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Procedure 1: Entering a Control Group

= Make sure you have received a completed Control Group Header sheet.

After accessing the Accounts Payable module:

1.

Type CDE in the NEXT FUNCTION field and press to access the Control Document
Entry (CDE) screen.

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

Type the control group number in the CONTROL NUMBER field. This number corresponds
to the control group number on the Control Group Header sheet.

Type the control group total amount in the CNTL AMT field. This field reflects the total of
all invoices in the control group.

Type your first and last initials in the APPL AREA field (or an agency-assigned code.)

Type a valid entry method for matching entry in the ENTRY METHOD field. The following
are valid entry types:

D = direct entry
M = matching entry
E = employee reimbursement entry

Press to process the control header information and to access the Invoice Matching
(IMP) screen. The following screens apply:

D accesses the Invoice Worksheet 1 (IWS-1T) screen.
M accesses the Invoice Matching (IMP) screen.
E accesses the Employee Worksheet 1 (EWS-1T) screen.
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Procedure 2A: Entering Direct Invoices (without tax)

= Make sure you have received a completed Control Group Header sheet.

After completing the Control Document Entry (CDE) screen and accessing the Invoice
Worksheet 1 (IWS-1T) screen:

1. Type the invoice number in the INVOICE NUMBER field.

2. Type the invoice date in the DATE field. This date is used to determine the payment due
date based on the payment terms code.
3. Type the vendor short name@ in the VENDOR SHORT NM field and press [nter].

= If you access the Vendor Setup (VSL) screen, choose the appropriate vendor.
Type R in the ACTIVITY field and press to return to the IWS-1T screen.

4, If any messages display, read the messages and press to override the messages and
continue entering the invoice.

5. Verify that the appropriate payment terms have defaulted into the TERMS CODE field.
Update this field if necessary.

= You can access the Payment Terms Code List (PTL) screen to obtain a list of pay-
ment terms and their corresponding codes. Type BACK in the NEXT FUNCTION
field and press to return to the IWS-1T screen.
6. To add a remit message to the check, access the Remit Message List (RML) screen by
typing RML in the NEXT FUNCTION field and pressing (or enter the message directly on
the IWS-1T screen and press [nte. Then skip to Step 10.)

7. Type your paying entity (XXPT) in the PAY ENTITY field and press to review the remit
message.

8. Once you have located the appropriate message on the RML screen, type R in the NEXT
FUNCTION field and press to return to the IWS-IT screen.

9. Type the three-character code that corresponds to the message in the first REMIT MSG
field.

10. Atthe 0001 line, type the first line total amount in the AMOUNT/PERCENT field to indicate
the amount of the first line of the invoice.

11.  Type your company number in the co field.
12. Type the account number in the ACCOUNT field.

13.  Type the center number in the CENTER field.
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14. If there is a NO in the 99 field, you must override the NO with the applicable 1099 code.

15. Type TNL in the NEXT FUNCTION field and press to access the 1099 Codes List (TNL)
screen.

16. Press to view the 1099 codes. Scroll down to locate the correct 1099 code to pro-
cess the invoice line.

17. Type R in the NEXT FUNCTION field and press to return to the Invoice Worksheet 1
(IWS-IT) screen.

18. Type the 1099 code over the NO in the 99 field of the invoice line.
19. Type the total invoice amount in the GROSS AMOUNT field.

20. Type NEXT or N in the REQUEST field and press [te] to balance the document.
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Procedure 2B: Entering Direct Invoices (with tax)

= Make sure you have received a completed Control Group Header sheet.

After completing the Control Document Entry (CDE) screen and accessing the Invoice
Worksheet 1 (IWS-1T) screen:

1. Type the invoice number in the INVOICE NUMBER field.

2. Type the invoice date in the DATE field. This date is used to determine the payment due
date based on the payment terms code.
3. Type the vendor short name@ in the VENDOR SHORT NM field and press [nter].
= If you access the Vendor Setup (VSL) screen, choose the appropriate vendor.
Type R in the ACTIVITY field and press to return to the IWS-1T screen.

4, If any messages display, read the messages and press to override the messages and
continue entering the invoice.

5. Type the county code in the COUNTY CODE field.

6. Verify that the appropriate payment terms have defaulted into the TERMS CODE field.
Update this field if necessary.

= You can access the Payment Terms Code List (PTL) screen to obtain a list of pay-
ment terms and their corresponding codes. Type BACK in the NEXT FUNCTION
field and press to return to the /IWS-1T screen.

7. To add a remit message to the check, access the Remit Message List (RML) screen by
typing RML in the NEXT FUNCTION field and pressing (or enter the message directly on
the IWS-1T screen and press [Ente]. Then skip to Step 11.)

8. Type your paying entity (XXPT) in the PAY ENTITY field and press to review the remit
message.

9. Once you have located the appropriate message on the RML screen, type R in the NEXT
FUNCTION field and press to return to the IWS-IT screen.

10. Type the three-character code that corresponds to the message in the first REMIT MSG
field.

11.  Atthe 0001 line, type the first line total amount in the AMOUNT/PERCENT field to indicate
the amount of the first line of the invoice.

12. Type your company number in the co field.

13.  Type the account number in the ACCOUNT field.
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14. Type the center number in the CENTER field.

15.  If no tax is prorated against the line, type N in the T field (part of the FTAD field) to indicate
that a portion of the total tax is not to be expensed.
r— If there is only one line of expense, proceed to the next step. If there is more than

one line of expense, repeat Steps 10 through 14 and then proceed with Step 15.

16. If there is a NO in the 99 field, you must override the NO with the applicable 1099 code.

17. Type TNL in the NEXT FUNCTION field and press el to access the 1099 Codes List (TNL)
screen.

18. Press to view the 1099 codes. Scroll down to locate the correct 1099 code to pro-
cess the invoice line.

19. Type R in the NEXT FUNCTION field and press to return to the Invoice Worksheet 1
(IWS-IT) screen.

20. Type the 1099 code over the NO in the 99 field of the invoice line.

21. Type the sales tax value in the second blank space of the SALES TAX/VAT field to identify
the tax amount to be posted to the General Ledger for the entire invoice.

22. Type the total invoice amount in the GROSS AMOUNT field.

23. Type NEXT or N in the REQUEST field and press to balance the document.
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Procedure 3A: Applying a Debit or Credit Memo for
Direct Invoices (without tax)

After completing the Control Document Entry (CDE) screen and accessing the Invoice
Worksheet 1 (IWS-1T) screen:

1.

10.

1.
12.

13.

14.
15.
16.

Type CDE in the NEXT FUNCTION field and press to access the Control Document
Entry (CDE) screen.

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

Type the control group number in the CONTROL NUMBER field. This number corresponds
to the control group number on the Control Group Header sheet.

Type the control group total amount in the CNTL AMT field. This field reflects the total of
all invoices in the control group.

Type your first and last initials in the APPL AREA field.
Type D in the ENTRY METHOD field to indicate a direct entry.

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

Type the invoice number in the INVOICE NUMBER field.

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

Type the vendor short name@ in the VENDOR SHORT NM field and press [nter.

r— If you access the Vendor Setup (VSL) screen, select the appropriate vendor. Type
R in the ACTIVITY field and press to return to the IWS-1T screen.

Type D for debit memo or C for credit memo in the cm/DM field.

If any messages display, read the messages and press to override the messages and
continue entering the invoice.

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

Type your company number in the co field.
Type the account number in the ACCOUNT field.

Type the center number in the CENTER field.
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17. Ifthere is a NO in the 99 field, you must override the NO with the applicable 1099 code.

18. Type TNL in the NEXT FUNCTION field and press [nte] to access the 1099 Codes List (TNL)
screen.

19. Press to view the 1099 codes. Scroll down to locate the correct 1099 code to pro-
cess the invoice line.

20. Type Rin the NEXT FUNCTION field and press [nte] to return to the Invoice Worksheet (IWS-
IT) screen.

21. Type the 1099 code over the NO in the 99 field of the invoice line.
22. Type the total invoice amount in the GROSS AMOUNT field.

23. Type NEXT or N in the REQUEST field and press [te] to balance the document.
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Procedure 3B: Applying a Debit or Credit Memo for
Direct Invoices (with tax)

After completing the Control Document Entry (CDE) screen and accessing the Invoice
Worksheet 1 (IWS-1T) screen:

1.

10.

1.
12.

13.
14.

15.
16.

Type CDE in the NEXT FUNCTION field and press to access the Control Document
Entry (CDE) screen.

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

Type the control group number in the CONTROL NUMBER field. This number corresponds
to the control group number on the Control Group Header sheet.

Type the control group total amount in the CNTL AMT field. This field reflects the total of
all invoices in the control group.

Type your first and last initials in the APPL AREA field.
Type D in the ENTRY METHOD field to indicate a direct entry.

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

Type the invoice number in the INVOICE NUMBER field.

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

Type the vendor short name@ in the VENDOR SHORT NM field and press [nter.

r— If you access the Vendor Setup (VSL) screen, select the appropriate vendor. Type
R in the ACTIVITY field and press to return to the IWS-1T screen.

Type D for debit memo or C for credit memo in the cm/DM field.

If any messages display, read the messages and press to override the messages and
continue entering the invoice.

Type the county code in the COUNTY CODE field.

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

Type your company number in the co field.

Type the account number in the ACCOUNT field.
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17. Type the center number in the CENTER field.

18. If no tax is prorated against this line, type N in the T field (part of the TFAD field) to indicate
that a portion of the total tax is not to be expensed.
r— If there is only one line of expense, proceed to the next step. If there is more than

one line of expense, repeat Steps 14 through 17 and then proceed with Step 19.

19. Ifthere is a NO in the 99 field, you must override the NO with the applicable 1099 code.

20. Type TNL in the NEXT FUNCTION field and press [fter to access the 1099 Codes List (TNL)
screen.

21. Press to view the 1099 codes. Scroll down to locate the correct 1099 code to pro-
cess the invoice line.

22. Type Rin the NEXT FUNCTION field and press to return to the Invoice Worksheet (IWS-
IT) screen.

23. Type the 1099 code over the NO in the 99 field of the invoice line.

24. Type the sales tax value in the second blank space of the SALES TAX/VAT field to identify
the tax amount to be posted to the General Ledger for the entire invoice.

25. Type the total invoice amount in the GROSS AMOUNT field.

26. Type NEXT or N in the REQUEST field and press to balance the document.
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Procedure 4A: Entering Recurring Payments (without tax)

= Make sure you have received a completed Control Group Header sheet.

After completing the Control Document Entry (CDE) screen and accessing the Invoice
Worksheet 1 (IWS-1T) screen:

1. Type the invoice number in the INVOICE NUMBER field.
2. Type the invoice date in the DATE field.
3. Type the vendor short name@ in the VENDOR SHORT NM field and press [Enter.

