Payment terms

* Invoice number

* Invoice date

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

*  Unit of measure

*  Quantity

* |tem description
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NOTES The IWS-1T screen also has many features. It allows you to:

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

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

» Select the detail lines to which tax, freight, additional costs, and dis-
counts are applied.

+ Reference 1099 information on selected detail lines.

* Add a message to the vendor that will appear on the remittance part
of the check.

»  Schedule multiple, recurring, and variable payments.

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.

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

and press [enter.

State agencies utilizing the NCAS and Cash Management Control 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.

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 pol-
icy 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 pay-
ment 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 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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OoCP PAYMENT TERMS CODE LIST PTL
NEXT FUNCTION: ACTION: - 01/03/2006 10:40:51
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
NO5 .00 0 5 STND .00 0 .00 PAY IN 5 DAYS
NO7 .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

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 incor-
rect 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 telecommuni-
cations 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:

* The items are purchased by a State agency for its own use and in
accordance with G.S. 105-164.29A.

* Theitems are purchased pursuant to a valid purchase order issued by
the State agency containing the exemption number of the agency and
a description of the property purchased, or the items purchased are
paid for by any of the following payment options:

— State-issued check

— electronic deposit

— credit card

— procurement card

— credit account of a State agency

Sales tax must be paid on all cash purchases.

Office of the State Controller 25

NCAS Training.3 - February 23, 2009



MM: APO7
AP Basics

Processing Direct Invoices

NOTES

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 pur-
chased, plus interest calculated from the date the tax would otherwise
have been paid. The exemption number cannot be used by:

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

* 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):

* The one (1) % prepared food and beverage taxes levied and adminis-
tered by various local governments in the State.

*  Occupancy taxes levied and administered by various local govern-
ments in the State.

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

» State sales taxes levied on electricity or telecommunications services.

»  Scrap tire disposal tax levied on new tires.

*  White goods disposal tax levied on new white goods.

* Dry-cleaning solvent tax levied on dry-cleaning solvent purchased by
a dry-cleaning facility.

» Excise tax on piped natural gas.

Effective July 1, 2004, sales and use taxes paid on direct purchases (pur-
chases made by a State agency) are no longer refundable. Also effective
July 1, 2004, only sales and use taxes paid on indirect purchases (pur-
chases made by state contractors) are refundable. Only those State agen-
cies 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.

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 state’s 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.
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For goods purchased from an out-of-state vendor, but taken possession of NOTES
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 pur-
chases and are subject to the sales and use tax.

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

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

WALKTHROUGH: Entering a Direct Invoice

SCENARIO

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

Accounts Payable Control Group Header

PAYING ENTITY X XXPT
Other
ENTRY METHOD X DIRECT INVOICES
MATCHING INVOICES
EMPLOYEE INVOICES
CONTROL GROUP DATE: TODAY'S DATE
CONTROL GROUP NUMBER: 122
OPERATOR ID: YOUR INITIALS
DBS # Initials
NUMBER OF
INVOICE NUMBER DOCUMENTS AMOUNT
PER TAPE 5 6,822.81
ADJUSTMENTS
AMOUNT ENTERED 5 6,822.81
1. Type CDE in the NEXT FUNCTION field and press to access the
Control Document Entry (CDE) screen.
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OCP AP CONTROL DOCUMENT ENTRY CDE

200 - ENTER CONTROL GROUP INFORMATION

NEXT FUNCTION: _ ACTION: - 01/03/2006 10:38:02
REQUEST : -

PAY ENTITY : 07 CONTROL NUMBER: °7 CNTL AMT : o

CNTL DATE o o 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

DISCOUNT AMOUNT

SALES TAX/VAT AMT

SALES TAX 2 AMT

SALES TAX 3 AMT

OPTIONAL AMOUNT
ADDITIONAL COST AMT :
EXPENSE INDICATOR o
INTERCOMPANY PAY IND:
BANK ACCT PYMT IND
SIGNATURE APPROVAL

FREIGHT INDICATOR
DISCOUNT INDICATOR
SALES TAX/VAT IND
SALES TAX 2 IND
SALES TAX 3 IND
VARIANCE INDICATOR
ADDITIONAL COST IND :
PAYABLES INDICATOR
INTERCOMPANY REC IND:
PAYMENT ROUTING CODE:
PROVISIONAL ACCT IND:

REASON CODE/DESC  : VAT INCLUSIVE B

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

3. Type 122 in the CONTROL NUMBER field.

4, Type 6822.81 in the CNTL AMT field.

