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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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New Features
Re‐use of Invoice Numbers

Editable Payment Terms

Adding of Use Tax

Disbursement Options

New Features
 Items Tab

 Receive by Quantity

 Invoice  Quantity

 Unit Price

 Service To & From Dates
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New Features
 Accounts Tab

 Enter Use Tax

New Features
 Credit Memo 

 Ability to pull data 
from PO



6/4/2015

4

Finding Invoices Between ProcureAZ and 
AFIS
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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

?
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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
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Scenario 2
PAYMENT  TERMS  AND  PARTIAL  PAY

Scenario 2 Details
PURCHASING DEPARTMENT

Purchased & Received in Full
10 Dogs at $100 per Dog

ACCOUNTS PAYABLE DEPARTMENT

Received Invoice (Partial Pay)
Invoice for 8 Dogs at $100 per Dog

Loyal Customers so vendor giving a discount
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Scenario 3
MISCELLANEOUS,  FREIGHT  &  USE  TAX

Scenario 3 Details
PURCHASING DEPARTMENT

Purchased & Partially Received
10 Cows at $500 a Cow

Received 4 Cows

ACCOUNTS PAYABLE DEPARTMENT

Received Invoice (Partial Pay)
Invoice for 4 Cows at $500 a Cow

Must Pay Use Tax of 8.3%

Freight of $10 is on the Invoice

 $3 Processing Fee is Listed on the Invoice
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Scenario 4
CREDIT  MEMO

Scenario 4 Details
VENDOR

Vendor received payment by Invoice 
JS086077

Vendor realized he sent us the wrong Cow

Vendor issued a credit memo 

ACCOUNTS PAYABLE DEPARTMENT

Add vendors credit memo to ProcureAZ so it 
can be used on a future invoice. 
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Scenario 5
CHANGE  ORDERS,  DISBURSEMENT  OPTIONS  &  CREDIT  MEMO

Scenario 5
PURCHASING DEPARTMENT 

Purchased & Received in Full
10 Calves at $100 per Calf

ACCOUNTS PAYABLE DEPARTMENT

Received Invoice (Fully Pay Invoice)
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
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