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ProcureAZ

INVOICES

Objectives

> New Features

»Invoice Location in AFIS
»Things to Remember
» Creation of Invoices
» Paying in Full for Services & Purchase of Goods
» Partial Payment of an Invoice with a Change in Payment Terms
»MISC, Freight and Use Tax
» Credit Memo
» Change Order & Disbursement Options
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ls use Tax required and not already on the PO?*: No ¥
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Distribution Information =

New Features ltem details

Accounts Tab
Enter Use Tax 5‘.

[tem #1

2015--RMDADMST80--9600--AD4216--AD00001- 7555 7D0000- 71 0000--
< Use TaxAmount: > Event Type :

Credit Memo General

m Items Vendor Address Accounting Routing Attachments

Credit Memo

w Credit Memo Number:
Credit Memo Wendor Credit Memo Number: * | |
Ability to pull data
from PO Description: * | |
\endor: * | |@
Department; * |

Purchass Order Mumber: | Q@ :




Finding Invoices Between ProcureAZ and
AFIS

Invoice #: PAZINV006 NR 3/11/15 Vendor #:9000007231 Vendor Group #:01 Status: 4P -Paid &5
General Items Credits A its  Routing Notes Reminder Change Order Back to PO

Invoice Number: PAZINVDDS NR 311115 Invoice Status: 4IP - Paid Invoice Type: 3 way matching
Invoice Description: PAZINVDDE XXX Invoice Date: 05M2/2015 Effect Date: 031112015
Payment Amount: 5413238 Handling Code: Payment Date: 05/1512015
Payment Terms: 1% Net 10 Payment Term Day: 10 Payment Discount: 10%
Paid-BankiCheck: | Attemate Id: ey |

Entered By: Nira Rupal Entered Date: 031112015

Credit Amount: 50.00

Updated By: Ross Arrowsmith Updated Date: 03r11/2015

Is use Tax required and not already on the PO?: No

Single Payment Indicator: No

Disbursement Category: Check Number Vendor Number Date Paid Amount Paid Discount Check Status
Disbursement Format: 201503130000838 9000007231 DS/15/2015 54,001.06 541.32 Active

Disbursement Handling Code:

e
Document Catalog

Create b

= Document ldentifier -

ﬂ Unit = | .
" ID : |PRO00DDD0364 ]

P User Information -

~ b Document State

Browse Clear

Open Validate Submit Copy

Code  Dept. Unit 1D Comments Version Function Phase  Status Date UserlD  Amount Active i
|| PRCPZ1 HCA PROCOOOOD3ES Mo 1  MNew Final  Submitted 5M3M5 procuresz 54, 13238 Yes
First Prev Mext Last

|
Menu
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[eEN RN TOuEL 0 | Fayee | Extended Description | Contact | Document Information

Payment Requeat-ﬁmreAZlPRCPZ1}| Dept: HCA lID: PROODDD0D364 Ier.:1 Function: New Phase: Final |E Madified by procureaz , 05/13/2015

[ Document Name: PAZINYD0S NR. 311115 ]

Record Date: 05/13/2015
Budget FY: 2015
Fiscal Year: 2015

Period: 11

Bank Account:

Accounting Profile:

[/ [+

H Replacement:
PCard Payment:
PCard Administrator:

Cited Authority: ﬂ

Escrow ID: ﬂ

Contract Withholding Exempt:

Pre-Processing Allowed:

Actual Amount: 54,132.38

Retainage Amount (-): 50.00

l Discount Amount |-): 541.32 l

Penaltyilnterest Amount {+): 50.00

Backup Withholding Amount |-): 50.00
Contract Withholding Amount (-): 50.00
Intercept Amount {-): $0.00

Adjusted Tax from Discount: 50.00

Use Tax Withheld (-): S0.00

Default Intercept Fee Amount {-): 50.00
Supplementary Intercept Fee Amount{-): 30.00

l Payment Amount (=): 54 051.06 l

‘Qutstanding Amount: 50.00
Closed Amount: 54,132.38
Referenced Amount: 54,132.38

Search Using: |ALL of the criteria ¥ |

llnvoine# PAZINVODE NR 3/11/15 | Invoice Amount
Invoice Status r

PO # | | PO Release Number

PO Type

Search Fields: | Buyer

PO Status | ¥ |

L

|

|
romencwetuwooren| [
v

e E—_
Vendor ID: I:l @ Vendor Name:

| Find It I| Clear
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Things to Remember