5. Type your first and last initials in the APPL AREA field since you will

o

be entering this control group.

Type D in the ENTRY METHOD field.

Press to process the control header information and access the
Invoice Worksheet 1 (IWS-1T) screen.

You are now ready to enter the first invoice.

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

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

Office of the State Controller
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ocP INVOICE WORKSHEET 1 IWS-1T
235 - ENTER REQUIRED KEY FIELDS
NEXT FUNCTION: __ ACTION: o 01/03/2006 12:57:00
REQUEST : @_
INVOICE NUMBER °_ __ DATE o MODEL: _ _
VENDOR SHORT NM: @7 B CURR
VENDOR NUMBER : _ - CM/DM _
PO REFERENCE  : COUNTY CODE: _ MULTI PYMT: _
TERMS CODE: @ PYMT DUE DATE: __ __ DISCOUNT AMT/PCT:
REMIT MSG:

SIGNATURE APPR CD: __ o
LINE AMOUNT/PERCENT EXP CO ACCOUNT CENTER PROJ-CO NUMBER
VAT QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 I'RC

0001 @ @_ @ 0

oo03 -
ooo4 _ -
SALES TAX/VAT : FREIGHT s
ADDITIONAL COST: GROSS AMOUNT:

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.

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 to
access the Vendor Short Name Lookup (VSL) screen.

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

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

11.  Determine the correct vendor (Office 4 You). Type R in the ACTIVITY
field and press to return to the IWS-1T screen. Note that the
vendor information defaults to the IWS-1T screen.
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12.  Press [er. The system checks to ensure there are no duplicate
invoices. NOTES

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.

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

14.  Atthe 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.

The following fields are optional but will help in identifying the goods
and services that have been invoiced.

*  QUANTITY (must be a whole number): If the Quantity is not a whole
number, the unit must be converted. Units of measure conver-
sions will be explained in the Converting Units of Measure sub-
section within the Processing Matching Invoices section.

*  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).

»  DESCRIPTION : Provide a short description of the items being pur-
chased.

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

20. Type “in the co field. (The symbol “ duplicates the company num-
ber from line 0001.)

21.  Type “in the ACCOUNT field. (The symbol “ duplicates the account
number from line 0001.)

7 The symbol “ can be used to duplicate the field from the pre-
ceding line of the invoice. This can be used in any field
except the AMOUNT/PERCENT field.

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 to delete the zeros at the end of the field.

25. Press to display all the defaults on the IWS-1T screen.
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Note the defaults for the T (fax), F (freight), A (additional cost) and D
(discount) fields. These defaults vary by paying entity. The possible
default values are:

L ¢ 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.

« 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.

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

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

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

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

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

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

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

the second invoice line.

SCENARIO

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

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

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

Invoice: Bancrop Incorporated

Invoice Number: 5063471284

P.O. Box 2910 Invoice Date: 01/08/2008
Wyman, NC 27890-2910 Terms: Net 30
Description: Quantity: Unit Price: Total Price:
Repairs to Propane Tank 100.00
Propane 220 GL 141.31
Freight:
Tax:
Total: 241.31

1. Type 5063471284 in the INVOICE NUMBER field.

2. Type 010808 in the DATE field.

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

4. Press to scroll down the list of vendor names until you locate

Bancrop Incorporated of Wyman, NC.

5. Type R in the ACTIVITY field for Bancrop, Wyman, and press 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 to override the message and continue entering the
invoice as a direct invoice.

