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Topics

A Payment Request Document
A Actions: Hold, Cancel

A Document Routing
A Primary vs Secondary Delegate

A Extracting to PDP
A Calculating an Invoice Pay Date
A Determining payment request status

A EPIC Document Search
A Print a duplicate invoice

A AP Policy/ Payment Delays
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Payment Request Document (PREQ)
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Lifecycle of a Purchase Order

Departmental
user creates a
Requisition
Funds are Requisition is
disbursed in approved
PDP creating a PO
PREQ is Vendor Invoice
extracted to arrives and is
PDP for processed by
payment AP
. Invoice is
PREQ is Auto- scanned and
Approved or indexed to
Dept-Approved

begin routing
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The Ideal Invoice

A Vendor name in header of invoice (a match for the PO
name)

A Vendor remit to address
A PO#

A Vendor invoice #

A Vendor invoice date

A Sufficient itemization to know what goods / services were
provided

A Billing name: Indiana University
A Billing amount
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Approving a PREQ, m

A The goods or services have been
satisfactorily delivered

A The proper accounts have been charged

A The payment amount is accurate and
should be disbursed
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GL entries
AAt AP Approval (07/ 26

Fisc Pd BT Ch Account Sub Obj 5Sobj OT Project Araount D/C
Doc Nuber/Org Ref Type Ref Number Tran Dt

. om0
e ) ( Liability ored
A Fiscal Officer did not edit the accounts

AAt di sbursement (08/1

Fisc Pd BT Ch Account Sub Obj Sobj OT Project Amount D/C
Doc Nunber/Org Ref Type Ref Number Tran Dt
N\

N\ .
U ( ) Cash credit
2009/04A AC BL 1023200 —————-— g000---{ AS f—————m——— -295.A8 C
ACHD - 08/11

GENERAT O PD-500422483/ =

2009/0% AC PL 1023200 --———- 9041———@ ————————— —295.(8 D : o :
= ACHD PD-784945 08711 Llablllty deblt

GUY BRO PD-500422483/

Expense debit
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Separation of duties T an internal

contr ol not e é

A Appropriate separation of duties means that at least two
people from the department have been involved in the
process of creating a requisition, approving a requisition
and approving a payment request.

Initiated Approved | Approved Proper
Requisition| Requisition| PREQ Separation
Bob Jane Jane
(FO) (FO)
Jane Jane Bob
(FO) (FO) (PREQ delegate)
Jane Jane Jane

(FO) (FO) (FO)
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Retrieving a PREQ document

A Noatification in your action list

A Select Notifications

A Go to Full Action List

A Select the Document ID from the list
A PREQ document will appear
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PREQ as shown 1 n the

Document = 'Route | Action B ' | Date | Workgroup Route |
5_@ Type Title Status Requested Anitiator m. Created Request |Log
Al i — — | | | | |
| . ~ |
185 t: 232‘#84 BlO'Rad ‘gijr.&gs‘ Martindale, | 10:55 AM —i
(18| EPIC ' Laborat~=in~ Tm~ | =902 IDebral | 04/13/2007 :
Payment | I
Request | $55.28 HOLD
| 6624601
l_'—l__l_l.'ﬁ BiO'Rad ~ -
| ? | Bristow, Martindale, | 02:18 PM
| 1884552 | ;’Zé?:sr;t REQUEST'UTE APPROVE |Melinda S |Debral |04/23/2007

CANCEL - o

AAuto-approvals show as fAck:

ﬁ‘l’c“"'e"t Type Tit

;Route VAction = ‘ [ VWorkgroug [ 2 :Route
le | Status Recucated Initiator Delegator | Date Created eauack Actions i

!’ | EPIC Payment i 3| Smith, 10:00 AM 3
1315805 | piiest Pay Pay ent REQUESt' 2 |Daniel3 | 03/10/2008 | e

403036 | ACKNOWLEDGE |




Doc Id: | 1912257

Created:

10/30/07

Doc Status: | ENROUTE ;PREQ Status: | Awaiting Fiscal Officer Approval

PREQ #: | 408006

Inv #:| SK_APHOLD

**THIS IS NOT PRODUCTION! - THIS IS A TEST ENVIRONMENT (REG)**

Backdoor Id is enabled. Id is srgott.