»Invoices can be canceled in ProcureAZ as long as they have not been marked paid
»If started in ProcureAZ then must be finished in ProcureAZ
»Double check all calculations when partial paying, including sales tax or use tax

»MISC field should be nominal

Questions




Scenario 1

PAYING OR SERVICES VS NON-SERVICES (GOODS)

Scenario 1 Details

PURCHASING DEPARTMENT

Purchased & Received in Full
»>1 Cow at $500
»>1 Hour of Service to Milk the Cow at $15

ACCOUNTS PAYABLE DEPARTMENT

Received Invoice (Fully Pay Invoice)
> 1 Cow at $500
> 1 Hour of Service to Milk the Cow at $15

6/4/2015



Home | Documentsyv |

New Invoice - Search PO

Jessica Sh

[ ]
e ——

Search Using:
ros e |
R —
poTyee R | ;
S
Header Minor Status [ v
Department [ v
Location 2
Search Fields: | Type Code I PO Date{MM/DD/YYYY) l:lg
Catalog

s IN—

Vendor ID:
Fiscal Year

NIGP Class

NIGP Class Item
Commodity Code

Vendor Name:

s
)

Item Description

L]
L]

d

[ -]
T

]

[ Find It I Clear ]

Open Market Results

@ ou wil not be able to select a purchase order if the purchase order has no po items that can create invoice items from.

Select Purchase Order # Purchase Order Date Description DeptiLoc Purchaser Vendor Name Total Status Permit to pay
[C] ADSPO15-086060 05/05/2015 Jess - Senvice vs Goods ADOAIGAD Matthew Miles Funny Farms §515.00 3PCR - Complete Receipt £0.00
- e ——— |

mltems Credits Sub

Invoice number:

Inwoice Type:

Invoice Date *(MM/DDMYYY):
Payment Amount:
Paid-Bankld/CheckMbr:
Payment Terms:

Payment Terms Day:

Alternate Id:

Single Payment Indicator :
Disbursement Category :
Disbursement Format :

Disbursement Handling Code :

Entered By:

Entered Date:
Last User Updated:

Is use Tax required and not already on the PO? *:

Routing Attachments

3 way matching

D5/05/2015 o

50.00

Motes Reminder Change Order Summary Back to PO

Invoice Status: 4l - In Progress

@r\fice Vs Goods>
05/05/2015 =

Handling Code: |

R

Invoice Description *:

Effective Date *(MM/DDN YY)

v]

Payment Date "{MM/DDN YY)

ngee

v | Edit Payment Discount: 0.0 %
Misc Amount: 50.00
Freight Amoun 50.00
Credit Amount: 50.00
Last Date Updated: 0S/05/2015

PO Description

Remaining To Inwvoice: S515.00

6/4/2015



Invoice ltem #/ Item
PO Item # Description false
PO ltem PO ltem Previous Permit Invoice Discount % Qriginal Final
Status Amount Invoice Amount To Pay Amount Pay Amount Pay

COW{ Net Unit Cost: 500.00000 ) ,

3PCR - Complete Receipt \ $500.00 50.00 $500.00 500.00 0.0% $0.00 ¥l
Receive by quantity? *:
E Invoice Quantity *: 1 ‘
Unit Price®: 00 ‘

Senvice From Date (MMDDYYVYY): :“E]
Senvice To Date (DDA :E]

LABOR HELP FOR MILKING COW ( Net Untt Cost: $15.00000 )

3PCR - Complete Receipt $15.00 $0.00 $15.00 15.00 0.0% $0.00 ]
b2 Receive by quantity? *:

Service From Date (MWDDIYYYY):  (04/26/2015 &
Senvice To Date (MMDDAYYY):  05/02/2015 &

‘ Invoice Amount Total: $515.00 ‘

General ltems Credits Subcontractors Accounts Routing Attachments Notes Reminder Change Order m Backto PO

[nvoice Number: J50B6080 [nvoice Status: 414 - Approved for Payment Invoice Type: 3wy matching
Invoice Description: Senice vs Goods Invoice Date: 05/0/2015 Effect Date: 05052015
Payment Amount; 55150 Handling Code: Payment Date: 057302015
Payment Terms: Payment Term Day: 0 Payment Discount: 0%
Paid-Bank/Check: Alternate Id: PRODID00S16

Entered By: Jessica Shuster Entered Date: 05/0512015

Credit Amount: ]