7. Press to save the information that you have entered on the

IWS-1T screen.

8. Verify that the correct payment terms (N30) defaulted into the

TERMS CODE field.

NOTES
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9. Type RML in the NEXT FUNCTION field and press to access the
N O TE S 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 to view a list of the remit messages.

12. Press to scroll through the list till you find the code and mes-
sage for “ENCLOSURE”. Note the three digit code for this mes-
sage.

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

14.  Type the three character code (ENC) that corresponds to the mes-
sage in the first blank of the REMIT MSG field.

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

15.  Atthe 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. Atthe 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 to process the entered information and to display
defaults.

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

26. Type N in the T field for both lines to indicate that no tax is to be

applied to the lines. The letter Y is always the default for the T field.
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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
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 ven-
dor 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 pro-
cessed 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 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 cMm/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. Remem-
ber 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 pay-
ment due date by:

* Checking the payment date on the invoice.

» Calculating the payment due date using the invoice due date and the
terms code.
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You may also choose to use the payment term of NET with a debit or credit
NOTES memo to ensure it is paid in the earliest possible payment cycle.

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

WALKTHROUGH: Applying a Credit Memo Against a
Direct Invoice

SCENARIO

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

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

Invoice: Bancrop Incorporated Invoice Number: 5063471284CM
P.O. Box 2910 Invoice Date: 01/10/2008
Wyman, NC 27890-2910 Terms: Net 30
Description: Quantity: Unit Price: Total Price:
Repairs to Propane Tank (10.00)
Freight:
Tax:
TOTAL: (10.00)
OCP INVOICE WORKSHEET 1 IWS-1T
235 - ENTER REQUIRED KEY FIELDS
NEXT FUNCTION: _ ACTION: o 01/03/2006 14:16:11
REQUEST : o
INVOICE NUMBER : oﬁ _ DATE: 07 MODEL: _
VENDOR SHORT NM: o_ _ CURR o
VENDOR NUMBER : _ o CM/DM o
PO REFERENCE . COUNTY CODE: _ MULTI PYMT: _
TERMS CODE: PYMT DUE DATE: _ DISCOUNT AMT /PCT:
REMIT MSG:
SIGNATURE APPR CD: -
LINE AMOUNT/PERCENT EXP CO ACCOUNT CENTER PROJ-CO NUMBER
VAT QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 I'RC
o001 -
o002 _ I
o003 _ I
oo04 I
SALES TAX/VAT : __ FREIGHT e
ADDITIONAL COST: _ GROSS AMOUNT:

Office of the State Controller 36 NCAS Training.3 - February 23, 2009



MM: APQ7
AP Basics

Processing Direct Invoices

1. Type 5063471284CM in the INVOICE NUMBER field.

For a credit memo, use the number given to the document by the ven-
dor. For a debit memo, use your agency’s numbering standard for
debit memos.

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 [nter). (This overrides the mes-
sage and informs the NCAS that you are processing a credit
memo.)

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

PR — — — — — — — — TNVOICF_WORKSHEET 1 IWS-1T
476 - VENDOR IS NORMALLY A MATCHING VENDOR

TEXT FONCTIONT —™ = — KrmonT T T T 01/03/2006 15:24:36
REQUEST : 0

INVOICE NUMBER : __ 5063471284CM DATE: 01/10/2008 MODEL: _

VENDOR SHORT NM: AMERIGASWELDON  AMERIGAS CURR B
VENDOR NUMBER : 951104040 C_ WELDON 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 PROJ-CO NUMBER
VAT QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 I'RC

0001 @ oo (10

0004

SALES TAX/VAT : ___ FREIGHT

ADDITIONAL COST: _ GROSS AMOUNT: @

5. The following message is displayed: 476 - VENDOR IS
NORMALLY A MATCHING VENDOR. This message is informa-
tional only. Press 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.

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.

NOTES
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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.

