CORRECT PO MATCHED PAID
INVOICES

QuicK REFERENCE GUIDE AP-34

PTP

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how to
Correct a PO Line Closed for Invoicing due to incorrect quantity for a service PO in the North Carolina
Financial System (NCFS).

Introduction and Overview

This QRG covers the procedure of correcting previously paid PO Matched Invoice.

| User Tip: I

Q I The following are prerequisites: l

| 1. If you changed the Invoice Amount and/or Unit Price instead of Invoice quantity I
I and as a result PO line is closed for invoicing. |

I 2. If the Invoice is paid and needs to be corrected.

Correct PO Matched Paid Invoice
To correct previously paid invoice in NCFS, please follow the steps below:
1. Loginto the NCFS portal with your credentials to access the system.

2. Onthe Home page, click the Payables tab and then click the Invoices app.

h
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QRG AP-34 — Correct PO Matched Paid Invoices

3. Click on the Task panel and select Create Invoice.

pE
I

Recent Approval Prepaid

0 ¢ --., ,. .. i I O I

3 oher 113 Rejscted ]

= - . . Q
\
||| Accounting
View w & Detach Craats L . e
Invaice Numbar Amount Supplier Supplier Site Validaticn Status  Accounting Status Pald Status Creation Date E=

4. Create Invoice page is displayed. Enter the PO Number (it will automatically populate BU,
Supplier, Supplier Number), Invoice Number, Invoice Amount (enter the original invoice
amount in Negative), Type — Credit Memo, Payment Terms change it to — Immediate.

Create Invoice: @ O e R I R B
4 Invoice Header srex
Identifying PO EPSS20020 3 * Numbar CM-4STSEALIG2I
Business Uait » * Amaun 5T 00000
Supplier * Typs | Credit memo -
. . ® Terms Date | 1171723 e
Supplier Humber 114431 Discrivtion
Requester
* Supplier Sioe | R2ZPTA v s -
Antachmaents Nore
Legal Entity  NC DHHS CHILD DEVELOPMENT AND EARLY EDUCATION *

5. Go to Lines section and click on the dropdown and select Correct Matched Invoices.

» Lines @ Match Invoice Lines vie

'3

Match Invoice Lines

B Taxes | bateh 1o Beceint Charges

l Correct Matched Invoices

| Correct Unmatched Invoices
4 Totals

6. Click on the Go button to match the lines.

» Lines @ Correct Matched Invoices  v| @

» Taxes
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QRG AP-34 — Correct PO Matched Paid Invoices

7. The Correct Matched Invoices page is displayed and the lines to be corrected are listed.

Correct Matched Invoices b 4
P Search Agvanced | Saved Search |AII Matched In\.m:-lce-s\-fi
View w &F " Detach Allocate Distributions
Line Corrected Invoice
Correct * Correction Type '::T:h
Quantity  Unit Price * Amount Item Number Line Amount Quantity  Un
B " 1NC Pre-K Duplin Co...  45T58AUG23 1 10,082.66 89817 0.1122
D "8 NC Pre-K Duplin Co 45758AUG23 2 152697.00 727398 02098
Total 0.00
4 S »
PO EP5520920, Line 6, Schedule 1: Details
Ordered 727 398 Accepted NA Match Basis  Quantity
Billed 727 398 Returned N/A Invoice Match Option  Order
Shipped 0 Consumed N/A Faymant Jomes; Neto0
Freight Terms
Received 0 Distributions 1
ooty | ot || Ganent

8. Click the Check box to select the lines, you will receive a warning, click OK.

/. Warning x

The payment terms for this invoice differ from the payment terms on the purchase order Net 30. The terms on the invoice will be used.

oK |
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QRG AP-34 — Correct PO Matched Paid Invoices

9. Once the lines are selected, click on the Correction Type drop down and select Quantity

Correction.
Line Corrected Involce

& Match

Correct * Correction Type Hold
Quantity Unit Price * Amount Item Number Line Amount Quantity  Un
1 NC Fre-K Duplin Co 46THEALG2E 1 10,082 66 89817 0.1122
6 NC Pre-K Duplin Co 45758AUG23 2 152687 00 727388 0.209%