= If you access the Vendor Short Name Lookup (VSL) screen, select the appropriate
vendor. Type R in the ACTIVITY field and press to return to the IWS-1T screen.

4, If any messages display, read the messages and press to override the messages and
continue entering the invoice.

5. Type Y in the MULTI PYMT field to indicate that recurring payments will be set up for this
invoice.

6. Remove the terms code from the TERMS CODE field and press [Enter].

7. To add a remit message to the check, access the Remit Message List (RML) screen by

typing RML in the NEXT FUNCTION field and pressing (Or enter the message directly
on the IWS-1T screen and press [nte. Then skip to Step 11.).

8. Type your paying entity (XXPT) in the PAY ENTITY field and press to review the remit
message.

9. Once you have located the appropriate message on the RML screen, type R in the NEXT
FUNCTION field and press to return to the IWS-IT screen.

10. Type the three-character code that corresponds to the message in the first REMIT MSG
field.

11.  Atthe 0001 line, type the first line total amount in the AMOUNT/PERCENT field to indicate
the amount of the first line of the invoice.

12. Type your company number in the co field.
13.  Type the account number in the ACCOUNT field.
14. Type the center number in the CENTER field.
15.  Press [l to verify defaults.

16. If there is a NO in the 99 field, you must override the NO with the applicable 1099 code.
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17. Type TNL in the NEXT FUNCTION field and press to access the 1099 Codes List (TNL)
screen.
18. Press to view the 1099 codes. Scroll down to find the correct 1099 code to process
the invoice line.
19. Type R in the NEXT FUNCTION field and press to return to the Invoice Worksheet 1
(IWS-IT) screen.
20. Type the 1099 code over the NO in the 99 field of the invoice line.
21. Type the total invoice amount in the GROSS AMOUNT field.
22. Type NEXT or N in the REQUEST field and press to balance the document and access
the Multiple Payments (MPY) screen.
23. Onthe MPY screen, type the number of payments in the NBR OF RECURRING PYMTS field.
24. Type the payment amount in the RECURRING PYMT AMOUNT field.
25. Type the due date for the first payment in the 15T PAYMENT DUE DATE field.
r— This date should correspond to the General Ledger effective date for the invoice.
26. Type one of the following codes in the FREQUENCY field to determine how often payments
should be made.
W  Weekly
M  Monthly
Q Quarterly
S  Semiannually
A Annually
27. Ifthe last payment should be held, type H in the LAST PAYMENT HOLD field. Otherwise,
type N in the LAST PAYMENT HOLD field so that the last payment will not be held.
28. Press [t to complete the document.
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Procedure 4B: Entering Recurring Payments (with tax)

= Make sure you have received a completed Control Group Header sheet.

After completing the Control Document Entry (CDE) screen and accessing the Invoice
Worksheet 1 (IWS-1T) screen:

1. Type the invoice number in the INVOICE NUMBER field.
2. Type the invoice date in the DATE field.
3. Type the vendor short name@ in the VENDOR SHORT NM field and press [Enter.

= If you access the Vendor Short Name Lookup (VSL) screen, select the appropriate
vendor. Type R in the ACTIVITY field and press to return to the IWS-1T screen.

4, If any messages display, read the messages and press to override the messages and
continue entering the invoice.

5. Type the county code in the COUNTY CODE field.

6. Type Y in the MULTI PYMT field to indicate that recurring payments will be set up for this
invoice.

7. Remove the terms code from the TERMS CODE field and press [Enter].

8. To add a remit message to the check, access the Remit Message List (RML) screen by

typing RML in the NEXT FUNCTION field and pressing (Or enter the message directly
on the IWS-1T screen and press [nte]. Then skip to Step 12.)

9. Type your paying entity (XXPT) in the PAY ENTITY field and press to review the remit
message.

10. Once you have located the appropriate message on the RML screen, type R in the NEXT
FUNCTION field and press to return to the IWS-IT screen.

11.  Type the three-character code that corresponds to the message in the first REMIT MSG
field.

12. Atthe 0001 line, type the first line total amount in the AMOUNT/PERCENT field to indicate
the amount of the first line of the invoice.

13.  Type your company number in the co field.
14. Type the account number in the ACCOUNT field.

15. Type the center number in the CENTER field.
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16.

17.
18.
19.

20.

21.

22.
23.

24,
25.

26.
27.
28.

29.

30.

31.

If no tax is prorated against this line, type N in the T field (part of the TFAD field) to indicate
that a portion of the total tax is not to be expensed.

r— If there is only one line of expense, proceed to the next step. If there is more than
one line of expense, repeat Steps 12 through 16 and then proceed with Step 17.

Press to verify defaults.
If there is a NO in the 99 field, you must override the NO with the applicable 1099 code.

Type TNL in the NEXT FUNCTION field and press to access the 1099 Codes List (TNL)
screen.

Press to view the 1099 codes. Scroll down to find the correct 1099 code to process
the invoice line.

Type R in the NEXT FUNCTION field and press to return to the Invoice Worksheet 1
(IWS-IT) screen.

Type the 1099 code over the NO in the 99 field of the invoice line.

Type the sales tax value in the second blank space of the SALES TAX/VAT field to identify
the tax amount to be posted to the General Ledger for the entire invoice.

Type the total invoice amount in the GROSS AMOUNT field.

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

On the MPY screen, type the number of payments in the NBR OF RECURRING PYMTS field.
Type the payment amount in the RECURRING PYMT AMOUNT field.

Type the due date for the first payment in the 15T PAYMENT DUE DATE field.

r— This date should correspond to the General Ledger effective date for the invoice.

Type one of the following codes in the FREQUENCY field to determine how often payments
should be made.

W  Weekly

M  Monthly

Q Quarterly

S Semiannually
A Annually

If the last payment should be held, type H in the LAST PAYMENT HOLD field. Otherwise,
type N in the LAST PAYMENT HOLD field so that the last payment will not be held.

Press to complete the document.
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Procedure 5A: Entering Variable Payments (without tax)

= Make sure you have received a completed Control Group Header sheet.

After completing the Control Document Entry (CDE) screen and accessing the Invoice
Worksheet 1 (IWS-1T) screen:

1. Type the invoice number in the INVOICE NUMBER field.
2. Type the invoice date in the DATE field.
3. Type the vendor short name@ in the VENDOR SHORT NM field and press [Enter.

= If you access the Vendor Setup (VSL) screen, select the appropriate vendor. Type
R in the ACTIVITY field and press to return to the IWS-1T screen.

4, If any messages display, read the messages and press to override the messages and
continue entering the invoice.

5. Type Y in the MULTI PYMT field to indicate that variable payments will be set up for this
invoice.

6. Remove the terms code from the TERMS CODE field and press [Enter].

7. To add a remit message to the check, access the Remit Message List (RML) screen by

typing RML in the NEXT FUNCTION field and pressing [nted. (Or enter the message directly
on the IWS-1T screen and press [nte. Then skip to Step 12.).

8. Type your paying entity (XXPT) in the PAY ENTITY field and press to review the remit
message.

9. Once you have located the appropriate message on the RML screen, type R in the NEXT
FUNCTION field and press to return to the IWS-IT screen.

10. Type the three-character code that corresponds to the message in the first REMIT MSG
field.

11.  Atthe 0001 line, type the first line total amount in the AMOUNT/PERCENT field to indicate
the amount of the first line of the invoice.

12.  Type your company number in the co field.
13.  Type the account number in the ACCOUNT field.
14. Type the center number in the CENTER field.

15. Ifthere is a NO in the 99 field, you must override the NO with the applicable 1099 code.
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16. Type TNL in the NEXT FUNCTION field and press [nte] to access the 1099 Codes List (TNL)
screen.

17. Press to view the 1099 codes. Scroll down to find the correct 1099 code to process
the invoice line.

18. Type R in the NEXT FUNCTION field and press to return to the Invoice Worksheet 1
(IWS-IT) screen.

19. Type the 1099 code over the NO in the 99 field of the invoice line.

20. Type the total invoice amount in the GROSS AMOUNT field.

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

22. Onthe MPY screen, type the due date for the first payment in the VARIABLE DUE DATE 1
field.

23. Type the amount of the first payment in the VARIABLE AMOUNT 1 field.

24. Type the due date for the second payment in the VARIABLE DUE DATE 2 field.
r— This due date should be after the due date for the first payment.

25. Type the amount of the second payment in the VARIABLE AMOUNT 2 field.

26. Ifthere are more payments, type the date and amount information in the fields for the
third and fourth payments in the remaining fields.

27. |Ifthe last payment should be held, type H in the LAST PAYMENT HOLD field. Otherwise,
type N in the LAST PAYMENT HOLD field so that the last payment will not be held.

28. Press [t to complete the document.
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Procedure 5B: Entering Variable Payments (with tax)

= Make sure you have received a completed Control Group Header sheet.

After completing the Control Document Entry (CDE) screen and accessing the Invoice
Worksheet 1 (IWS-1T) screen:

1. Type the invoice number in the INVOICE NUMBER field.
2. Type the invoice date in the DATE field.
3. Type the vendor short name@ in the VENDOR SHORT NM field and press [Enter.

= If you access the Vendor Setup (VSL) screen, select the appropriate vendor. Type
R in the ACTIVITY field and press to return to the IWS-1T screen.

4, If any messages display, read the messages and press to override the messages and
continue entering the invoice.

5. Type the county code in the COUNTY CODE field.

6. Type Y in the MULTI PYMT field to indicate that variable payments will be set up for this
invoice.

7. Remove the terms code from the TERMS CODE field and press [Enter].

8. To add a remit message to the check, access the Remit Message List (RML) screen by

typing RML in the NEXT FUNCTION field and pressing Enter). (Or enter the message directly
on the IWS-1T screen and press [nte]. Then skip to Step 12.).

9. Type your paying entity (XXPT) in the PAY ENTITY field and press to review the remit
message.

10. Once you have located the appropriate message on the RML screen, type R in the NEXT
FUNCTION field and press to return to the IWS-IT screen.

11.  Type the three-character code that corresponds to the message in the first REMIT MSG
field.

12. Atthe 0001 line, type the first line total amount in the AMOUNT/PERCENT field to indicate
the amount of the first line of the invoice.

13.  Type your company number in the co field.
14. Type the account number in the ACCOUNT field.

15. Type the center number in the CENTER field.
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16.

17.
18.

19.

20.

21.
22.

23.
24,

25.

26.
27.

28.
29.

30.

31.

If no tax is prorated against this line, type N in the T field (part of the TFAD field) to indicate
that a portion of the total tax is not to be expensed.

r— If there is only one line of expense, proceed to the next step. If there is more than
one line of expense, repeat Steps 12 through 16 and then proceed with Step 17.

If there is a NO in the 99 field, you must override the NO with the applicable 1099 code.