12.  Type N in the T field to indicate no tax should apply and press to
process the entered information and to display defaults.

r— Note the defaults in the T, F, A and D fields for line 1.
Because this credit memo does not involve tax, freight, addi-
tional 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
to access a blank Invoice Worksheet 1 (IWS-1T) screen.

You have finished processing the credit memo. You now need to go to the
CES screen and reduce the control amount by $10.00 to account for the
credit memo you just processed.

ocp INVOICE WORKSHEET 1 IWS-1T
235 - ENTER REQUIRED KEY FIELDS
NEXT FUNCTION: ~ ACTION: 08/25/2008 07:54:02

REQUEST : @_

INVOICE NUMBER : DATE : MODEL:
VENDOR SHORT NM: CURR

VENDOR NUMBER : CM/DM

PO REFERENCE : COUNTY CODE: MULTI PYMT: :

TERMS CODE: EYMT DUE DATE : _ DISCOUNT AMT/PCT:
REMIT MSG:

SIGNATURE APPR CD: -
LINE AMOUNT/PERCENT EXP CO ACCOUNT CENTER PROJ-CO NUMBER
VAT QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 I'RC

0001

0002

0003

0004

SALES TAX/VAT : FREIGHT

ADDITIONAL COST: GROSS AMOUNT:

15.  Type 8 (hotkey) in the REQUEST field and press to access the
CES screen.
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OCP AP CONTROL ENTRY STATUS CES

NEXT FUNCTION: __ ACTION: o 08/07/2006 16:26:08

REQUEST : o

PAY ENTITY : XXPT CNTL NBR : 0122

CNTL DATE : 08/07/2008 CURRENCY : CONTROL AMT : @ 6,822.81

GL EFF DATE : APPL AREA: SC GROSS DOC AMT: 247.81

NBR OF DOC'S: 3 DIFFERENCE  : 6,575.00

VENDOR/EMPLOYEE DOCUMENT NUMBER GROSS AMOUNT DOC DATE STATUS SEL
042457125 B 7042864121 16.50 01/11/2006 BALANCED B
951104040 C 5063471284 241.31 01/08/2006 BALANCED B
951104040 C 5063471284CM -10.00 01/10/2006 BALANCED

PAGE : 1 STATUS: END OF LIST

16. Change the amount in the CONTROL AMT field from $6,822.81 to
$6,812.81 to reflect the credit memo you just processed.

17.  Press [Enter.

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

Applying Sales Tax to an Invoice

When taxes must be paid on an invoice, they are prorated to each line of
the invoice and charged to the corresponding expenditure accounts. The
tax rate applied to each invoice line is determined by the mini-chart indica-
tor associated with that line. Tax codes and the corresponding 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.

*  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.

*  On the Invoice Worksheet | (IWS-1T) screen, you can enter a tax indi-
cator in the SALES TAX/VAT field at the bottom of the screen. This tax
rate will default to all invoice lines on that invoice.
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* Onthe IWS-1T screen, you can enter a tax indicator in the VAT field on
NOTES an individual invoice line. This field is found directly below the line
number. This tax rate will apply only to that invoice line.

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

L ¢ 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.

« 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 “Y”. Sales tax must be prorated to
both invoice lines.

Refer to Procedure 2 A/B: Entering Direct Invoices for assistance with
entering tax on the IWS-1T screen. Pay special attention to the “note fold-
ers” indicating the correct process to enter tax. Do not hesitate to contact
the OSC NCAS Support Services Center at (919) 707-0795 for further
assistance.

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.

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

* Multiple Payments: Multiple payments are a combination of recur-
ring 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 [nte]. 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.

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

—  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 pay-
ments. 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 sys-
tem 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.

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 to release the last pay-
ment.

— 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:

* Procedure 4 A/B: Entering Recurring Payments

* Procedure 5 A/B: Entering Variable Payments

* Procedure 6 A/B: Entering Multiple Payments

NOTES
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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 pay-
ments.

* 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.

7 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 han-
dling code is entered in the HND field on the Employee Worksheet 2 (EWS-
2T) screen.