Updated By: Jessica Shuster Updated Date: 051052015

Is use Tax required and not already on the PO?: No

Single Payment Indicator. No

Disbursement Category:

Disbursement Format;

Disbursement Handling Code:

6/4/2015
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Scenario 2

PAYMENT TERMS AND PARTIAL PAY

Scenario 2 Details

PURCHASING DEPARTMENT ACCOUNTS PAYABLE DEPARTMENT
Purchased & Received in Full Received Invoice (Partial Pay)
>10 Dogs at $100 per Dog > Invoice for 8 Dogs at $100 per Dog

»Loyal Customers so vendor giving a discount

10



Home | Documents~ | Sessies S

New Invoice - Search PO
Search Using: | | ALL of the criteria 7 |

ros i
e e R

— 1 | .
Header Major Status. ]

Header Minor Status [*]

Department | M

Location [ r]

Search Fields: | Type Code [ ] PO Date(MM/DD/YYYY) I:“E]
ooy |z weeowamooron g

v o v [
v ] S

NIGP Class [ ]

NIGP Class [tem | -

comosco | geesws
[ Find It I Clear |

pen Market Results

@ vou will not be able to select 3 purchase order if the purchase order has no po items that can create invoice items from.

Select Purchase Order # Purchase Order Date Description DeptiLoc. Purchaser Vendor Name Total Status Permit to pay

- ADSPO15-086061 05/D6/2015 Jess - Pmt Term & Partial Pay ADOAIGAD Matthew Miles Funny Farms $1,083.00 3PCR - Complete Receipt $1,083.00

I | -

Copyright @ 2015 Periscope Hokdings, Inc. - All Rights Ressrved.

[E1C70 tems Credits Subcontractors Accounts Routing Attachments Notes Reminder Change Order Summary — fackto PO

Confirmation Messages

- Changes saved successfully
Invoice number™: Invoice Status: 411 - In Progress
Invoice Type: 3 way matching Invoice Description *:
Inuoice Date *{MM/DD/Y VY ): = Effective Date *(MIWDDM VYY) =
Payment Amount $0.00 Handling Code .
Paid-Bankld/CheckNbr: Payment Date *(MM/DD/Y VYY) E

(M)Paymem Discount: 0o%

Payment Terms: [1% Net 10

Payment Terms Day:

Alternate ld:

Is use Tax required and not already on the PO? *
Single Payment Indicator

Disbursement Category

Disbursement Format

Disbursement Handling Code :

Purchase Order Information

JIUEE

PO ADSPO15-086061 PO Description Jess - Pmt Term & Partial Pay

Buyer Matthew hiles

PO Amount: $1,083.00 Remaining To Invoice: $0.00

Vendor Information

“iendor : 000042545 - Funny Farms Address Grp: 01

Tax 1D # 8322 Wendor Remit-to Address™ | Remit Address(default) - Jessica Shuster PO Box 123 Phoenix, AZ ... v |
Jessica Shuster
PO Box 122

Phoenix, AZ 85007
E]

u:
Email jessica. shuster @azdoa. gov
Phone: (555)555-5555

|

Remit Text:

: 52295
Afternate Id: POOD2

6/4/2015
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Generalm':redils Subcontractors  Accounts Routing  Attachments MNotes Reminder Change Order Summary Back to PO

Item General Validation Errors

« 'You must pay at least one tem (invoice amount = 0).

Invoice ltem # Item

PO ltem # Description false
PO ltem PO ltem Previous Permit Invoice Discount % Driginal Final
Status Amount Invoice Amount To Pay Amount Pay Amount Pay
U
DOGS ( Net Unit Cost: $100.00000 )
3IPCR - Complete Receipt ‘ $1,083.00 ‘ 50.00 ‘ $1,083.00 ‘ 866.40 ‘ 0.0% ‘ 80.00 ‘ (]
Receive by quantity? *:
El1 Invoice Quantity * |8 ‘
UnitPrice *: [100.00 \
Service From Date (WDD/YVYY): | =
Service To Date (MWDDIVYYY): | |

‘ Invoice Amount Total: $888.40 ‘

General ems Credits Subcontractors Accounts Routing Attachments MNotes Reminder Change Order m Backto PO

[nvoice Number: J5086081 [nvoice Status: 414~ Approved for Payment Invoice Type: 3 way matching
Invoice Description: 5088081 Invoice Date: D5/0612015 Effect Date: 050812015
Payment Amount: $866.40 Handling Code: Payment Date: DSHE2015
Payment Terms: 1% Net 10 Payment Term Day: 10 Payment Discount: ~ 1.0%
Paid-Bank/Check: Alternate Id: PRODD00DB17