0.00
e~ - »
D™ CREEARRSN 1 te- 4 S ool A Pyt

10. Enter the Quantity in Negative. Click on the Apply and OK button.

vew w [y " Detach Allocate Distributions

Line
Correct * Correction Type
Qu_nm;i Unit
Price
- Cuaniity Corrects v SO817 0112
o Cuantity Comecti v r273ss | |0.20

Total

PO EP5520920, Line 6, Schedule 1: Details
Ordered 727 358

Bllled T27 39
Shipped

Received 0

Corrected Invoice
Match
Hold
* Amount Item Number Line Amount CQuantity Un
52 665 1 NG Pre-K Duplin Ce 45T5BAIIG] 1 1008266 89817 01122
-152 68T.00 6 NC Pre-K Dupln Co 45TSBAUG23 2 15269700 727308 02085
-162,779.66
e »
- /A
coapled Match Basis  Cuantity
Returned MN/A Involce Match Option  Owder
Consumed NiA Payment Terms MNet 30
Freight Terms
Distributions 1
Apply | OK | Cancel
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QRG AP-34 — Correct PO Matched Paid Invoices

11. Create Invoice page will be displayed. Review the negative amount in the invoice header
and the lines. Click Save.

- pa e
Create Invaice: () n levecice Actens, ¥ Sarvw wed Crwane Hea E Savw and Ciese m
4 Invoice Header
Identiftying B0 EFSSI0S20 e "
Businass Unit 2200 e CHILD DEVELOPMENT AND EARLY EDUCATION " Date | 112, &
I * Ao 162 TT9EE I
Supplier DUPLIN COUNTY SCHOOLS BOARD OF EDUCATION * payment Torms | immecte m
Suppliss . Tipe
byl * Twrms Dane | 111123 fa
Supplier Sim RIIFTA Darcription
Lasgal Entity  HC DHHS CHILD DEVELOPWENT AND EARLY EDUCATION Requesier 4
Amachmems  None s
Invoice Group
L Hew [F
4 Lines (0 Comect Maches Invates | @)
Yirm w + B X 7 ™ Detach Mlioests W | Cancel Line  Deutriesions
Distribation Budgetary Condrol Reference
Mumber * Type Amount
Prarate Ac
Dfltribusen Se1 [ e Date i bines | BUGGH DM Ststis Deseription
1 1 1hE & cunty Schook ®
e - 1 8 i e s Counly Sicy l

12. Now click on Invoice Actions and Validate the invoice.

n b Mot validated |i@@| Save and Create Next mm

Manage Instaliments

Last Sav
Calculate Tax Ctri+Al+X
Check Funds
G23 Validate Ctrl+Alt+V r
-162,779.66 Request Override
v

Apply or Unapply Prepayments

Manage Holds

Approval L
View Approval and Notification History |
Cancel Invoice

Delete Invoice

Post to Ledger

Account in Draft
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QRG AP-34 — Correct PO Matched Paid Invoices

13. The invoice is now Validated.

n Validated Invoice Actions v‘ m

L
F58AUG23

162,779.66 |
* Payment

* Term|

14. Click on Invoice Actions again and Initiate approval (follow your agencies approval
workflow process).

n Validated Save and Create Next m Save and Close E
Manage Installments
Last Saved 11/1/23 12:4
Calculate Tax Cri+Alt+X
Check Funds
UG23 Validate Ctrl+Alt+V —
-
-162 77966 Request Qverride
v
Apply or Unapply Prepayments
Manage Holds e
- Approval 'I
. pp ‘-]1 Initiate
View Approval and Notification History ‘ Withdraw
Cancel Invoice Force Approve
Delete Invoice I Resubmit
|
Post to Ledger Approve
Account in Draft Reject
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QRG AP-34 — Correct PO Matched Paid Invoices

15. Once the approval is initiated, Save and Close this invoice.

u Validated Invoice Actions w Save and Create Next MM

Last Saved 11/1/2312:43 PN

T58AUG23
* Date | 11/1/23 ‘e
162,779.66 y
* Payment Terms | Immediate A i
* Terms Date | 11/1/23 e
Requester Q

Attachments None ==

Note [E°

PO Matched Invoice

1. The next step is to Create a PO matched invoice, click on the Task panel and click on
Create Invoice function.

Recent Holds Approval Prepaid
37 Vahca 0 !
194 » 0 o 0
5 e ]

e —— \ - Q

b
Ill Accounting
Vew ¥ X v Cwtach Creame Walidate Cancel Post o Ladger 2 o Cresie A