WALKTHROUGH: Setting Up an Invoice for
Multiple Payments

SCENARIO

Your agency has an annual rental agreement with Dexson Realty. You

are to make equal payments on the fifth of each month during the cal-

endar year of 2009. You want to make sure that this payment prints out
separately from any other payment for this vendor. The accounting dis-
tribution for this line is XX01-532512-10001000.

Your agency'’s 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.
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Invoice: Dexson Realty Invoice Number: Rental1 NOTES
P.O. Box 1728 Invoice Date: 01/05/2009
Harris, NC 27916-1728 Terms: Fifth of each month
Description: Quantity: Unit Price: Total Price:
Rental Agreement for 1,000.00 12,000.00
2006
TOTAL: 12,000.00

1. Type 3 (hotkey) REQUEST field and press to display a blank
IWS-1T screen.

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

NEXT FUNCTION: ACTION: 01/03/2006 15:31:41
REQUEST: _

INVOICE NUMBER : 9 DATE: e MODEL:

VENDOR SHORT NM: 0 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 PROJ-CO NUMBER
VAT QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 I'RC
0001

0002

000

0004

SALES TAX/VAT : FREIGHT

ADDITIONAL COST: GROSS AMOUNT:

2. Type Rental1 in the INVOICE NUMBER field.
3. Type 010509 in the DATE field.

4. Type dex@ in the VENDOR SHORT NM field and press to obtain
the vendor number. The message 476 - VENDOR IS
NORMALLY A MATCHING VENDOR is displayed. Press to
override message and continue processing the document. Since
there is only one Dexson in the vendor file, the information automat-
ically defaults into the IWS-1T screen.
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OoCP INVOICE WORKSHEET 1 IWS-1T
NEXT FUNCTION: _ ACTION: o 01/03/2006 15:34:23
REQUEST : Qf

INVOICE NUMBER : _ __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: o PYMT DUE DATE: _ DISCOUNT AMT/PCT:

REMIT MSG:

SIGNATURE APPR CD: __ o

LINE AMOUNT/PERCENT EXP CO ACCOUNT CENTER PROJ-CO NUMBER

VAT QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 I'RC
0001 A - -
o002 I
cc03 -
oo04 -
SALES TAX/VAT : __ FREIGHT S
ADDITIONAL COST: _ GROSS AMOUNT: 07 - .00
5. Type Y in the MULTI PYMT field to indicate that the recurring pay-

ments will be set up for this invoice.
6. Delete the terms code from the TERMS CODE field.

7. At the 0001 line, type 6000.00 in the AMOUNT/PERCENT field to indi-
cate the amount of the first line of the invoice.

7 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 only enter the payments for January through June.

8. Type XX01 in the co field.

9. Type 532512 in the ACCOUNT field.

10.  Type 10001000 in the CENTER field.

11.  Type 6000.00 in the GROSS AMOUNT field.

12.  Type R in the REQUEST field and press to access the Invoice
Worksheet 2 (IWS-2T) screen.
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oCP AP INVOICE WORKSHEET 2 IWS-2T

NEXT FUNCTION: ~ ACTION: 01/03/2006 16:18:44

REQUEST :

HANDLING CODE : @ REASON CODE o

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: XX01 ACCT: 99999999899 CENTER: 999999999998

LINE IND SALES TAX/VAT IND OPTIONAL AMNT 1099 USE I'REC AR PROJ-CO NUMBER

FREIGHT ADDITIONAL COST  DESCRIPTION PRORATE( T F A D)
0001 L -

Y Y Y ¥
0002 _ -
0003 _ - -
0004 7 - -
SALES TAX 2 : SALES TAX 3 -

GROSS AMOUNT  : 6,000.00

13.  Type 1 in the HANDLING CODE field to indicate that you want this pay
ment to print on a separate check from any other payment to this
vendor.

= 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.

14.  Type NEXT or N in the REQUEST field and press to balance the
document and access the Multiple Payments (MPY) screen.