Entered By: Jessiza Shuster Entered Date: D5/0612015

Credit Amount: S0.00

Updated By: Jessiza Shuster Updated Date: D5/0612015

Is use Tax required and not already on the PO?: No

Single Payment Indicator: Ho

Dishursement Category:

Disbursement Format:

Disbursement Handling Code:

12
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Scenario 3

MISCELLANEOUS, FREIGHT & USE TAX

Scenario 3 Details

PURCHASING DEPARTMENT ACCOUNTS PAYABLE DEPARTMENT
Purchased & Partially Received Received Invoice (Partial Pay)
»10 Cows at $500 a Cow > Invoice for 4 Cows at $500 a Cow
»Received 4 Cows »Must Pay Use Tax of 8.3%

> Freight of $10 is on the Invoice
> $3 Processing Fee is Listed on the Invoice

13



New Invoice - Search PO

Search Using: | | ALL of the criteria

ror posPotsoeeor | temmenems ||

e v —

POType [ 7] Buyer [ ¥
Header Major Status. ]

Header Minor Status [ ]

Department |
Location [+]
Search Fields: | Type Code IZ PO D YYYY) =
Catalog |I|

Required IDAYYYY) = Update Date(MM/IDD/YYYY) :E

vengr e v [ ]
Pt o ] e eea—

x|

NIGP Class | v

NIGP Class Item | -

Comarcote | gseonemmewar |
[ Find It | Clear |

Open Market Results

€ ou will not be able to sslect a purchase order if the purchase order has no po items that can create invoice tems from

Select Purchase Order # Purchase Order Date Description DeptiLoc Purchaser Vendor Name Total Status Permit to pay

ADSPO15-086077 05/06/2015 Jess - Misc, Freight & Use Tax ADOAIGAD Matthew hMiles Funny Farms 55,000.00 3PPR - Partial Receipt $2,000.00

-mnam Credits Subcontractors Accounts Routing Aftachments Notes Reminder Change Order Summary Back to PO

Confirmation Messages.
- Changes saved successfully

Invoice number*: Invoice Status: 4ll - In Progress

Invoice Type: 3 way matehing Invoice Description ™
Invoice Date *(MM/D DY) = Effective Date *(MM/DDNY VYY) m

Payment Amount $0.00 Handling Code: .
Paid-Bankld/CheckNbr: Payment Date *(MM/DD/M ¥ VY): E

Payment Terms;

Payment Discount: 0.0%

Payment Terms Day:

o

Alternate |d:

<
o
o
.

Is use Tax required and not already on the PO? * <
Single Payment Indicator
Disbursement Category

Disbursement Format

JE

Disbursement Handling Code :

Purchase Order Information

PO ADSPO15-086077 PO Description Jess - Misc, Freight & Use Tax
Buyer Matthew Miles
PO Amount $5,000.00 Remaining To Invoice: $0.00

Vendor Information

“endor 000042545 - Funny Farms
Tax ID # g322 Wendor Remit-to Address™ | Remit A ilt) - Jessica Shuster PO Box 123 Phoenix, AZ ... ¥ |
Jessica Shuster
PO Box 123
Phoenix, AZ 85007
us

Email. jessica.shuster@ezdoa.gov
Phone: (555)555-5555

Id: 52295

Ahernate Ia: PO00Z

Remit Text:

|

6/4/2015
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5086077 Vendor #:000042545 Vendor Group #:01 Status: 41l - In Progress £

mhems Credits Subcontractors Accounts Routing Attachments MNotes Reminder Change Order Summary Back to PO

Confirmation Messages
« Changes saved successfully.

Inwoice number: JS08607T Inwoice Status: 4ll - In Progress

Invoice Type: 3 way matching Invoice Description * JS086007
Invoice Date *(MMDDIY Y ): 05/06/2015 E Effective Date *(MM/DDIV YY) 05/06/2015 E
Payment Amount: $13.00 Handling Code: E

Paid-Bankld/CheckNbr: Payment Date *(MMDDY VYY) 05/31/2015 E
Payment Terms: Payment Discount: 0.0%

Payment Terms Day:

ﬂ'hsc Amount: SS.ﬁ

Alternate Id:

Is use Tax required and not already on the PO? *:
Single Payment Indicator :
Disbursement Category

Disbursement Format :

JUUBEL

Disbursement Handling Code :

Entered By: Jessica Shuster \=reig ht Amount: 81 Dy
Entered Date: 05/06/2015 Credit Amount: 50.00

Last User Updated Jessica Shuster Last Date Updated: 05082015

Generalm(:md'rts Subconfractors Accounts Routfing Attachments Motes Reminder Change Order Summary  Back o PO

Confirmation Messages
» Changes saved successfully.

