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Topics

ÅPayment Request Document
ÅActions: Hold, Cancel

ÅDocument Routing
ÅPrimary vs Secondary Delegate

ÅExtracting to PDP
ÅCalculating an Invoice Pay Date

ÅDetermining payment request status

ÅEPIC Document Search
ÅPrint a duplicate invoice

ÅAP Policy/ Payment Delays



Payment Request Document (PREQ)



Lifecycle of a Purchase Order
Departmental 
user creates a 

Requisition 

Requisition is 
approved 

creating a PO

Vendor Invoice 
arrives and is 
processed by 

AP

Invoice is 
scanned and 
indexed to 

begin routing

PREQ is Auto-
Approved or 

Dept-Approved

PREQ is 
extracted to 

PDP for 
payment

Funds are 
disbursed in 

PDP



The Ideal Invoice

ÅVendor name in header of invoice (a match for the PO 

name)

ÅVendor remit to address

ÅPO#

ÅVendor invoice #

ÅVendor invoice date

ÅSufficient itemization to know what goods / services were 

provided

ÅBilling name: Indiana University

ÅBilling amount
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Approving a PREQ, meansé

ÅThe goods or services have been 

satisfactorily delivered

ÅThe proper accounts have been charged

ÅThe payment amount is accurate and 

should be disbursed



GL entries

ÅAt AP Approval (07/26/08) óPREQô

ÅFiscal Officer did not edit the accounts

ÅAt disbursement (08/11/08) óPDPô

Expense debit

Liability credit

Cash credit

Liability debit



Separation of duties ïan internal 

control noteé
ÅAppropriate 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.



Retrieving a PREQ document

ÅNotification in your action list

ÅSelect Notifications

ÅGo to Full Action List

ÅSelect the Document ID from the list

ÅPREQ document will appear
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PREQ as shown in the action listé

ÅAuto-approvals show as ñAcknowledgeò
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Who can view the Invoice Image?

ÅAccess to the image button depends on the 

accounting on the PREQ and in FIS

ÅFiscal Officers

ÅActive PREQ delegates

ÅActive ALL delegates

ÅSelect other user groups ïlike AP, PUR, Internal 

Audit

ÅElectronic Invoices do not have an image attached



EPIC Actions

ÅEdit Accounting Line

ÅRequest Hold

ÅRequest Cancel

ÅEPIC notes
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Fiscal officers or FO PREQ delegates 

can edit accounting during routing é 

shown on next slideé