OCP AP MULTIPLE PAYMENTS MPY

NEXT FUNCTION: ACTION: 01/03/2006 16:22:18
REQUEST: -

INVOICE NUMBER : RENTAL1 INVOICE GROSS AMOUNT  : 6,000.00
NBR OF RECURRING PYMTS: @ RECURRING PYMT AMOUNT : @ -
1ST PAYMENT DUE DATE : 0_ B FREQUENCY :

VARIABLE DUE DATE 1  : B - VARIABLE AMOUNT 1

VARIABLE DUE DATE 2  : B - VARIABLE AMOUNT 2

VARIABLE DUE DATE 3  : B - VARIABLE AMOUNT 3

VARIABLE DUE DATE 4  : B - VARIABLE AMOUNT 4

LAST PAYMENT HOLD : @

15.  On the MPY screen, type 6 in the NBR OF RECURRING PYMTS field.
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16.  Type 1000.00 in the RECURRING PYMT AMOUNT field.
NOTES
17.  Type 010509 in the 1ST PAYMENT DUE DATE field.
= This date should correspond to the General Ledger effective
date for this invoice.
18.  Type M in the FREQUENCY field to indicate that the payments will be
made monthly.
19.  Type H in the LAST PAYMENT HOLD field to indicate that the last pay-
ment will be held.
= Putting the last payment on hold requires the AP clerk to
release the payment. This means the check will not automat-
ically 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 into the NCAS. Or in the case of this sce-
nario, 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).
20. Press to complete the document.

Using Document Models

When entering direct invoices, you can save keystrokes by using a docu-
ment model. A document model is a template — or skeleton of a docu-
ment — 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:

Used to enter and maintain document models

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

Almost identical to the /nvoice Worksheet 1 (IWS-1T) screen except
that the MWS-1T screen is used for future invoices

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 to navigate through the
screens.
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OCP AP MODEL INVOICE WORKSHEET 1 MWS-1T
235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION: ACTION: 01/03/2006 15:49:42
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 co ACCOUNT CENTER 1099

AMOUNT/PERCENT IND PROJ-CO  NUMBER DESCRIPTION

0001 - -

0002 S _

0003 __ - _

0004 _ e — —

SALES TAX/VAT IND : o o FREIGHT IND:
ADDITIONAL COST IND:

There are four types of models:

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

* A paying entity model is used for an invoice or employee expense
through a given paying entity. Required fields are PAY ENTITY and
MODEL INV NUMBER.

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

* 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 to access the Document List (DCL) screen. To indicate that a
document is a model, the word “ MODEL” 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:

* Procedure 7: Establishing a Vendor Model

* Procedure 8: Establishing a Paying Entity Model

* Procedure 9: Retrieving a Model

* Procedure 10: Copying a Document

* Procedure 11: Changing a Model

* Procedure 12: Deleting a Model
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WALKTHROUGH: Establishing a Vendor Model

SCENARIO

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

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

Establish a vendor model for Carrington Cleaners.

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

OCP AP

MODEL INVOICE WORKSHEET 1

235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION:
REQUEST:

ACTION:

MWS-1T

01/03/2006 16:48:23

PAY ENTITY : e

VENDOR SHORT NAME: e

VENDOR NUMBER
CURRENCY CODE
TERMS CODE

REMIT MESSAGE:

MODEL INV NUMBER

.00

LINE EXPENSE EXP

e CM/DM: _
DISCOUNT PERCENT: MULTIPLE PAYMENTS: _
CO ACCOUNT CENTER 1099
PROJ-CO NUMBER DESCRIPTION

AMOUNT/PERCENT IND

SALES TAX/VAT IND
ADDITIONAL COST IND:

FREIGHT IND:

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.