Type TNL in the NEXT FUNCTION field and press to access the 1099 Codes List (TNL)
screen.

Press to view the 1099 codes. Scroll down to find the correct 1099 code to process
the invoice line.

Type R in the NEXT FUNCTION field and press to return to the Invoice Worksheet 1
(IWS-IT) screen.

Type the 1099 code over the NO in the 99 field of the invoice line.

Type the sales tax value in the second black space of the SALES TAX/VAT field to identify
the tax amount to be posted to the General Ledger for the entire invoice.

Type the total invoice amount in the GROSS AMOUNT field.

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

On the MPY screen, type the due date for the first payment in the VARIABLE DUE DATE 1
field.

Type the amount of the first payment in the VARIABLE AMOUNT 1 field.

Type the due date for the second payment in the VARIABLE DUE DATE 2 field.

r— This due date should be after the due date for the first payment.
Type the amount of the second payment in the VARIABLE AMOUNT 2 field.

If there are more payments, type the date and amount information in the fields for the
third and fourth payments in the remaining fields.

If the last payment should be held, type H in the LAST PAYMENT HOLD field. Otherwise,
type N in the LAST PAYMENT HOLD field so that the last payment will not be held.

Press to complete the document.
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Procedure 6A: Entering Multiple Payments (without tax)

Multiple payments are a combination of recurring and variable payments.

= Make sure you have received a completed Control Group Header sheet.

After completing the Control Document Entry (CDE) screen and accessing the Invoice
Worksheet 1 (IWS-1T) screen:

1. Type the invoice number in the INVOICE NUMBER field.
2. Type the invoice date in the DATE field.
3. Type the vendor short name@ in the VENDOR SHORT NM field and press [Enter.

= If you access the Vendor Setup (VSL) screen, select the appropriate vendor. Type
R in the ACTIVITY field and press to return to the IWS-1T screen.

4, If any messages display, read the messages and press to override the messages and
continue entering the invoice.

5. Type Y in the MULIT PYMT field to indicate that recurring payments will be set up for this
invoice.

6. Remove the terms code from the TERMS CODE field and press [Enter].

7. To add a remit message to the check, access the Remit Message List (RML) screen by

typing RML in the NEXT FUNCTION field and pressing [nted. (Or enter the message directly
on the IWS-1T screen and press [nte. Then skip to Step 12.).

8. Type your paying entity (XXPT) in the PAY ENTITY field and press to review the remit
message.

9. Once you have located the appropriate message on the RML screen, type R in the NEXT
FUNCTION field and press to return to the IWS-IT screen.

10. Type the three-character code that corresponds to the message in the first REMIT MSG
field.

11.  Atthe 0001 line, type the first line total amount in the AMOUNT/PERCENT field to indicate
the amount of the first line of the invoice.

12.  Type your company number in the co field.
13.  Type the account number in the ACCOUNT field.
14. Type the center number in the CENTER field.

15. Ifthere is a NO in the 99 field, you must override the NO with the applicable 1099 code.
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16. Type TNL in the NEXT FUNCTION field and press [nte] to access the 1099 Codes List (TNL)
screen.
17. Press to view the 1099 codes. Scroll down to locate the correct 1099 code to pro-
cess the invoice line.
18. Type R in the NEXT FUNCTION field and press to return to the Invoice Worksheet 1
(IWS-IT) screen.
19. Type the 1099 code over the NO in the 99 field of the invoice line.
20. Type the total invoice amount in the GROSS AMOUNT field.
21. Type NEXT or N in the REQUEST field and press to balance the document and access
the Multiple Payments (MPY) screen.
22. Onthe MPY screen, type the number of payments in the NBR OF RECURRING PYMTS field.
23. Type the payment amount in the RECURRING PYMT AMOUNT field.
24. Type the due date for the first payment in the 15T PAYMENT DUE DATE field.
r— This date should correspond to the General Ledger effective date for the invoice.
25. Type one of the following codes in the FREQUENCY field to determine how often payments
should be made.
W  Weekly
M  Monthly
Q Quarterly
S  Semiannually
A Annually
26. Type the due date for the first variable payment in the VARIABLE DUE DATE 1 field.
r— The variable payments must occur after the recurring payments.
27. Type the amount of the first payment in the VARIABLE AMOUNT 1 field.
28. Type the due date for the second payment in the VARIABLE DUE DATE 2 field.
29. This due date should be after the due date for the first payment.
30. Type the amount of the second payment in the VARIABLE AMOUNT 2 field.
31. If there are more payments, type the date and amount information in the fields for the
third and fourth payments in the remaining fields.
32. If the last payment should be held, type H in the LAST PAYMENT HOLD field. Otherwise,
type N in the LAST PAYMENT HOLD field so that the last payment will not be held.
33.  Press [ter to complete the document.
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Procedure 6B: Entering Multiple Payments (with tax)

Multiple payments are a combination of recurring and variable payments.

= Make sure you have received a completed Control Group Header sheet.

After completing the Control Document Entry (CDE) screen and accessing the Invoice
Worksheet 1 (IWS-1T) screen:

1. Type the invoice number in the INVOICE NUMBER field.
2. Type the invoice date in the DATE field.
3. Type the vendor short name@ in the VENDOR SHORT NM field and press [Enter.

= If you access the Vendor Setup (VSL) screen, select the appropriate vendor. Type
R in the ACTIVITY field and press to return to the IWS-1T screen.

4, If any messages display, read the messages and press to override the messages and
continue entering the invoice.

5. Type the county code in the COUNTY CODE field.

6. Type Y in the muLIT PYMT field to indicate that recurring payments will be set up for this
invoice.

7. Remove the terms code from the TERMS CODE field and press [Enter].

8. To add a remit message to the check, access the Remit Message List (RML) screen by

typing RML in the NEXT FUNCTION field and pressing Enter). (Or enter the message directly
on the IWS-1T screen and press [nte]. Then skip to Step 12.).

9. Type your paying entity (XXPT) in the PAY ENTITY field and press to review the remit
message.

10. Once you have located the appropriate message on the RML screen, type R in the NEXT
FUNCTION field and press to return to the IWS-IT screen.

11.  Type the three-character code that corresponds to the message in the first REMIT MSG
field.

12. Atthe 0001 line, type the first line total amount in the AMOUNT/PERCENT field to indicate
the amount of the first line of the invoice.

13.  Type your company number in the co field.
14. Type the account number in the ACCOUNT field.

15. Type the center number in the CENTER field.
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16.

17.
18.

19.

20.

21.
22.

23.
24,

25.

26.
27.

28.

29.

30.
31.

If no tax is prorated against this line, type N in the T field (part of the TFAD field) to indicate
that a portion of the total tax is not to be expensed.

r— If there is only one line of expense, proceed to the next step. If there is more than
one line of expense, repeat Steps 12 through 16 and then proceed with Step 17.

If there is a NO in the 99 field, you must override the NO with the applicable 1099 code.

Type TNL in the NEXT FUNCTION field and press to access the 1099 Codes List (TNL)
screen.

Press to view the 1099 codes. Scroll down to locate the correct 1099 code to pro-
cess the invoice line.

Type R in the NEXT FUNCTION field and press to return to the Invoice Worksheet 1
(IWS-IT) screen.

Type the 1099 code over the NO in the 99 field of the invoice line.

Type the sales tax value in the second black space of the SALES TAX/VAT field to identify
the tax amount to be posted to the General Ledger for the entire invoice.

Type the total invoice amount in the GROSS AMOUNT field.

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

On the MPY screen, type the number of payments in the NBR OF RECURRING PYMTS field.
Type the payment amount in the RECURRING PYMT AMOUNT field.

Type the due date for the first payment in the 15T PAYMENT DUE DATE field.

r— This date should correspond to the General Ledger effective date for the invoice.

Type one of the following codes in the FREQUENCY field to determine how often payments
should be made.

W  Weekly

M  Monthly

Q Quarterly

S  Semiannually
A Annually

Type the due date for the first variable payment in the VARIABLE DUE DATE 1 field.

r— The variable payments must occur after the recurring payments.
Type the amount of the first payment in the VARIABLE AMOUNT 1 field.

Type the due date for the second payment in the VARIABLE DUE DATE 2 field.
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32. This due date should be after the due date for the first payment.

33. Type the amount of the second payment in the VARIABLE AMOUNT 2 field.

34. |If there are more payments, type the date and amount information in the fields for the
third and fourth payments in the remaining fields.

35. If the last payment should be held, type H in the LAST PAYMENT HOLD field. Otherwise,
type N in the LAST PAYMENT HOLD field so that the last payment will not be held.

36. Press [t to complete the document.
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Procedure 7: Establishing a Vendor Model

After accessing the Accounts Payable module:

1.

10.
11.

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

Type your paying entity in the PAY ENTITY field.
Type V for vendor in the first blank of the MODEL INV NUMBER field.

Type the model number in the second blank of the MODEL INV NUMBER field. (Model num-
bers are determined by your agency.)

Type the vendor’s shorthname@ (e.g., Sams@) in the SHORT NAME field or type the ven-
dor’s number in the VENDOR NUMBER field.

Press to verify the information.

= Depending on the purpose of the model, you may wish to enter more or less infor-
mation.

Type terms code in the TERMS CODE field, if applicable.
Type your company number in the co field.

Type the account number in the ACCOUNT field.

Type the center number in the CENTER field.

Type N or NEXT in the REQUEST field and press to establish this model in the NCAS
for your paying entity.
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Procedure 8: Establishing a Paying Entity Model

After accessing the Accounts Payable module:

1.

= © 0 N o

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

Type your paying entity in the PAY ENTITY field.
Type P for paying entity in the first blank of the MODEL INV NUMBER field.

Type the model number in the second blank of in the MODEL INV NUMBER field. (Model
numbers are determined by your agency.)

Press to verify the information.

7 Depending on the purpose of the model, you may wish to enter more or less infor-
mation.

Type the terms code in the TERMS CODE field, if applicable.
Type your company number in the co field.

Type the account number in the ACCOUNT field.

Type the center number in the CENTER field.

Type N or NEXT in the REQUEST field and press to establish this model in the NCAS
for this vendor and your paying entity.
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Procedure 9: Retrieving a Model

= Accounts payable clerks enter invoices or employee reimbursements through the
IWS-1T or EWS-1T screens. The model is referenced with the invoice or
employee reimbursement header information. Before the AP module retrieves the
model, all key fields in the header on the document worksheet must be completed.

After accessing the Accounts Payable module and the IWS-1T or EWS-1T screens:

1.

From the invoice or employee reimbursement sheet, type the invoice number in the
INVOICE NUMBER field or the employee reimbursement number in the EMP VOUCHER NBR.
field.

Type the document date in the DATE field.
Type V for vendor or P for paying entity in the first blank of the MODEL field.

Type the model number in the second blank of the MODEL field. (Model numbers are
determined by your agency).