Invoice ltem #/ ltem
PO Item # Description false

PO Item PO Item Previous Permit Invoice Discount % Original Final
Status Amount Invoice Amount To Pay Amount Pay Amount Pay

COWS ( Net Unit Cost: $500.00000 )

3PPR - Partial Receipt 5000 $2,000.00 2000.00 0.0% so| [

Receive by quantity?*:

B1 Invoice Quantity *

Unit Price™:

Service From Date (MMWDDIVYYY) | |E

Service To Date (MMDD/YVYY) | |E|

‘ Invoice Amount Total: $2,000.00

Pay Al ltems

15



General Items Credits Suhoontmc{ommﬂoutinn Attachments MNotes Reminder Change Order Summary Back to PO

Confirmation Messages
» Changes saved successfully,

PO Accounting Information

Total Extended Amount = | 2000 00 Unapplied Distribution Amount =

Fiscal Year | Account Code | Amount Distribution | New Distribution | Previous Payments [ Po
v [2015-RMDADM3780-9600-AD4216-ADDI001-T539 | s500000 | smn 00 |  smo

Distribution Information =

Item details Amt to Allocate ‘ PO Allocation | Prev Inve ‘ Left to Allocate | Allocation

Item #1 $2,000.00

55,000.00 $0.00 55,000.00 2000.00
isc/Freight Information

Fiscal Year Event Type Account Code Total Amount
15 st 2015 RMDADMET B0 7588 emeee am
Use Tax Amount : | ‘ Event Type : E
15 Freight 2015--RMDITASTE0-- - T 588 $10.00
Use Tax Amount : | ‘ Event Type : lj

Credit Memo Information

There ars no Credit Memos applied to this invoice. |

‘

General ltems Credits Subcontractors Accounts Routing Aftachments Notes Reminder Change Order m Back to PO

Invoice Number: JS086077 Invoice Status: 41A- Approved for Payment Invoice Type: 3way matching
Invoice Description: J3086007 Invoice Date: D3I06/2015 Effect Date: D3I06/2015
Payment Amount: S2013.00 Handling Code: Payment Date: 0513172015
Payment Terms: Payment Term Day: 0 Payment Discount: ~ 00%
Paid-Bank/Check: Alternate Id: PROOD0ODE1E

Entered By: Jessica Shuster Entered Date: 0SI06/2015

Credit Amount: s000

Updated By: Jessica Shuster Updated Date: DEI0I2015

Is use Tax required and not already on the PO7: Yes

Single Payment Indicator: Ho

Disbursement Category:

Disbursement Format;

Disbursement Handling Code:

6/4/2015
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Scenario 4

CREDIT MEMO

Scenario 4 Details

VENDOR ACCOUNTS PAYABLE DEPARTMENT
»Vendor received payment by Invoice »Add vendors credit memo to ProcureAZ so it
15086077 can be used on a future invoice.

»Vendor realized he sent us the wrong Cow

»Vendor issued a credit memo

17



W lems Vendor Address Accounfing Routing Attachments Notes Reminders Summary

Credit Nemo St

il

Cregt Memo Amount: SO0

Checttitr
itfomd [yt o
Flcal Vear

s

1ADGA- ADOR - Geel A

1 ‘ Onganzeion

Credt Mema Mumber: CreditMemo SHafus
VendorCret Mo Mo ISy Memate |6

ek ) f K]
Dot Delvred Wrong Cow Crlenu e g
Vendor* @ Cret Mo Cuner:
Lt ADOA-Arzora Degatnet oAbt v in®
Furchase Order Number: ’

Search Using:
Find It I Clear

o o
e e Y
rorpe — - |
Requestor | A
e —
Header Minor Status EI
Department | A |
Location [ v

