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Invoice Processing - Without a Purchase Order (PO)

This process will show you how to get your suppliers Additional Resources:

paid for the goods or services you purchased. (A e  GMHEC Website (https://www.gmhec.org/finance/finance-knowledge-base/)
Supplier can be a Vendor, Independent Contractor, or e ap@gmhec.org

a Student)

Process
Step_ &. Action
Descriptio
n
» If you have used the Requisition or Purchase Order function, you will use the Matched
Invoice process. Click here for instructions.
» Otherwise, please follow the process below
Navigation Path:
> Payables = Invoices - Recent >Create
g Help Desk Contract Management Product Management Service Logistics Payables
APPS
Payables Invoices Payments
11 Qreate Dashboard
Invoice
Invoices
O
Scanned 24 Hours Holds Approval Prepaid Due 7 Days
Validation Q Pending
0 36 45 39 e 100 0  $2.98u E
O Purchasing Q Others I
07 814 15+ 0-30 3160 61+ Discount $0 o
0 Other 116 Rejected \
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View w 7 E [ Detach Create | Validate | Cancel Post to Ledger
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https://www.gmhec.org/finance/finance-knowledge-base/
https://www.gmhec.org/wp-content/uploads/2019/03/Matched-Invoice-Reference-Guide-20190905.pdf
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1.2 Under
Create
Invoice
Complete
Required
Header
ltems

Enter Required Fields:
» Business Unit (SMC, CC, or Midd)

» Supplier: first try typing in the start of the name and see if it autopopulates.
o If not, click the magnifying glass next to the cell and use the Search functionality to find it.

» Supplier Site and Legal Entity will default. If there is more than one Site, choose the one that corresponds to

your invoice. If you need an additional one, please contact Accounts Payable.

» “Number’ is the Invoice Number from Supplier Invoice (always use the number provided!)
o If NOT available, use this naming convention: MD20190814 (2 digit school code + Date)

Amount: dollar value to be paid

Type: always Standard

Description: this should be informative for the Approver of the invoice.
Date: the date on the supplier invoice

Payment Terms / Terms Date — accept default values

vV VvV VvV VYV V V

Requester: its important to enter your own name here. Type your last name and select it from the list.

DO NOT fill in Identifying PO

Create Invoice: =] Invoice Actions w Save and Create Next ~ Save

4 Invoice Header  show More

Save g

Identifying PO Q * Number * Date  20-Sep-2019 Y
* Business Unit i * Amount USD- v * payment Terms  Net 15 v
* supplier *Type Standard v * Terms Date  20-Sep-2019 Y
Supplier Number Description Requester Q
* Supplier Site v Y Attachments Nnne+
* Legal Entity - Note [E¥
Invoice Group
» Attachments: You must attach the Invoice provided by the Supplier for the invoice to be approved. Other
appropriate backup includes a contract (for a guest speak for example) or receipt for a student
reimbursement. Click the plus and then Choose File to upload a scanned document from your computer.
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Add LINE ITEM details include Account Distribution (EDORDA):

Click the Gray Arrow to open Lines:

» Lines

Click next to the number 1 line; it will now be highlighted. Enter:
» Dollar amount under amount (it should match the Header amount, unless you will enter multiple
lines).
» Distribution Combination: to enter the correct Accounting information, click square blue icon.

4 Lines  Match Invoice Lines e

View w + B %X 7 [ & Detach Allocate ¥  CancelLine Distributions

Distribution ~ Budgetary Confrol ~ Reference = Tax = Purchase Order  Asset = Project
1.3 Enter
I n v O | C e Distribution Budgetary Control
Line(s) umber | Type Amount Distribution Set Distribution Combination Accounting Date F}_{ﬁﬁ;ﬂ”ﬁ;"e&: *Budget Date  Status
Informatio 1 Item v 5,500.00 v =] 09-Feb-2018 (i@ 09-Feb-2018(%@  Not attempted
n
2 Item ‘ 09-Feb-2019 - 09-Feb-2019 Not attempted
.To complete the Distribution Combination popup:
&%tribution Combination ID x
A Hide Segments
Entity 314 w | Central Admin
Department 0000 w MNone
Object v
Restriction 10 w | Unrestricted
Designation 000000 w | Current Unristricted
Activity 00000 w  Default
Intercompany 000 w Mone
Futurei 0 w  Default
Search Reset | OK  Cancel