= If you are entering an invoice on the IWS-1T screen, type the vendor’s short
name in the VENDOR SHORT NM field or the vendor’s number in the VENDOR
NUMBER field.

7 On vendor models, the vendor number defaults to the VENDOR NUMBER field.

If you are entering an employee expense on the EWS-1T screen, type the employee’s
short name in the EMP SHORT NAME field or the employee’s social security number in
the EMPLOYEE NUMBER field.

Press to retrieve the model information.

Continue to follow your standard procedures for document entry.
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Procedure 10: Copying a Document

= Accounts payable clerks copy invoices or employee reimbursements through the
IWS-1T or EWS-1T screens. The invoice to be copied is referenced with the
invoice or employee reimbursement header information. Before the AP module
retrieves the original document, all key fields in the header on the document work-
sheet must be completed.

After accessing the Accounts Payable module and the IWS-1T or EWS-1T screens:

1. Type the invoice number in the INVOICE NUMBER field. It cannot be the same as the orig-
inal document number.

r— On the EWS-1T screen, this field is called the EMP VOUCHER NBR field.

2. Type the document date in the DATE field. This should be the same as the original.

3. Type C for copy document in the first blank of the MODEL field.

4. Type the invoice number from the original document in the second blank of the MODEL
field.

5. Type the vendor number in the VENDOR NUMBER field and press [nte]. The lines from the

first invoice should be copied into the new document.

r— On the EWS-1T screen, this field is called the EMPLOYEE NUMBER field.
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Procedure 11: Changing a Model

After accessing the Accounts Payable module:

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

2. Type your paying entity in the PAY ENTITY field.
3. Type V for vendor or P for paying entity in the first blank of the MODEL INV NUMBER field.

4, Type the model’s name that needs to be changed in the second blank of in the MODEL
INV NUMBER field.

5. Press to retrieve the model information.
6. Type any additional information in the appropriate fields or type over the incorrect data
and press [Enter.

7. Type N or NEXT in the REQUEST field and press to save the changes made to the
model.
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Procedure 12: Deleting a Model

After accessing the Accounts Payable module:

1.

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

Type your paying entity in the PAY ENTITY field.
Type V for vendor or P for paying entity in the first blank of the MODEL INV NUMBER field.

Type the model’s name that needs to be deleted in the second blank of the MODEL INV
NUMBER field.

Press to retrieve the model information.

Type REJECT in the REQUEST field and press to delete the model from the system.
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Procedure 13: Entering an Employee Travel Advance

= Make sure you have a completed Employee Advance Request sheet.

After accessing the Accounts Payable module:

1. Type EAR in the NEXT FUNCTION field and press to access the Employee Advance
Request (EAR) screen.

2. Type your employee paying entity (XXPE) in the PAY ENTITY field.
3. Type the employee’s short name@ (e.g., martinj@) in the EMPLOYEE SHORT NAME field.

4. Type ADV and the date of the advance beginning (e.g., ADV090104) in the ADVANCE
VOUCHER NBR field.

5. Type the date the employee submitted the request in the VOUCHER DATE field.

6. Type P (permanent) in the ADVANCE TYPE field.

7. Type the date the advance should be issued to the employee in the ADVANCE ISSUE
DATE field.

7 If the employee does not need the advance immediately, enter a date that corre-
sponds to your agency’s policies before the business expense occurs.

8. Type the total amount of the advance to be issued in the ADVANCE AMOUNT field. For a
temporary advance, this is the amount used to offset expenses from the employee.

9. Type a valid accounting distribution (company, account, center) in the CO/ACCT/CTR
field.

10. Press to validate the entries and access a blank Employee Advance Request (EAR)
screen.
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Procedure 14: Processing Out-of-State Sales Tax

After accessing the Accounts Payable module:

If the invoice invoice is a matching invoice, complete the invoice header and line information (for
further assistance, see Procedure 19A/B: Entering Invoice Header information for Matching
Invoices and Procedure 20: Entering Invoice Line Information for Matching Invoices).

1.

If the invoice is a matching invoice and you are on the Invoice Matching (IMP) or Invoice
Line Audit (ILA) screen, type 3 in the REQUEST field and press to access the IWS-1T
screen.

= If this is a matching invoice, make sure you tag the invoice line(s) before access-
ing the IWS-1T screen.

If the invoice is a direct invoice, access the Invoice Worksheet 1 (IWS-1T) screen.
Enter all detail lines for the invoice.

Calculate the tax amount for the taxable good by multiplying by the appropriate tax per-
centage.

Current tax: 7 1/2% (Mecklenburg County - 8%)
Food tax: 2%
Motel/Restaurant: Varies by county

After all detail lines for the invoice are entered, enter an additional line.

5.
6.

11.
12.

At the next line, type the negative tax amount in the AMOUNT/PERCENT field.
Type your company number in the co field.

Type 211940 in the ACCOUNT field to indicate the Taxes Payable to Revenue liability
account.

Type your fund number in the CENTER field.
Type the positive tax amount (tax total) in the SALES TAX/VAT field.

Type the invoice total (without the tax) in the GROSS AMOUNT field.

—7  For matching invoices, this total should default.
Press to display and verify all defaults.

Verify that Y has defaulted in the T (TAX) field for all taxable invoice lines. It it did not
default, type Y in the T field for each taxable invoice line.
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13.  Ifthis is a matching invoice, tag the desired lines in the REQUEST field.

14. Type N or NEXT in the REQUEST field and press [ to process the invoice.
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Procedure 15: Factoring Vendor Payments

= Note: The vendor file for the factor vendor must have an F (factor) status in order
to be able to successfully factor vendor payments. Contact the OSC Support Ser-
vices Center if you need help with setting up a vendor as a factor.

After accessing the Invoice Worksheet 1 (IWS-1T):

1. Type the invoice number in the INVOICE NUMBER field.

2. Type the invoice date in the DATE field.

3. Type the vendor’s number in the first blank of the VENDOR NUMBER field.

4. Type the vendor’s group number in the second blank of the VENDOR NUMBER field and

press to retrieve the vendor information.

At the proper line, type the amount or percent owed in the AMOUNT/PERCENT field.
Type your company number (XX01) in the co field.

Type the account number in the ACCOUNT field.

Type the center number in the CENTER field.

Type the description of the invoice in the DESCRIPTION field.

o 9 ® N o o

0. Type the gross amount of the invoice in the GROSS AMOUNT field. Delete the zeros at
the end of the field.

11.  Press [ne] to process the information.

12. Type Rin the REQUEST field and press to access the Invoice Worksheet 2 (IWS-2T)
screen.

13.  Type the factor’s vendor number in the FACTOR NUMBER field and press [ter to process
the information.
= If the vendor’s factor file does not have a factor status, the following error
message is displayed: 162 - VENDOR ENTERED IS NOT A FACTOR.

14. Type N in the REQUEST field to balance the document and press to access a blank
Invoice Worksheet 1 (IWS-1T) screen.
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Procedure 16A: Entering a Refund of a Current Year
Expenditure

Use this procedure when the refund occurred during the current year and requires an
adjustment to the original distribution account.

1.

11.
12.

13.
14.
15.

Complete the Control Document Entry (CDE) screen following standard NCAS proce-
dures for a zero dollar invoice.

= Use ZRO in the bank ACCT PYMT IND field.

On the Invoice Worksheet 1 (IWS-1T) screen, type the invoice number in the INVOICE
NUMBER field.

Type the invoice date in the DATE field.

Type the vendor number in the first blank of the VENDOR NUMBER field.

= Use the same vendor as the original invoice.
Type the group code in the second blank of the VENDOR NUMBER field.

On line 0001, type the amount of the refund in the AMOUNT/PERCENT field.

7 Be sure to type the amount as a negative number. This posts a credit to the origi-
nal account.

Type the company used on the original invoice in the co field.
Type the account used on the original invoice in the ACCOUNT field.
Type the center used on the original invoice in the CENTER field.

On line 0002, type the amount of the refund in the AMOUNT/PERCENT field.

7 Be sure to type the amount as a positive number. This posts a debit to the Vendor
Refund Clearing Account.

Type the company in the co field.

Type 535680 in the ACCOUNT field. Account 535680 is the Vendor Refund Clearing
Account.

Type the center in the CENTER field.
Type .00 in the GROSS AMOUNT field.

Type N or NEXT in the REQUEST field and press to balance the document.
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Procedure 16B: Entering a Refund of a Prior Year
Expenditure

Before recording a refund of a prior year expenditure, you must ensure that a reimburse-
ment account (5383AA) has been established within the NCAS to handle prior year reim-
bursement.

1. Complete the Control Document Entry (CDE) screen following standard NCAS proce-
dures for a zero dollar invoice.

r— Use ZRO in the BANK ACCT PYMT IND field.

2. On the Invoice Worksheet 1 (IWS-1T) screen, type the invoice number in the INVOICE
NUMBER field.

3. Type the invoice date in the DATE field.

4. Type the vendor number in the first blank on the VENDOR NUMBER field.

= Use the same vendor as the original invoice.
5. Type the group code in the second blank of the VENDOR NUMBER field.

6. On line 0001, type the amount of the refund in the AMOUNT/PERCENT field.

= Be sure to type the amount as a negative number. This posts a credit to the prior-
year reimbursement account.

7. Type the company in the co field.
8. Type the prior year reimbursement account (5383AA) in the ACCOUNT field.
9. Type the center in the CENTER field.

10. Online 0002, type the amount of the refund in the AMOUNT/PERCENT field.

r— Be sure to type the amount as a positive. This debits the Vendor Refund Clearing
Account.

11.  Type the company in the co field.

12. Type 535680 in the ACCOUNT field. Account 535680 is the Vendor Refund Clearing
Account.

13.  Type the center in the CENTER field.
14. Type .00 in the GROSS AMOUNT field.

15.  Type N or NEXT in the REQUEST field and press to balance the document.
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Procedure 16C: Entering an Accrued Refund of a Prior Year
Expenditure

Before recording a refund of a prior year expenditure, you must ensure that a reimburse-
ment account (5383AA) has been established within the NCAS to handle prior year reim-
bursements.

1. Complete the Control Document Entry (CDE) screen following standard NCAS proce-
dures for a zero dollar invoice.

r— Use ZRO in the BANK ACCT PYMT IND field.

2. On the Invoice Worksheet 1 (IWS-1T) screen, type the invoice number in the INVOICE
NUMBER field.

3. Type the invoice date in the DATE field.

4. Type the vendor number in the first blank of the VENDOR NUMBER field.

= Use the same vendor as the original invoice.
5. Type the group code in the second blank of the VENDOR NUMBER field.

6. On line 0001, type the amount of the refund in the AMOUNT/PERCENT field.

= Be sure to type the amount as a negative number. This posts a credit to the prior
year reimbursement account.