Search Fields: Type Code [ PODate(MMDDYYYY) |7
Catalog El
Requited DatsMMoDYYY) | | Update DatstMDDYYY) |
Vendor ID: l:l Vendor Name: |:|
Fiscal Year I:l Vendor Legal Name: |:|
NIGP Class [ v
NIGP Class Item [ v
e T T —

| Find It Il Clear |
Select Purchase Order # Purchase Order Date Description Organization DeptiLoc Purchaser Vendor Name Total Status
® ADSPO15-086077 05/06/2015 Jess - Misc, Freight & Use Tax State of Arizona ADOAIGAD Matthew Miles Funny Farms $5,000.00 3PPR - Partial Receipt

6/4/2015
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Credit Memo

an Vendor Addess ocaig Routng Ateinens e Renindes Sunmay

Status:

(redt Memo Humber, Cret Memn Szt Credt Memo Amcurt 5000
VendrCrt N Mo * S Aematelt Checkibr,

o b : - * S : ‘
lsior Deeeorg o e T £l AT | el e
Vendor* M!Hﬁ-FunnyFamm@ CredtHema Oy T
Lyt |ADOA- iz Degatvetof sl v’ DG A00A-Gel g v Do
Purtess o ke ADSPOMBWT'H@

i |

- ‘
1

Credit Memo CM0000002285
General Vendor Address Routing Notes Summary
Accounting  Notes
Item # ‘ PO ltem # ‘ Item Description * | Reason* ‘ Quantity * | Unit Cost™* | Tax Rate | Tax Amount | uom* ‘ Total

No Items are found for this Credit Mema.

e T I
i o et [

https://procuretrain.az.gov/bso/creditmemo/poltemsSearch.sdo?external=true&mode=new&d

|

Credit Memo - CM0000002285 Open Market Purchase Order ADSPO15-086077

Select | Quanfity lem Unit | UOM Class liem #
] Description | Cost Class ltem
i 10.0 | COWS 5500.00 [ EA | 040 - AMIMALS, BIRDS, MARINE LIFE, AND POULTRY, LIVE,
L] (INCLUDING ACCESSORY [TEMS) i
20- Catte, Dairy

- | -

Copyright ® 2015 Periscope Holdings, Inc. - All Rights Reserved.

oo

L

6/4/2015
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General Notes

General Vendor Address Accounting Routing Attachments MNotes Reminders Summary
Accounting  Notes

Confirmation Messages

« Changes saved successfully.

ltem # | PO Item # Item Description * Reason * Quantity * Unit Cost® Tax Rate Tax Amount

1 1 ||COWS Invoice Incorrect ¥ |1,[]0 ||50[].0[] | '| 0.00

AddfemshomPO | SeedBit | Smeaontme | Resst | ComeldEd -
Copyright © 2015 Periscope Holdings, Inc. - All Rights Reserved.

General ltems Vendor Address Accounting Routing Attachments Notes Reminders Summary

Item #1: COWS

A o] ion | o35, | i | swun | mme | swre | | owet | oo oo | Tk | stk | fogan
- | | | | ] | | |

O ® s || \”RMDADMQTBD | [oeo0 | lapeats | S = | (700000 710000 |

General Items Vendor Address A Routing

Credit Memo CM0000002285

Email

Funny Farms

Vendor Name: Preferred Delivery
hod:

Jessica Shuster Shipping Terms:
PO Box 123

Phoenix, AZ 85007

us

Email: jessica.shuster@azdoa.gov

Phone: (555)555-5555

Id: 52285

Alternate 1d: PDO02

Remit-to Address:

Jessica Shuster Shipping Method:
100 Cow Bell Lane

Phoenix, AZ 85007
us

Mailing Address:

Email: jessica.shuster@azdoa.gov
Phone; (555)555-5555
Id: 522

Alternate |d: POOO1

Status: 11C1- In Progress &

Vendor Information

Freight Terms:

Payment Terms:

1% Net 10

Item Information
Tax Tax uom Total

Item PQ Item Item Description Reason Quantity Unit
# # Cost Rate Amount
1 1 cows INVC 1.00 $500.00 50.00 EA $500.00
Fiscal Year Account Code Amount
15 2015--RMDADMSTEC--8E600--AD421E--AD00001-7588---T00000-7 10000---- 578000~ ADA $500.00

6/4/2015

Submit for Approval || Cancel Credit Memo || Clone Credit Memo |

20
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Scenario 5

CHANGE ORDERS, DISBURSEMENT OPTIONS & CREDIT MEMO

PURCHASING DEPARTMENT ACCOUNTS PAYABLE DEPARTMENT
Purchased & Received in Full Received Invoice (Fully Pay Invoice)
> 10 Calves at $100 per Calf > 10 Calves at $100 per Calf