Vendor/Invoice

Vendor & Remit Address: AMERICAN PHYSICAL THERAPY
ASSO Details

1111 N. FAIRFAX ST.
ALEXANDRIA, VA 223141488

| United States

Vendor #: 1589-0 ‘ AP Approval Date:
Customer #: | Attachment:
PO #:| 244039 1 Special Payment:
Pay Date: | 10/30/07 | Cost Source:
Payment Terms: | Net 30 Days PO Classification:
Invoice Date: | 10/30/07 PO End Date:
Special Handling Notes: Check Stub Notes:
PDP Extract Date: ‘ Payment Paid:
Shipping Payment Terms:
Items
Detail # ‘ Qty uomM Cat # Description
| [» show | 2 ‘ 1.0 ‘ EA | A2007 monthly memberships 1
Account Summary
Detail Fiscal Year Chart Account Sub-Acct Object Code Sub-0bj Project Code Org Ref ID
i? show | 2008 BL | 2142651 4502
[» show 2008 | BL |2142652 |

4502

Workflow Annotation:

Primary Vendor Name:

View this Document in EPIC
There are 2 notes on this Document

AMERICAN PHYSICAL THERAPY
ASSC

10/30/07
No

None

Estimate

Variable Schedule, Variable Amount

06/30/08
| No
Unit Cost Extended Cost
100.00 | 100.00
Total: 100.00 |
Org Doc # Payment Amt
50.00
50.00
Total: 100.00 |

approve

request cancel

edit hoid exit

Backdoor 1Id is enabled. Id is srgott.
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Who can view the Invoice Image”?

A Access to the image button depends on the
accounting on the PREQ and in FIS

A Fiscal Officers
A Active PREQ delegates
A Active ALL delegates

A Select other user groups i like AP, PUR, Internal
Audit

A Electronic Invoices do not have an image attached
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EPIC Actions

A Edit Accounting Line
A Request Hold

A Request Cancel

A EPIC notes
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Fiscal officers or FO PREQ delegates
can edit accounting
shown on next sl i dee



Doc Id: | 1912257 Created: | 10/30/07
;ﬁ.\ E pl ( Doc Status: ENROUTE |PREQ Status: | Awaiting Fiscal Officer Approval |oval
PREQ #:| 408006 Inv £:| SK_APHOLD
**THIS IS NOT PRODUCTION! - THIS IS A TEST ENVIRONMENT (REG)** Backdoor Id is enabled. Id is srgott. gott.
View this Document in EPIC ¢
There are 2 notes on this Document ¢

Vendor/Invoice

Vendor & Remit Address: | AMERICAN PHYSICAL THERAPY
ASSO _Details : AMERICAN PHYSICAL THERAPY
1111 N. FAIRFAX ST. Primary Vendor Name: ASSO
ALEXANDRIA, VA 223141488 -
United States
Vendor #:| 1589-0 AP Approval Date: | 10/30/07 |
Customer #: Attachment: | No
PO #:| 244039 Special Payment: None
Pay Date: | 10/30/07 Cost Source: | Estimate
Payment Terms: | Net 30 Days PO Classification: | Variable Schedule, Variable Amount -
Invoice Date: | 10/30/07 PO End Date: | 06/30/08 —
Special Handling Notes: Check Stub Notes: |
PDP Extract Date: Payment Paid: | No 1
Shipping Payment Terms: —_—
Items q
Detail Qty UoM Cat # Description Unit Cost Extended Cost
» show 2 1.0 |(EA A2007 monthly memberships 100.00 100.00 -
Total: 100.00
Account Summary
Detail Fiscal Year Chart Account Sub-Acct Object Code Sub-0bj Project Code Org Ref ID Org Doc # Payment Amt
» show 2008 BL 2142651 4502 50.00
» show 2008 BL 2142652 4502 50.00 0
Total: 100.00, ©
Workflow Annotation:
| approve | l: request cancel || edit ‘l [ hold | [ exit |

Backdoor 1Id is enabled. Id is srgott.