7. Type ARC in the EXP field to indicate that this is an accrual.

8. Type the company in the co field.

9. Type the prior year reimbursement account (5383AA) in the ACCOUNT field.
10. Type the center in the CENTER field.

11.  Online 0002, type the amount of the refund in the AMOUNT/PERCENT field.

= Be sure to type the amount as a positive number. This debits the Vendor Refund
Clearing Account.

12. Type the company in the co field.

13. Type 535680 in the ACCOUNT field. Account 535680 is the Vendor Refund Clearing
Account.

14. Type the center in the CENTER field.

15. Type .00 in the GROSS AMOUNT field.
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16.  Type N or NEXT in the REQUEST field and press to balance the document.
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Procedure 16D: Entering a Combination Refund of
Expenditure

In some circumstances, an agency may receive a refund that needs to be split between the
current year and the previous year. Before recording a combination refund, you must
ensure that a reimbursement account (5383AA) has been established with the NCAS to the
prior year portion of the refund.

1. Complete the Control Document Entry (CDE) screen following standard NCAS proce-
dures for a zero dollar invoice.

= Use ZRO in the BANK ACCT PYMT IND field.

2. On the Invoice Worksheet 1 (IWS-1T) screen, type the invoice number in the INVOICE
NUMBER field.

3. Type the invoice date in the DATE field.

4, Type the vendor number in the first blank of the VENDOR NUMBER field.

7 Use the same vendor as the original invoice.
5. Type the group code in the second blank of the VENDOR NUMBER field.

6. On line 0001, type the prior year portion of the refund in the AMOUNT/PERCENT field.

= Be sure to type the amount as a negative number. This posts a credit to the prior
year reimbursement account.

7. Type ARC in the EXP field to indicate that this is an accrual.

8. Type the company in the co field.

9. Type the prior year reimbursement account (5383AA) in the ACCOUNT field.
10. Type the center in the CENTER field.

11.  Online 0002, type the current year portion of the refund in the AMOUNT/PERCENT field.

7 Be sure to type the amount as a negative number. This posts a credit to your orig-
inal account.

12. Type the company from the original invoice in the co field.
13.  Type the account used on the original invoice in the ACCOUNT field.

14. Type the center used on the original invoice in the CENTER field.
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15. Online 0003, type the total amount of the refund in the AMOUNT/PERCENT field.

r— Be sure to type the amount as a positive number. This debits the Vendor Refund
Clearing Account.

16. Type the company in the co field.

17. Type 535680 in the ACCOUNT field. Account 535680 is the Vendor Refund Clearing
Account.

18. Type the center in the CENTER field.
19.  Type .00 in the GROSS AMOUNT field.

20. Type N or NEXT in the REQUEST field and press to balance the document.
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Procedure 17: Navigating Through a Control Group

1. Type CGS in the NEXT FUNCTION field and press to access the Control Group Status
(CGS) screen.

2. Type your paying entity in the PAYING ENTITY field.

3. Press to process the information and to access a list of open control groups for that

paying entity.
4. Type S in the s (SELECT) field for the control group you want to access.

5. Press to process the information and to access the Control Entry Status (CES) screen
for that control group.

From the Control Entry Status (CES) screen, you can do the following:

6. To balance an outstanding control group, change the value in the CONTROL AMOUNT field
to adjust the control group total. Press to process the change.

OR

To select an incomplete invoice, type S in the SEL field for that invoice. Press to
access the selected invoice.

OR

To select a blank Invoice Matching (IMP) screen in that control group, type 4 in the
REQUEST field. Press to access a blank Invoice Matching (IMP) screen in that control
group.

Office of the State Controller 187 NCAS Training.3 - February 23, 2009






MM: APQ7 Procedures
AP Basics

Procedure 18: Balancing the Current Control Group

1. Type BAL in the REQUEST field and press to balance the control group.

= If the control group balances, a blank Control Document Entry (CDE) screen is
displayed.

= If the control group does not balance, the Control Entry Status (CES) screen is dis-
played. Follow Steps 2-5 to balance this control group.

2. Check the invoice amounts on the calculator tape against the invoice amounts displayed
on the Control Entry (CES) screen.

3. After you have located the error, enter the correct amount in the CONTROL AMOUNT field.
4, Write down the new system total on the Control Group Header sheet.

5. Type BAL in the REQUEST field and press [Ente]. A message displays validating the bal-
anced invoices.
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Procedure 19: Balancing Outstanding Control Groups

1. Type CGS in the NEXT FUNCTION field and press to access the Control Group Status
(CGS) screen.

2. Type S in the s (SELECT) field corresponding to the outstanding control group.

3. Press to process the information and to access the Control Entry Status (CES)
screen.

4. If the values in the GROSS DOCUMENT AMOUNT and the CONTROL AMOUNT fields match, go
to Step 6.

If the values don’t match, check the invoice amounts against the actual invoices.
5. After you have located the error, enter the correct amount in the CONTROL AMOUNT field.
6. Write down the new system total on the Control Group Header sheet.

7. Type BAL in the REQUEST field and press [Enter). A message displays validating the bal-
anced invoices.
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Procedure 20A: Document Inquiry

Use this procedure if you know the vendor name or number but are not sure of the exact
document number.

After accessing the Accounts Payable module:

1.

Type DCL in the NEXT FUNCTION field and press to access the Document List (DCL)
screen.

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

Type the vendor short name@ in the SHORT NAME field and press [Enter).

7 If the short name is not unique to one vendor, the system displays the Vendor
Short Name Lookup (VSL) screen with all vendors that match the specified short
name.

Locate the specific document you need to inquire on in the DOCUMENT NUMBER field.

r— If there are additional documents that cannot fit on one screen, the word MORE
dipslays at the bottom of the screen. Press to view the next screen. Type UP
in the REQUEST field and press to scroll up the list. If you wish to scroll up or
down the list more than one page at a time, type UP or DOWN (or DN) in the
REQUEST field followed by the number of pages and press [Enter). For example, DN4
scrolls down 4 pages. You may scroll up to 10 pages at a time. Type TOP or T in
the REQUEST field and press to return to the top of the list.

Type S next to the document display with the document number you specified under all
the inquiry screen labels (DGI, DPA, DCI, DLL) listed in the SELECT column. The system
displays the selected inquiry screens in sequence for the specified document and then
returns to the Document List (DCL) screen.

r— You can also access the DG/, DPA, DCI, and the DLL screens from any AP
screen. Simply type the three-digit indicator in the NEXT FUNCTION field and press

Enter.

Press to access the Document General Information (DGI) screen. This screen pro-
vides the typical header information associated with a document.

Press to access the Document Payment General Information (DPG) screen. The
screen provides detailed payment information for invoices and employee expenses.

Press to access the Document Payment Additional Info (DPA) screen. The screen
summarizes discount information and provides general ledger distribution information if
applicable.
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9.

10.

11.

12.

13.

14.
15.

Press to access the Document Comment Inquiry (DCI) screen. The screen displays

the comments recorded for the document (e.g., vendor information, information between
clerks).

Press to access the Document Detail Line List (DLL) screen. The screen provides

the detail for every line, shows the expense amount, allows for the selection of a docu-
ment line and shows the changes made to the General Ledger.

Type C in the SEL field and press to access the Detail Line Additional Information
(DLA) screen. The screen shows additional detail information for the line.

Press to return to the Document Detail Line List (DLL) screen.

Type H in the SEL field and press to display the Document Distribution Line History
(DLH) screen. The screen indicates whether the General Ledger lines have been
changed since the document was first entered and how it was changed.

Press to return to the Document Detail Line List (DLL) screen.

Press to return to the Document List (DCL) screen.
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Procedure 20B: Document Inquiry

Use this procedure if you know the exact document number.

After accessing the Accounts Payable module:

1.

Type DCL in the NEXT FUNCTION field and press to access the Document List (DCL)
screen.

Type your paying trade entity (XXPT) in the PAY ENTITY field.
Type the invoice number in the DOCUMENT NBR field and press [nter).

Locate the specific document you need to inquire on in the DOCUMENT NUMBER field.
There may be more than one document listed if there are documents with the same name
on the system for multiple vendors.

= If there are additional documents that cannot fit on one screen, the word MORE
displays at the bottom of the screen. Press to view the next screen. Type UP
in the REQUEST field and press to scroll up through the list. If you wish to scroll
up or down more than one page at a time, type UP or DOWN (or DN) in the
REQUEST field followed by the number of pages and press [nter). For example, DN4
scrolls down 4 pages. You may scroll up to 10 pages at a time. Type TOP or T in
the REQUEST field and press to return to the top of the list.

Type S next to the document display with the document number you specified under all
the inquiry screen labels (DGI, DPA, DCI, DLL) listed in the SELECT column. The system
displays the selected inquiry screens in sequence for the specified document and then
returns to the Document List (DCL) screen.

= You can also access the DG/, DPA, DCI, and the DLL screens from any AP
screen. Simply type the three-digit indicator in the NEXT FUNCTION field and press

Enter.

Press to access the Document General Information (DGI) screen. This screen pro-
vides the typical header information associated with a document.

Press to access the Document Payment General Information (DPG) screen. The
screen provides detailed payment information for invoices and employee expenses.

Press to access the Document Payment Additional Info (DPA) screen. The screen
summarizes discount information and provides general ledger distribution information if
applicable

Press to access the Document Comment Inquiry (DCI) screen. The screen displays
the comments recorded for the document (e.g., vendor information, information between
clerks).
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10.

11.

12.

13.

14.
15.

Press to access the Document Detail Line List (DLL) screen. The screen provides
the detail for every line, shows the expense amount, allows for the selection of a docu-
ment line and shows the changes made to the General Ledger.

Type C in the SEL field and press to access the Detail Line Additional Information
(DLA) screen. The screen shows additional detail information for the line.

Press to return to the Document Detail Line List (DLL) screen.

Type H in the SEL field and press to display the Document Distribution Line History
(DLH) screen. The screen indicates whether the General Ledger lines have been
changed since the document was first entered and how it was changed.

Press to return to the Document Detail Line List (DLL) screen.

Press to return to the Document List (DCL) screen.
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Procedure 21: Payment Inquiry

After accessing the Accounts Payable module:

1.

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

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

Type three or four characters of the vendor name@ (e.g., rale@) in the SHORT NAME
field.

7 OPTIONAL: If you know the Bank Account Payment (BAP) code or the payment
reference number (PAYMENT REFERENCE NUMBER), you can add that infor-
mation in the appropriate fields on the screen.

Press to retrieve the status of a series of payments attached to your paying entity and
vendor.

Type S in the s field next to the payment reference number you selected and press to
access the Invoice By Payment Reference Number (IRL) screen.
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Procedure 22: How to Get HELP

Follow these steps to access HELP for the current screen:
1. Type HELP or ? in the ACTION field.