7 Note that model numbers are determined by your agency.

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

= If you know the vendor number, you can type the vendor’s
number in the VENDOR NUMBER field.

o

Press to verify the information.
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OCP AP MODEL INVOICE WORKSHEET 1 MWS-1T
NEXT FUNCTION: _ ACTION: _ 01/03/2006 16:51:23
REQUEST: _

PAY ENTITY : XXPT MODEL INV NUMBER : V _ 122MODEL
VENDOR SHORT NAME: CARRINGTONCLEAN CARRINGTON CLEANERS

VENDOR NUMBER H _56 0903735 B_ CARVELLT CM/ DM: _
CURRENCY CODE : _ NC 27000-1234

TERMS CODE H ° DISCOUNT PERCENT: MULTIPLE PAYMENTS: _

REMIT MESSAGE:

LINE EXPENSE EXP Cco ACCOUNT CENTER 1099
AMOUNT/PERCENT IND PROJ-CO NUMBER DESCRIPT ION

SALES TAX/VAT IND : FREIGHT IND: _
ADDITIONAL COST IND :

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

7. Type N30 in the TERMS CODE field.

vy 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.  Atthe 0002 line, type XX01 in the co field.

vy The symbol “ can be used to duplicate the field from the pre-
ceding 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.
15.  Type Pants in the DESCRIPTION field.

16. At the 0003 line, type XX01 in the co field.
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17.  Type 533510 in the ACCOUNT field.
NOTES
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 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 have received the following invoice from Carrington Cleaners.
Use the vendor model you established in the previous scenario to pro-
cess this invoice.

The vendor model number is 122model.

SCENARIO

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

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

1.

Type CGS in the NEXT FUNCTION field and press to access the
Control Group Status (CGS) screen. The CGS screen lists out-
standing control groups (i.e., control groups that have not been bal-
anced) created for a particular paying entity.
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OCP AP CONTROL GROUP STATUS CGS
NEXT FUNCTION: ~ ACTION: o 08/08/2006 09:29:01
REQUEST :

PAY ENTITY: 07

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

XXPE 02/20/2004 1001 750 .00 1 02/20/2002 o
XXPT 04/10/2001 0001 195, 000.00 3 04/10/1999 o
XXPT 04/12/2001 0001 400.00 15 04/12/1999 _
XXPT 04/26/2002 0001 4.56 1 04/25/2000 o
XXPT 04/27/2002 0002 1, 000.00 1 04/26/2000 _
XXPT 04/30/2002 0003 3,196.50 4 04/29/2000 _
XXPT 02/16/2004 0001 16.00 1 02/16/2002 _
XXPT 02/16/2004 1001 16.90 1 02/16/2002 _
XXPT 02/19/2004 1001 750 .00 1 02/19/2002 _
XXPT 07/27/2004 0001 18, 000.00 2 07/28/2002 _
XXPT 07/06/2008 0124 3,891.50 4 07/07/2006 _

PAGE: 1 STATUS: MORE

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

OCp AP CONTROL GROUP STATUS CGs
NEXT FUNCTION: __ ACTION: o 08/08/2006 09:30:03
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 04/10/1999 -
XXPT 04/12/2001 0001 400.00 15 04/12/1999 -~
XXPT 04/26/2002 0001 4.56 1 04/25/2000 _
XXPT 04/27/2002 0002 1, 000.00 1 04/26/2000 _
XXPT 04/30/2002 0003 3,196.50 4 04/29/2000 -~
XXPT 02/16/2004 0001 16.00 1 02/16/2002 _
XXPT 02/16/2004 1001 16.90 1 02/16/2002 -
XXPT 02/19/2004 1001 750 .00 1 02/19/2002 _
XXPT 07/27/2004 0001 18, 000.00 2 07/28/2002 _
XXPT 07/06/2008 0124 3,891.50 4 07/07/2006 _
XXPT 02/23/2009 0120 2,345.78 0 08/08/2006 -~