» Accounting Info Wrong on PO

»Vendor Normally Receives ACH but is Requesting
a Check That They Would Like to Personally Pick
From the Agency

21



6/4/2015

W Invoice - Search PO

Search Using: | | ALL of the criteria v |
PO# ADSPO15-086113 Release Number
PO Description Alternate 1D
POType v Buyer v
Header Major Status v
Header Minor Saus | v |
Department [ v
w0

Search Fields: | Type Code | PoDaMOOYYY) | [
Catilog v
Required DatMMODYYYY| |3 Update DateMUDDYYYY) )
Vendor I0: = Vendor Name:
Fiscal Year Hem Description
NIGP Class v
NIGP Class Hem [ 7]
e e —

| Find It || Clear ]
Dpen Market Results

ﬂmeiﬂr\ntbeabletngebeﬂapumhaseudurfmemhasemdah&mpurtecrsMcanminmoeiten&fm

Select FPurehase Order #

Purchase Order Date Description Deptiloe Purchaser Vendor Name Total Status Permit to pay
) ADSPO15.086113 05122015 15-C0, Disb Opt & CM ADOAIGAD Matthew Mies Furmy Fams $1,00000 3PCR - Compete Recaint §1,00000
Select | Exit

|| lems Credits Subcontractors Accounts Routing Attachments Notes Reminder ChangeOrder Summary  Backio PO

ingle Payment Indicator :
ishursement Category :
ishursement Format :

ishursement Handling Code :

Fonfirmation Messages

+ Changes saved successfully.
mvoice mumber®: Imvgice Status: 4 - In Progress
vsice Type 3way matefing Invaice Descripion *
vsice Date *{MM/DDAYYYY): pEH20tE | Effective Date *(MMDDIYYYY) M
FPaymant Amount: 5000 Handing Code: E
FaictBank o Check o Paymert Date *(MMDDIYYYY) ]
Payment Tems: ‘ v i Payment Discoutt: 0%
Fyment Tems Dsy: 0
' use Tax required and not already on the PO7*

22



Change Order (In Progress) - Invoice #: J5086113 Vendor #:000042545 Vendor Group #01 S 8 -nProgress

mﬁmming Summary  Back fo nvoice

L L Select
ten# {Recount Disribuioen Descrigticn 0
m (1005 | CALVES g
[elate Selected Daiate Al Resat
Capyigh & 2015 Friscaps Hodngs, s, - Al Bt Fzsened
item #1: CALVES
Delete Buget
Al [Fiseal) pecal |mcoounting Template|  Function = Unit | SubUnit Fund Sub Fund ApprlUnit Object | SubObject| DeptObject |  Task Sub Task Prog
) [Year| e n Function

OB jao1s | |RMDADMETE0 || le00 | l4Ds215 || ||aDoooo1 71z | I (700000 ||71o000 ||
| |

[Go to after Save:
Current Page v

Change Order (In Progress| - Invoice #: JS086113 Vendor #:000042545 Vendor Group #:01 Stus 41 -InProgress )

liems Mumnirl; Back o Invoice
Camment for the whale change order

Changed the Object to 7112 since the 7599 Object was not
appropriate for reporting purpusei

Hem Accounting Changes

NodedField e ez Coe Fial Ve Deseipin erlpied Do e
oG 1 DEADOWEHEIO0G O MIBI-A—04 5 o | st B NAEA
cDmmemi| |

focoriCole 1 J05-RUADMII-EID-ADAZ- OO0 B T - — A4 1 %ﬁtountwdede\eted. ‘ Jessis s (EZ0E AN

Come| |

6/4/2015
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eemmcmm Subcontraciors Accounts Roufng Atachments Notes Reminder Change Order'l) Summay Bk io 20

Confirmation Messages

» Changes saved successfuly.

|tem General Validation Warnings

* The fallowing complete receipt PO items are fully paid (cumrent invoice amount + previous approved paid invoice amount = total received doller smount), but their finel pey indicetors are not checked. These items wil not be closed et the time the invaice is spproved: [1].