2. Press to access the Help screen.

= The system displays the first pages of Help text available for the screen and posi-
tions the cursor at this message: “ENTER NEXT PAGE NO. BLANK (NEXT
PAGE) ‘END’ TO TERMINATE HELP”.

3. To view the next page of help text, press [Enter.

4, To view a specific page, type the page number in the BLANK (NEXT PAGE) field and press
Enter.

5. To exit Help, type END in the BLANK (NEXT PAGE) field and press to return to the
screen.
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Procedure 23: Accessing the Practice Region

= The practice region resides in the “O” CICS region (SCCOCICS, CICSSCCO). To
obtain practice region operator IDs or any other information regarding this region,
contact your agency’s NCAS System Administrator or Training Coordinator.

After the CICS region banner is displayed:

1.

2
3
4.,
5

Type your RACEF ID in the USERID field.
Ignore the BILL-CDE field. (Nothing needs to be entered in this field.)
TAB twice and type your password in the PASSWORD field.

Press [nter].

On the blank screen, type MSAS and press [Enter].

Once the NCAS screen is displayed:

6.

Type your assigned user ID in the OPERATOR ID field. (You may obtain a user ID from
your Agency System Administrator or Training Coordinator.)

Type password in the PASSWORD field (do not change the password).

Press [Enter].
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Procedure 24: Adding a Trade NRA Vendor

= Complete the NCAS Backup Withholding form and forward to the OSC Support
Services Center.

= Before entering any invoices, you must first check the Statewide Trade Vendor File
to see if the vendor exists. If it does not, then you must request the Office of State
Controller to add the vendor to the file.

After accessing the Accounts Payable module:

1. If the vendor is not listed on the VSL screen, type VSU in the NEXT FUNCTION field and

press to access the Vendor Setup (VSU) screen to request the addition of a NRA
trade vendor.

2. Type VADD in the PAY ENTITY field. VADD stores vendor names temporarily until they can
be added to the Statewide Trade Vendor File.

3. Type the word foreign in the VENDOR NO field.

r— When a NRA vendor is added to the NCAS, they will not have a standard tax iden-
tification number (TIN) as do US vendors.

4, Type the vendor name in the VENDOR NAME field.

5. Type a valid vendor type code in the VENDOR TYPE field.

7 The following types are valid codes:
D = Direct vendor (no purchase order issued)
M = Matching vendor

6. Type the vendor’s fax number in the FAX field, if available.

I~ This field is not required.

7. Type the vendor’s phone number in the PHONE field in the REMIT TO section of the

screen.
8. Type the vendor’s address (PO box or street address) in the ADDR LINE 2 field.
9. Type the correct state code in the STATE CODE field.

r— If this address is located outside the US, leave this field blank.

10. Type the correct code in the VAL field

7 For US addresses, type a Y. For foreign addresses, type an N.

11.  Type the vendor’s city in the ADDR LINE 3 field of the REMIT TO section.
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r— If the address is located outside of the US, type the city name, province (if appli-
cable) and nation in the ADDR LINE 3 field of the REMIT TO section.

12. Type the postal code (zip) in the POSTAL CODE field.

13.  Type the message VENDOR IS A NON RESIDENT ALIEN in the OPT ADDR 1 or OPT
ADDR 2 field to notify the OSC Support Services Center that the VGN and VPN screens
need to be completed to begin the withholding for this trade vendor.

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

15. Press to send your request to the OSC Support Services Center for further process-
ing.
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Procedure 25: Adding a Non-Trade NRA Vendor

When a NRA vendor is added as a non-trade vendor, the addition is similar to adding a
trade vendor, except that the agency is responsible for completing the withholding infor-
mation required for the NRA. The agency must complete the information for non-trade
vendors in the same manner that the OSC does for trade vendors. Non-trade vendors are
not shared with other agencies.

After accessing the Accounts Payable module:

1. Type VSU in the NEXT FUNCTION field and press to access the Vendor Setup (VSU)
screen to add a NRA non-trade vendor.

2. Type the non-trade paying entity (XXPN) in the PAY ENTITY field.

3. Type the numbering scheme utilized by your agency for non-trade NRA vendors in the
VENDOR NO field.

7 When a NRA vendor is added to the NCAS they will not have a standard tax iden-
tification number (TIN) as our US vendors. The OSC suggests using a ten-digit
numbering scheme such as FOR0000001, FOR0000002, etc.

Type the vendor group number in the GROUP field.

Type the vendor’s name in the VENDOR NAME field.

Type D in the VENDOR TYPE field to indicate that this is a direct vendor.

N o a &

Type the vendor name in the SHORT NAME field. (Do not type any spaces between the
names.)

= For an individual, type the last name first.

8. Type the vendor’s fax number in the FAX field, if available.

=7 This field is not required.
9. Type the vendor’s phone number in the PHONE field.

10. Type the vendor’s address (PO box or street address) in the ADDR LINE 2 field of the
REMIT TO section.

11.  Type the correct state code in the STATE CODE field.
r— If the address is located outside the US, leave this field blank.

12. Type the correct validation code in the VAL field.

7 For US addresses, type a Y. For foreign addresses, type an N.
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13.

14.
15.
16.

Type the vendor’s city in the ADDR LINE 3 field of the REMIT TO section.

r— If the address is located outside of the US, type the city name, province (if appli-
cable) and nation in the ADDR LINE 3 field of the REMIT TO section.

Type the postal code (zip) in the POSTAL CODE field.
Type a contact name at the vendor’s company in the CONTACT field.

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

Agencies may be required to report expenditures with vendors by county. If you know the
county, you can locate the corresponding code on the Description Table (DTL) screen. Once you
have located the appropriate code, access the Vendor General Information (VGN) screen to add

the code.

17. Type g in the REQUEST field and press to display the vendor record.

18. Type VGN in the NEXT FUNCTION field and press (e to access the Vendor General Infor-
mation (VGN) screen.

19. Type today’s date in the VEND ADD field to track the date of the addition of the vendor to
the system.
r— This date must be entered in MM/DD/YYYY format.

20. Press [te) to process the VGN screen.

21. Type g in the REQUEST field and press (el to display the vendor record.

22. Type VPN in the NEXT FUNCTION field and press to access the Vendor Payable Infor-
mation (VPN) screen.

23. Toinitiate withholding for a non-trade vendor, type yesterday’s date in the TAX ID EXPIRA-
TION DATE field.
r— This date must be entered in MM/DD/YYYY format.

24. Type 30.00 in the 1099 WITHHOLDING RATE field.
= This is the rate (30%) for NRA withholding.

25. Type the 1099 code in the 1099 cODE field.
r— The code for NRA withholding is NR.

26. Press [fte] to process the VPN screen.

27. Type g in the REQUEST field and press to display the vendor record.

28. Type VDD in the NEXT FUNCTION field and press to access the Vendor Default Distri-

bution (VDD) screen.
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29. Type the appropriate mini-chart indicator in the 1099 WITHHOLD field.

= The mini-chart indicator determines how the accounting entries will post. The indi-
cator for NRA withholding is 953.

30. Press [l to process the VDD screen.
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Procedure 26: Setting Up a NRA Vendor for Withholding

Processing NRA withholding in the NCAS is similar to both State and Federal backup with-
holding. NRA withholding requires that the Vendor Payable Information (VPN) screen and
the Vendor Default Distribution (VDD) screen be set up. The only differences are the with-
holding rates and the mini-chart indicators.

After accessing the Accounts Payable module:

1. Type VPN in the NEXT FUNCTION field and press to access the Vendor Payable Infor-
mation (VPN) screen.

Type XXPN in the PAY ENTITY field.
Type the vendor’s number in the VENDOR NUMBER field (if it does not default.)
Type the vendor’s group in the GROUP field, if applicable. (Do NOT press herel!)

Type yesterday’s date in the TAX ID EXPIRATION DATE field.

o a k~ &b

Type the appropriate percentage in the 1099 WITHHOLDING RATE field.
—  To withhold NRA taxes only, type 30.00.

-~

Type the NR code in the 1099 coDE field.
8. Press to complete the entry and process the changes.
9. Type g in the REQUEST field and press to display the vendor record.

10. Type VDD in the NEXT FUNCTION field and press to access the Vendor Default Distri-
bution (VDD) screen.

11.  Type the appropriate withholding indicator in the 1099 wiTHHOLD field.

= If you are withholding NRA taxes, type 953 in the 1099 wiTHHOLD field. This indi-
cator controls the accounts to which the withheld amount is posted.

12. Press [ne to complete the entry.
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Procedure 27A: Processing a 1099 Applicable NRA Payment
(Direct Invoice)

After accessing the Accounts Payable module:

After completing the Control Document Entry (CDE) screen and accessing the Invoice
Worksheet 1 (IWS-1T) screen:

1. Type the invoice number in the INVOICE NUMBER field.
2. Type the invoice date in the DATE field.
= This date is used to determine the payment due date based on the payment terms
code.
3. Type the vendor short name@ in the VENDOR SHORT NM field and press [Enter.

7 If you access the Vendor Setup (VSL) screen, select the appropriate vendor. Type
R in the ACTIVITY field and press to return to the IWS-1T screen.

4, If any messages display, read the messages and press to override the messages and
continue entering the invoice.

5. Verify that the appropriate payment terms have defaulted into the TERMS CODE field.
Update this field if necessary.

= You can access the Payment Terms Code List (PTL) screen to obtain a list of pay-
ment terms and their corresponding codes.

6. Type BACK in the NEXT FUNCTION field and press to return to the IWS-1T screen.
7. To add a remit message to the check, access the Remit Message List (RML) screen by
typing RML in the NEXT FUNCTION field and pressing (or enter the message directly on

the IWS-1T screen and press [nter. Then skip to Step 11.)

8. Type your paying entity (XXPT) in the PAY ENTITY field and press to review the remit
message.

9. Once you have located the appropriate message on the RML screen, type R in the NEXT
FUNCTION field and press to return to the IWS-IT screen.

10.  Type the three-character code that corresponds to the message in the first (small) REMIT
MSG field.

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

12. Type your company number in the co field.

13.  Type the account number in the ACCOUNT field.
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14.

Type the center number in the CENTER field.

If there is only one line of expense, proceed to the next step. If there is more than one line of
expense, repeat Steps 11 through 14 and then proceed with Step 15.

Once the NRA vendor has been setup for withholding a 1099 code of NR should default auto-
matically to the 99 field.

15.

16.

17.

18.

19.
20.

Ensure that all payments to NRA's are coded with the NR 1099 code so withholding will
occur. Otherwise, override the 1099 code with the appropriate code from the TNL
screen.

Type TNL in the NEXT FUNCTION field and press to access the 7099 Codes List (TNL)
screen.

Press to view the 1099 codes. Scroll down to locate the correct 1099 code to process
the invoice line.