PAGE: 1 STATUS: MORE

3. Press to scroll to the next page.

Office of the State Controller 51 NCAS Training.3 - February 23, 2009



MM: APO7
AP Basics

Processing Direct Invoices

NOTES

OCP AP CONTROL GROUP STATUS CGSs

NEXT FUNCTION : ACTION: 08/08/2006 09:31:01

REQUEST : °

PAY ENTITY: XXPT

PAY --- CONTROL --- CONTROL NBR OF DATE S
ENTITY DATE NUMBER AMOUNT DOCS ENTERED
XXPT 02/23/2009 0121 7,896.11 0 08/08/2006 _
XXPT 02/23/2009 0122 6,812 .81 4 08/08/2006 °
PAGE: 2 STATUS: END OF LIST

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

5. Type 3 in the REQUEST field and press to access a blank Invoice

Worksheet (IWS-1T) screen in control group 122.

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

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

3 The Invoice Worksheet (IWS-1T) screen to process direct
invoices

4 The Invoice Matching (IMP) screen to process matching
invoices

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

6 The Document Level Comments (DLC) screen to add com-
ments to a document

8 The Control Entry Status (CES) screen to view a list of the doc-
uments already entered in the control group
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ocp INVOICE WORKSHEET 1 IWS-1T
235 - ENTER REQUIRED KEY FIELDS

NEXT FUNCTION: ACTION: 01/03/2006 08:50:02
REQUEST:

INVOICE NUMBER : e DATE: oﬁ MODEL: e a -

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 PROJ-CO NUMBER
VAT QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 I'RC
0001

0003

0004

SALES TAX/VAT : FREIGHT

ADDITIONAL COST: GROSS AMOUNT:

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

7. Type 011106 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.

= If you know the vendor’s number, you can type it in the VEN-
DOR NUMBER field instead of using the VENDOR SHORT NM
field.

11.  Press to retrieve the model information.

r— The vendor number defaults to the VENDOR NUMBER field.
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ocp INVOICE WORKSHEET 1 IWS-1T

NEXT FUNCTION: _ ACTION: 01/03/2006 08:52:22

REQUEST : @_@Ti

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:
TERMS CODE: N30 PYMT DUE DATE: _

MULTI PYMT: N

DISCOUNT AMT/PCT:

REMIT MSG:

SIGNATURE APPR CD: -
LINE AMOUNT/PERCENT EXP CO ACCOUNT CENTER PROJ-CO NUMBER
VAT QUANTITY UNIT ITEM NUMBER DESCRIPTION PRORATE (T F A D) USE 99 I'RC
0001 @ 001 XX01 533510 o 10002000 o
o 0 @7 SHIRTS Yy yy
0002 @ 001 XX01 533510 10001000

@ @ PANTS YYYY

0003 @__ 001 xx01 533510 10001005
o @ @_ OVERALLS Yy Yyyy _
0004
SALES TAX/VAT : FREIGHT -
ADDITIONAL COST: _ GROSS AMOUNT: @ .00

* 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.

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

12.  Verify that (N30) has defaulted into the TERMS CODE field.

13.  Atthe 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.

7 The code used for the UNIT field can be found on the Unit of
Measure List (UML) screen. “Eaches” is a unit of measure
unique to North Carolina and is used to measure items that
are purchased individually.

16.  Atthe 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.

Office of the State Controller 54

NCAS Training.3 - February 23, 2009




MM: APQ7 Processing Direct Invoices

AP Basics
19.  Atthe 0003 line, type 25.00 in the AMOUNT/PERCENT field to indicate
the amount of the third line of the invoice. NOTES
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 to display all the defaults on the IWS-1T screen.
= Note the defaults in the T, F, A and D fields for all 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 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. You
will complete the last document in a later 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 track-
ing of amounts due to and from individual employees. Employee transac-
tions are entered in a separate employee paying entity (XXPE).

The Processing Employee Transactions section is divided into the follow-
ing 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 sta-
tus.

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 appli-
cation 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 reim-
bursement (including reimbursements that are not travel-related)
requested by that employee will be applied to that open advance.

Office of the State Controller 59 NCAS Training.3 - February 23, 2009






































































































	Text1: February 23, 2009