» Confirm /update all default values. TIP: if the department defaults to 0000, you must put the
correct one in or your invoice will be rejected.
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Object -
» To search for a value, use the dropdown
arrow. striction | 10000 Cash - Payroll
> Click into the blue SEARCH link ignation | 1200 Cash - Accounts Payable
10002 Cash - Operating
Activity
» Search tips: 10006 Cash - Credit Card
ompan
© Use ADVANCED pany 10007 Cash - Other Credit Card
° ?W'tCh the s?arch type to Futuret | 49903 Cash - Money Market
CONTAINS?” for the broadest
search 10009 Cash - Savings
10010 Cash - Petty Cash
Search and Select: Object X 10011 Workers Compensation
4 Search | Advanced 10012 Medical Imprest
Match (@ All Any
Soarch, |, “em———
Value Starts with v
Description Containg A

/ Search Reset

» Designation: if you also need to charge a grant or fund, update the Designation field. NOTE: You
will ALSO have to populate a second field. Once you save your Distribution Combination, scroll to
the far right of your line item. Click the box under Details for your line item and enter it.

I3

Details

Expenditure
Organization

—-—*

» Once the account segments are set, click OK.

» NOTE - only include ONE supplier invoice per Oracle invoice transaction. Each invoice must be
entered separately.

1.4 Now take the final steps to complete the invoice and send it off for Approval:

Validate,

Initiate, & » Click the Invoice Actions drop down and click Validate. This will review for errors. Fix any that
View are indicated.

Approval/

Notificatio » Click the Invoice Actions drop down—Approvals — Initiate. The approver is notified by email.
n History
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Save and Create Next Save Save and Close [

Manage Installments
Calculate Tax Ctri+Alt+X

‘ Validate Ctrl+Alt+V
Apply or Unapply Prepayments mmm-yyyy E'b
Manage Holds v
Approval > Initiate -
View Approval and Naotification History Withdraw
Cancel Invoice Hold

Delete Invoice

Force Approve

Pay in Full Resubmit
Post to Ledger Approve
Account in Draft Reject

» Later, come back to the Invoices tile to review your invoice and check the Status:

Ve Payroll Sales Payables General Accounting Intercompany Accounting Budgetary Control
APPS
Invoices Payments

» You will then go to the Task icon on the right side of the screen and click on Manage Invoices.

1.5 Viewing
Invoice _ Invoices
Informatio « Create Invoice

n ‘ E + Create Invoice from Spreadsheet
* Create Recurring Invoices

IManage Invoices
» + Apply Missing Conversion Rates

Validate Invoices

Initiate Approval Woarkflow
+ |mport Invoices

+ Comect Import Errors

|

Accounting
+ Create Accounting
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» You can now search for your invoice, likely by Invoice Number or Supplier. Once you have, click

into the Invoice Number in the Results list to view details.

o TIP —refer to the Saved Searches reference guide for detailed instructions on using this

search screen effectively.

» Inthe Header area, go to the upper right and click the Validate link to see important information,

including the Approval Status, and Paid status.

Invoice Summary

Status Holds

Validation Validated Installments
Funds Reserved Line Variance
Approval Initiated Distribution Variance
Accounting Unaccounted Manual Holds
Payments Unpaid «—"

¥ P System Holds
Due Date 19-Sep-2019

Supplier Site

&@o
@o
@o

@0
@& No

x

HValidated

Unit
Unit
Brms
ency

lents

Actions w

SMC BU

SMC BU
Immediate

UsD

luna jpeq = 3

Save

» In the middle left on the screen you can also check:

o Holds and Approvals — see WHO the approver is, and if there are any Holds which may

slow down payment

o Payments — once paid, you can see date, check number, and payment method here.

Lmes Holds and Approvals Payments  Installments

Approval and Notification History
vieww 8 EF & Detach
Workflow Type Line Action Action Date

Invoice approval Initiated

Invoice approval Assigned to

19-Sep-2019 10:42 AM

19-Sep-2019 10:42 AM

Approver

» To see the Account Distribution: go to Invoice Actions / Edit. Follow the steps above for
opening the Lines Items section, and you can view the EDORDA there.

Once the invoice is approved, it is routed to Accounts Payable where it will be included in the appropriate
Payment Run so a check or direct deposit can be remitted to the Supplier.
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