Irvecice Humbsr Amourt  Suppler Suppder Site Walidaion Stadus  Accounting 3tadus [Paid Staius ‘Creation Dase ._'_-:

DUPLIN COUNTY SCHOOLS REPTA Waktated raccoanted
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QRG AP-34 — Correct PO Matched Paid Invoices

2. Create Invoice page is displayed. Enter the PO Number (it will automatically populate BU,
Supplier, Supplier Number), Invoice Number, Invoice Amount (enter the original invoice

amount) and Supplier Site (It must match the credit memo supplier site, or the credit

memo won't post against the invoice, and you will duplicate payment to supplier).
Note: You will not be able to use the original Invoice Number, you must adjust the
invoice number slightly by adding A or R (for revised).

Creato Inveice; INV-4S758AUG23 O T T T
4 Invoice Header  show More
Identifying PO | EP5520820 | * Number | INV-45758AUG23
* Date | 11/1/23 fe
Business Unit * Amount 162,779.66
* Payment Terms | Net 30 v
Supplier * Type | Standard v
* Terms Date | 11/1/23 e
Supplier Number 114431
Description
Requester
* Supplier Site | R22PTA v 4
Attachments  None
Legal Entity NG DHHS CHILD DEVELOPMENT AND EARLY EDUCATION
Note [f

Invoice Group

3. Navigate to the Lines section and click on the Arrow (Go) button to match the lines.

Invoice Group

4 |ines @ Match Invoice Lines w E

Vieww 4 B M 5f [y |« Detach | Allocate ¥  CancelLine | Distributions

Distribution

11/8/23 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE 8 OF 10



QRG AP-34 — Correct PO Matched Paid Invoices

4. Now notice all the lines are listed. Select the line in the original invoice by clicking on the
check box next to the lines. Now, change ONLY the quantity to match the original
amount in the original invoice, this calculates the correct total amount.

Click Apply and OK to continue.

Quantity Unit Price * Amount b Nurmber Lir S¢' Nu Lir wotaion Dile
W O DE L DHHSN| 1
2 2000HESN| 0
OOHHSN
OHHSN| u
DHHSN L
v 266 ( BT 0 6 2000HHSN 10
DHHSN| 1
Total 162,779.68
D EP5520920, Line 6, Schedule 1: Details
Ordered 727 386 Received A
UOM  Dollar
Available 27 388 Accepted NA Mateh Bagis  Cuantily
Bullad o Returned Imvoice Match Option  Crder
Payment Torms Net 3
Shipped ‘] Consumaed M
Freight Terms
Gl

5. You will return to the create invoice page, click on Invoice Actions and Validate.

listributions

¥ Number | INV-45T58ALG23

¥ Amount 162,779.66

Type

Description

™

Manage Instaliments
Calculate Tax Ctrl+Alt+X

Check Funds

Validate Corl+ A+

Reqguest Overmide

Apply or Unapply Prepayments

Manage Holds | e
Approval L - Q
View Approval and Motfication Histony

Cancel Invoice

Delete Invaice Q

Post to Ledger

@ Account in Draft
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QRG AP-34 — Correct PO Matched Paid Invoices

6. Once the invoice is validated, click on Invoice Actions and Initiate Approval.

n Validated _I Save and Create Next m Save and Close
Manage Instaliments
Last Saved 11/1/23 4:20 PN
Calculate Tax Crl+Alt+X
Check Funds
23 Validate Ctri+Alt+V —
| i
162,779.66 | Request Override
|
Apply or Unapply Prepayments
Manage Holds ©
Apprayal »
i P ‘:& Intiate
View Approval and Notification History Withdraw
Cancel Invoice Force Approve
Delete Invoice Resubmit
Post to Ledger Approve
Account in Draft Reject
7. Save and Close the invoice.
u Validated Invoice Actions w Save and Create Next Save I Save and Close |m
i
Last Saved 11/1/23 4:21 PM
T58ALUG23
* Date | 11/1/23 (e |
162,779.66 | ; '
. * Payment Terms | Net 30 v
* Terms Date | 11/1/23 e |
Requester Q |
,; |
Attachments None ==
Wrap-Up

Correct PO Matched Paid Invoice in NCFS using the steps above.
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