Type R in the NEXT FUNCTION field and press to return to the Invoice Worksheet
1(IWS-IT) screen.

Type the total invoice amount in the GROSS AMOUNT field.

Type next or N in the REQUEST field and press to balance the document.
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Procedure 27B: Processing a 1099 Applicable NRA Payment
(Matched Invoice)

After accessing the Accounts Payable module:

After completing the Control Document Entry (CDE) screen and accessing the Invoice
Matching (IMP) screen:

1. Type the invoice number in the INVOICE NUMBER field.
2. Type the invoice date in the DATE field.
= This date is used to determine the payment due date based on the payment terms
code.
3. Type part of a vendor name@ in the VENDOR SHORT NAME field.

= If you know the vendor number, type the vendor and group number in the VEN-
DOR NUMBER field and press to return the vendor number and address to the
IMP screen. Then skip to step 8.

4. Press to return the vendor number and address to the IMP screen.

= If the short name is unique to a vendor, the vendor name and address are returned
to the IMP screen. In this case, skip to Step 8. If the short name is not unique to a
vendor name and address, the Vendor Short Name List (VSL) screen is displayed
with a list of all vendors that match the requested short name.

5. Type B in the ADDRESS TYPE field to display both the order-from and the remit-to address.
6. Press to scroll through the list until you locate the required vendor.
7. Type R in the ACTIVITY field for the required vendor and press to return the vendor

number and address to the IMP screen.

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

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

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

11.  Type the purchase order number in the PO NUMBER field and press e to process the
information.

12. Ifa PO is not referenced, type F in the REQUEST field and press to access the PO
Finder (POF) screen.

7 The POF screen lists open purchase orders by vendor within a buying entity.
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13.

14.

15.
16.

View the listed purchase orders and the corresponding purchase order. Type S in the
SEL field next to the required PO and press to access the Invoice Matching (IMP)
screen. The purchase order information defaults from the POF screen.

Verify that the payment terms that defaulted into the TERMS CODE field are correct.
Change the terms code to match the terms indicated on the invoice, if necessary.

Type the total amount of the invoice in the GROSS AMOUNT field.

Press to process the information and to access the Invoice Line Audit (ILA) screen.

After accessing the Invoice Line Audit (ILA) screen:

17.
18.

19.

20.

21.

22,

23.

Verify that the correct accounting distribution is being used.

Compare the value in the UOP field to the unit of measure used on the invoice (UOI).
. If the UOP and the UOI are the same, skip to Step 21.

. If the UOP and the UOI are not the same, convert the UOP to the UOI, using either
Step 20a or Step 20b.
Type the Unit of Invoice (UOI) in the UoP field if:

. the UOI is defined on the Units of Measure List (UML) screen and

. the system-calculated conversion factor equals the true numerical relationship
between the UOP and the UOI.

OR

Type the manually calculated conversion factor in the CONV FACTOR field if either of the
two conditions in Step 20a is not satisfied.

Compare the PO line quantity in the QUANTITY field to the invoice quantity.

. If they are the same, skip to Step 22.

. If the values are not the same, type the invoice quantity in the QUANTITY field.

. If the invoice quantity is a fraction, convert the UOI to a unit of measure that permits
the quantity to be a whole number. Use any option in Step 20 that applies to change
the UOI.

Compare the PO line amount in the AMOUNT field to the invoice amount. If the values are
the same, skip to Step 23. If the values are not the same, type the invoice amount in the
AMOUNT field.

Type A in the REQUEST field to tag a line. Each sequence letter (A, B, C) corresponds to
a specific line on the purchase order. To indicate each line that is to be paid, you must tag
the line. To tag a line, type the sequence letter in the REQUEST field and press [nte]. If all
lines are to be paid, type S in the REQUEST field and press [Enter).

Press to process the information.
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24,

25.

26.
27.

28.

If the invoice is a 1099 transaction, type 3 in the REQUEST field and press to access
the Invoice Worksheet (IWS-IT) screen. (If the invoice is not a 1099 transaction, go to
Step 28.) Once the NRA vendor has been setup for withholding a1099 code of NR
should default automatically to the 99 field. Ensure that all payments to NRA's are
coded with NR 1099 code so withholding will occur. Otherwise, override the 1099 code
with the appropriate code from the TNL as listed in Steps 26 - 27.

Type TNL in the NEXT FUNCTION field and press to access the 1099 Codes List (TNL)
screen.

Press to scroll down the possible 1099 codes until the correct code is located.

Type R in the NEXT FUNCTION field and press to return to the Invoice Worksheet
(IWS-IT) screen.

Type N or next in the REQUEST field and press to complete the invoice entry. A blank
Invoice Matching (IMP) screen is displayed.
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QRG 1: 1099 Codes List
1099 ABBREVIATED
CODE| DESCRIPTION AP
B1 1099-M-ATT 1099-GROSS PAYMENTS TO ATTORNEYS
GN GARNISHMENT PROVIDES REMINDER MESSAGE THAT VENDOR MAY BE SUBJECT TO

GARNISHMENT

G1 1099-G-UNEMPLOY 1099-GOVERNMENT-UNEMPLOYMENT COMPENSATION

G2 | 1099-G-T REFUND 1099-GOVERNMENT-STATE OR LOCAL TAX REFUNDS

G4 | 1099-G-TAX WHLD 1099-GOVERNMENT-FEDERAL INCOME WITHHELD

G5 | 1099-G-INDEBTED 1099-GOVERNMENT-DISCHARGE OF INDEBTEDNESS

G6 | 1099-G-GRANTS 1099-GOVERNMENT-TAXABLE GRANTS

G7 | 1099-G-AGR PMTS 1099-GOVERNMENT-AGRICULTURE PAYMENTS

11 1099-1-INT EARN 1099-INTEREST INCOME-EARNINGS FROM SAVINGS & LOAN ASSN.,
CR. UNION, BANK DEPOSITS, BEARER CERTIFICATES OF DEPOSIT,
ETC.

12 1099-I-EARLY WD 1099-INTEREST INCOME-EARLY WITHDRAWAL PENALTY

13 1099-1-US BONDS 1099-INTEREST INCOME-US SAVINGS BONDS, ETC

14 1099-I-TAX WHLD 1099-INTEREST INCOME-FEDERAL INCOME TAX WITHHELD

15 1099-1-FOREIGN 1099-I-FOREIGN TAX PAID

16 1099-1-US POSSN 1099-INTEREST INCOME-FOREIGN COUNTRY OR US POSSESSION

18 1099-I-TAX EXMP 1099-TAX EXEMPT INTEREST

MO | 1099-M-CROP INS 1099-MISCELLANEOUS-CROP INSURANCE PROCEEDS

M1 1099-M-RENTS 1099-MISCELLANEOUS-RENTS

M2 | 1099-M-ROYALTY 1099-MISCELLANEOUS-ROYALTIES

M3 | 1099-M-PRIZE/AW 1099-MISCELLANEOUS-PRIZES AND AWARDS

M4 | 1099-M-TAX WHLD 1099-MISCELLANEOUS-FEDERAL TAX WITHHELD

M5 | 1099-M-BOAT PRO 1099-MISCELLANEOUS-FISHING BOAT PROCEEDS

M6 | 1099-M-MED HLTH 1099-MISCELLANEOUS-MEDICAL AND HEALTH CARE PAYMENTS

M7 | 1099-M-NON-EMP 1099-MISCELLANEOUS-NONEMPLOYEE COMPENSATION

M8 | 1099-M-SUBS PMT 1099-MISCELLANEOUS-SUBSTITUTE PAYMENTS IN LIEU OF DIVIDENDS
AND INTEREST

NO | NOT 1099 NOT APPLICABLE TO 1099

NR | NONRESIDENT ALIEN| CODE USED TO IDENTIFY WITHHOLDING FOR NONRESIDENT ALIEN

ST | STATE WITHHOLD CODE USED TO IDENTIFY PAYMENTS SUBJECT TO STATE REPORTING
& WITHHOLDING, BUT NOT SUBJECT TO FEDERAL REPORTS

99 | 0 DOLLAR CODE 0 DOLLAR CODE FOR OFFSET ENTRY
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QRG 2: Frequently Used Acronyms

AFF Available Funds File

AIM Agency Implementation Methodology

AIT Agency Implementation Team

BC Budgetary Control

BPM Budget Preparation Module

BPS Budget Preparation System

BRS Budget Revision System

CAFR Comprehensive Annual Financial Report
CBT Computer-Based Training

CFDA Catalog of Federal Domestic Assistance
CFF Core Financial Functions

COA Chart of Accounts

CPMS Construction and Property Management System
DASD Data Access Storage Device

DSS Decision Support System

FA Fixed Assets

FC Financial Controller

FCP FOUNDATION for Cooperative Processing
FMS Facilities Management System

FRC Federal Reimbursement Code

FSMP Financial Systems Master Plan

GEAC GEAC Software

GL General Ledger

GAAP Generally Accepted Accounting Principles
GASB Governmental Accounting Standards Board
IE Information Expert

IRM Information Resources Management

IRMC Information Resources Management Commission
JE Journal Entries

JV Journal Voucher

MARS\G GEAC Government Package

NCAPS North Carolina Automated Purchasing System
NCAS North Carolina Accounting System

NRA Nonresident Alien

OSBM Office of the State Budget and Management
0OSC Office of State Controller

P&C Purchase and Contract Division

PMIS Personnel Management Information System
RCC Responsibility Cost Center

RFP Request for Proposal

RFQ Request for Quotation

SBM Suspended Batch Master

ITS Information Technology Services

SRS Salary Reserve System
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QRG 3: Accounts Payable Control Group Header

See the following Control Group Header sheet.
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Agency Name

Accounts Payable Control Group Header

PAYING ENTITY

Other _
ENTRY METHOD DIRECT INVOICES
MATCHING INVOICES
EMPLOYEE INVOICES
CONTROL GROUP DATE:
CONTROL GROUP NUMBER:
OPERATOR ID:
DBS # Initials
NUMBER OF
INVOICE NUMBER DOCUMENTS AMOUNT
PER TAPE
ADJUSTMENTS
AMOUNT ENTERED
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QRG 4: Reimbursement of Travel and Other Expenses
Incurred in the Discharge of Official Duty

See the following Employee Reimbursement sheet.
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REIMBURSEMENT OF TRAVEL AND OTHER EXPENSES INCURRED
IN THE DISCHARGE OF OFFICIAL DUTY

INSTRUCTIONS TO CLAIMANT: Submit one original to Accounting. Attach all necessary receipts and other supporting documents to this form. Retain one (1) copy for your records.
Please complete AMOUNT, COMPANY , ACCOUNT, and CENTER fields. Must be filed at lease monthly and not later than 30 days after month ends. Must be prepared ink or typed.