Credit Captured to Invoice

Invoice Htem 3/ Item
PO Item # Description false
PO tem PO Item Previous Pemit Ivaice Discout % Origiral Finel
Status Amount Invoice Amount ToPay Amount Pay Amount Pay
]
CALVES ( Met Urit Cast 10000000
3PCR - Complete Receint ‘ m.(mm‘ su.uu‘ 51.03‘.10‘.]‘ 1000.00 ‘ 0.0%‘ snm‘ 0]
Reseive by quantity?*:
B Invoice Quantity * 10
Unit Price*: 100
Service From Date (MWDDMYYYY) i
Service To Date (MWDDAYYYY): |
Invaiee Amount Total: 31,000.00
Pay Al liems Save & Continue
w S Accounts Routng  Atachments WNotes Heminder Change Orderl] Summary  Sack o F0

T T - S R e

| SeedCaine |

Credit Memo Selection

Include All |/ Credit Memo # Description Credit Memo Date Credit Memo Owner Total
mo CMD0DD002234 testing credit memo 20180222 00:00:00.0 SHANNON. LANDIS@AZDOA. GOV 338.00
mo (CMD0D0002235 testing credit memos 20180222 00:00:00.0 SHANNON. LANDIS@AZDOA. GOV 357.00
mo CMD0D0002238 first em in ust 201502-20 00:00:00.0 EBALSTAD 350.25
mo CAD0D0002238 Test Full Entry 20150223 00:0:00.0 JESSICA SHUSTER@AZDOA GOV 38015
mio CAD0D0002238 Enter with PO info 20150223 00:0:00.0 JESSICA SHUSTER@AZDOA GOV 3035
®0O CAD0DD002241 test manual cm 20150223 00:0:00.0 EBALSTAD 3

| CMD0D0002265 Delivered Wrong Cow 201505407 00:0:00.0 JESSICA SHUSTER@AZDOA GOV 550000

Description

Account Code

Unit Cost

Tax Amount | Total Amount

Availzble Amount

COWs

2015-RMDADMBTE0-~2800-AD4218-AD00001- 7588~ 00000 710000~ E78000——ADA

10 5500.00

w

000 5500.00

50000

Amount To Take

00.00

Save & Continue

6/4/2015
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Invoice #: J5086113 Vendor #:000042545 Vendor Group #:01

Delete All L/

Credit Captured to Invoice

Credit Memo &

Description

Ganeral m;Wmm; Rccounts Roufing  Aftachments Notes Reminder Change Order(f) Summary 2ok fo PO

Credit Nemo Date

Status: 41 - In Progress £

Credit Memo Owner Total

mU

CIDODDD2285

Delivered Wrong Cow

Save & Continue

20150507 00:00:00.0

JESSICA SHUSTER@AZDOA GOV 5200.00

Save & Continue

Tnclude A1l L) Credit Nemo 2 Deseription Credit Wema Date Credit Memo Owner Total
ol CMD000002234 testing credit memn 201502-22 00:00:00.0 SHANNON.LANDIS@AZDOA GOV 53800
g0 (CMD000002235 testing credt memos 201502-22 00:00:00.0 SHANNON . LANDIS@AZDOA GOV 357.00
g0 CMO000002238 first em in uat 201502-20 02:00:00.0 EBALSTAD 35025
g0 CMO000002238 Test Ful Entry 201802-23 00:00:00.0 JESSICA SHUSTER@AZDOA. GOV 5015
g0 CMO000002238 Enter with PO info 201802-23 00:00:00.0 JESSICA SHUSTER@AZDOA. GOV LB
g0 (CMD000002241 tast manual em 201502-23 D0:00:00.0 EBALSTAD 517.38
ol CMD000002285 Deliversd Wrang Cow 20150507 02:00:00.0 JESSICA SHUSTER@AZDOA GOV £300.00

Invoice #: JS086113 Vendor #:000042545 Vendor Group #:01

General ltems Credits Subcontractors Accounts Routing Afachments Notes Reminder Gm(}dwﬂ] Back to PO

Header Information

Sttus: 41 In Progress P

Invoice Number:
Invoice Description:
Payment Amount:
Payment Terms:
Paid-Bank/Check:
Entered By:

Credit Amount:
Updated By:

Is use Tax required and not already on the PO?:

Single Payment Indicator:
Disbursement Category:
Dishursement Format:
Disbursement Handling Code:

15088113
1500813

530000

Jassica Shuster
200
Jessica Shuster
[

Yes

UL

AR

Invoice Status:
Invoice Date:
Handling Code:
Payment Term
Alternate Id:
Entered Date:

\pdated Date:

Day:

4ll-In Froress Invoice Type: 3wy matching

Ezams Effect Date: i
Payment Date: B0

0 Payment Discount: 00%

5122015

15122015

6/4/2015
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