Payee’s Name (First, Middle Initial, Last) Division/Section

Soc. Sec. #

Payee’s Address (Street) Title

Headquarters (City)

(City, State, Zip) Period Covered by this Request (from/to)

Under penalties of perjury, | certify this is a true and accurate statement of the city of lodging, expenses and allowances
incurred in the service of the State.

| have examined this reimbursement request and certify that it is just and reasonable.

(Claimant) (Date) (Supervisor)

NOTE: ORIGINAL SIGNATURE AND DATES ARE REQUIRED FOR PROCESSING

(Date)

Accounting Office Use Only

C T T T 1

Pay Entity: Control #: Expense Voucher No.: | [ [ [ [ [ [ [ [ [

Payment Due Date: | | [ | | | | [ [ | < OR >> Terms Code:

REMIT MESSAGE: (Write check disposition instructions on this line.)

Line No. AMOUNT COMPANY ACCOUNT CENTER ACCRUAL
CODE
0001
0002
0003
0004
Total Expense Approved as to proper travel chargeable to above accounting code verified as conforming to authorized
Less Advance reimbursable expenses.
Tot. Due (Owe) A/P Accountant
Travel (show each city visited) Transportation Subsistence Misc. Expenses
Day from to 1 In- Out-of- Out-of 2 In-State Out-of-State Out-of Country Explanation Amount
G B
Depart A L
Arrive 0 D
Daily Private Car Mileage @ Imi P H
Daily Private Car Mileage @ mi P tot
G B
Depart A L
Arrive 0 D
Daily Private Car Mileage @ Imi P H
Daily Private Car Mileage @ Imi P tot
GRAND TOTALS

(1) Mode of Travel:
P - Private Car G - Ground, rail, bus, taxi, parking fees
A - Air O - Other

(2) Type of Subsistence:
B - Breakfast
L - Lunch

NOTE: Daily total of subsistence not to exceed authorized amount for
D - Dinner in-state or out-of-state travel.

H - Housing (Room)

soiseg dv
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QRG 5: Employee Advance Request Form

See the following Employee Advance sheet.
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Enter your Agency Name Here
EMPLOYEE ADVANCE REQUEST

INSTRUCTIONS TO REQUESTER:
Enter data in green areas. Submit original to be received in Accounts Payable ten working days prior to date travel begins
in order for the check to be available five working days prior to travel beginning date.

Payee's Name (First, Middle Initial, Last) Division
Payee's Home Address EMPLOYEE SOC. SEC. #
Purpose :

Has budget authorization been approved for this trip? ( ) YES ( ) NO

Destination

Advance Request #1 ( ) Subsistence Date Advance Needed Date Travel Begins

PAY ENTITY 00/00/00 00/00/00

COMPANY ACCOUNT CENTER AMOUNT

Advance Request #2 ( ) Airfare Date Advance Needed

PAY ENTITY 00/00/00

COMPANY ACCOUNT CENTER AMOUNT

Advance Request #3 ( ) Registration Fee Date Advance Needed

PAY ENTITY 00/00/00

COMPANY ACCOUNT CENTER AMOUNT

I certify that funds requested hereon are to be used for the purpose stated. I further certify that any funds advanced to be will be repaid
immediately on request from Agency authorities and that any funds advanced will be repaid prior to my last day of employment should
I terminate my employment for any reason.

REQUESTER DATE AUTHORIZED SIGNATURE DATE
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QRG 6: Agency Name Cash Disbursements Code Sheet

See the following Accounting Code sheet.
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AGENCY NAME
CASH DISBURSEMENTS CODE SHEET

Invoice Number I I

Invoice Date

Vendor Number

Vendor Name

Remit Code/Message

Buy Entity

PO Number

Terms Code

Voucher Nbr

E(Matching Inv Only)

Emp Due Date I

DR/ (4 char) (Max 11 char) (Max 12 char) (Direct Invoices Only) 1099 | Accrual
Amount CR| Companv Account Center NCAS ltem Number code | Code

|

!

|

|

1

|

1

|

|

]

|

1

|

|

i

|

|

|

|

|

|

: Sales Tax Amt Comments: Prepared by:
| Freight Amt Approved by:
! Gross Amt Entered by:

Accountina Control Use Onlv:

payenio: [ T T T ]

Control Grp Nbr: mControl Grp Date: !
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QRG 7: Accounts Payable Control Batch Log

See the following Control Batch Log sheet.
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Accounts Payable Control Batch Log Form

Aagency Name:
Paving Control Control Ovperator ID: Number of Amount
Entity | Group Date | Group Number Documents

DBS# | Initials
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QRG 8: Expense Accrual Indicators

Mini-Chart
of Accounts Accrual
Indicator Account Account Description
A10 211200 Accounts Payable
A11 211110 Due to Employees
A12 211210 Accrued Salaries and Wages
A13 211220 Withholdings and Employer Matching Payable
*A14 211230 Payroll Garnishment Payable
*A15 211240 Central Payroll Clearing
A16 211310 Local Government Payable
A17 211320 Federal Agency Payable
A18 211910 Obligation for Workers’ Compensation
A19 211920 Accrued Vacation
*A20 211930 Health Benefits Clearing
A21 211940 Accrued Sales Tax Payable
A22 211950 1099 Withholding
A23 211960 Escheats Payable
*A24 211970 Federal Funds Payable Clearing
A25 212310 Intra-Gov’t Payable - Due to General Fund
A26 212311 Intra-Gov’t Payable - Due to Special Revenue Fund
A27 212312 Intra-Gov’t Payable - Due to Debt Service Fund
A28 212313 Intra-Gov’t Payable - Due to Capital Imporvement Fund
A29 212314 Intra-Gov’t Payable - Due to Enterprise Fund
A30 212315 Intra-Gov’t Payable - Due to Internal Service Fund
A33 212318 Due to Pension Trust Fund
A34 212319 Intra-Gov’t Payable - Due to Agency Fund
A56 212320 Intra-Gov’t Payable - Due to Permanent Fund
A57 212321 Intra-Gov’t Payable - Due to Private Purpose Trust
A35 212410 Intra-Gov’t Payable - Due to General Fund
A36 212411 Intra-Gov’t Payable - Due to Special Revenue Fund

Office of the State Controller 231 NCAS Training.3 - February 23, 2009



MM: APO7

Quick Reference Guides

AP Basics
A37 212412 Intra-Gov’t Payable - Due to Debt Service Fund
A38 212413 Intra-Gov’t Payable - Due to Capital Improvement Fund
A39 212414 Intra-Gov’t Payable - Due to Enterprise Fund
A40 212415 Intra-Gov’t Payable - Due to Internal Service Fund
A41 212415 Intra-Gov’t Payable - Due to Internal Service Fund
A42 212415 Intra-Gov’t Payable - Due to Internal Service Fund
A43 212418 Intra-Gov’t Payable - Due to Pension Trust Fund
Ad4 212419 Intra-Gov’t Payable - Due to Agency Fund
A58 212420 Intra-Gov’t Payable - Due to Permanent Fund
A59 212421 Intra-Gov’t Payable - Due to Private Purpose Fund
A45 212500 Due to Primary Government Agencies
A46 212600 Due to Component Units
A47 216220 Accrued Interest Payable
A48 217110 Deposits Payable - Contract Retainage
A49 217120 Deposits Payable - Federal Government
A50 217130 Deposits Payable - NC Funds and Government Units
A51 217140 Deposits Payable - Patient Deposits
A52 217150 Deposits Payable - Student Deposits
A53 217160 Deposits Payable - Tenants Deposits
A54 217170 Deposits Payable - Due to Deferred Compensation Plan Participants
A55 217190 Deposits Payable - Funds Held for Others
A60 215210 Medical Claims Payable

*These accounts represent clearing accounts and should not be used permanently.
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QRG 9: Zero Dollar Payment Authorization Form

See the Zero Dollar Payment Authorization Form on the following page
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Date:

To: NCAS Support Services (Helpdesk) From:

Financial Systems Division Name
Office of the State Controller
Phone # : (919) 875-HELP (4357) Title

Fax #: (919) 981-5561

Agency

Phone Number

authorizes the NCAS Support Services to

Agency Name

temporarily change the Zero Dollar Payment Option on screen BAC for BAP code
We understand that this policy will allow all zero dollar checks within this BAP code to be paid

for one day.

Signature Date

This change authorization form was received by:

Helpdesk Staff Member: Date:

Time agency was called:

Office of the State Controller 234 NCAS Training.3 - February 23, 2009




	Procedure 1: Entering a Control Group
	Procedure 2A: Entering Direct Invoices (without tax)
	Procedure 2B: Entering Direct Invoices (with tax)
	Procedure 3A: Applying a Debit or Credit Memo for Direct Invoices (without tax)
	Procedure 3B: Applying a Debit or Credit Memo for Direct Invoices (with tax)
	Procedure 4A: Entering Recurring Payments (without tax)
	Procedure 4B: Entering Recurring Payments (with tax)
	Procedure 5A: Entering Variable Payments (without tax)
	Procedure 5B: Entering Variable Payments (with tax)
	Procedure 6A: Entering Multiple Payments (without tax)
	Procedure 6B: Entering Multiple Payments (with tax)
	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
	Procedure 13: Entering an Employee Travel Advance
	Procedure 14: Processing Out-of-State Sales Tax
	Procedure 15: Factoring Vendor Payments
	Procedure 16A: Entering a Refund of a Current Year Expenditure
	Procedure 16B: Entering a Refund of a Prior Year Expenditure
	Procedure 16C: Entering an Accrued Refund of a Prior Year Expenditure
	Procedure 16D: Entering a Combination Refund of Expenditure
	Procedure 17: Navigating Through a Control Group
	Procedure 18: Balancing the Current Control Group
	Procedure 19: Balancing Outstanding Control Groups
	Procedure 20A: Document Inquiry
	Procedure 20B: Document Inquiry
	Procedure 21: Payment Inquiry
	Procedure 22: How to Get HELP
	Procedure 23: Accessing the Practice Region
	Procedure 24: Adding a Trade NRA Vendor
	Procedure 25: Adding a Non-Trade NRA Vendor
	Procedure 26: Setting Up a NRA Vendor for Withholding
	Procedure 27A: Processing a 1099 Applicable NRA Payment (Direct Invoice)
	Procedure 27B: Processing a 1099 Applicable NRA Payment (Matched Invoice)
	QRG 1: 1099 Codes List
	QRG 2: Frequently Used Acronyms
	QRG 3: Accounts Payable Control Group Header
	QRG 4: Reimbursement of Travel and Other Expenses Incurred in the Discharge of Official Duty
	QRG 5: Employee Advance Request Form
	QRG 6: Agency Name Cash Disbursements Code Sheet
	QRG 7: Accounts Payable Control Batch Log
	QRG 8: Expense Accrual Indicators
	QRG 9: Zero Dollar Payment Authorization Form

	Text1: February 23, 2009


