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Accounts Payable Process
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Entering Invoices in Invoice Entry

Overview
Invoices to be entered through this program are invoices that do not have supporting purchase order or
contract documents.

When you enter an invoice in Enterprise ERP, you are requesting that funds be set aside for a service
or an order that has been fulfilled, as well as initiating vendor payment. Upon entry of an invoice, the
amount allocated to each general ledger account will appear as a memo balance that subtracts the net
amount from the remaining available budget. The invoice will be released through an approval process
driven by the accounts contained within the transaction. Upon completion of the approval process, a
notification will be sent through workflow to accounts payable personnel, who will post the invoice.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm the following:
¢ You have access to the accounts to which the invoice will be allocated.

¢ You have permission to enter a direct invoice without referencing a valid purchase order.
e The Accounts Payable Invoice Workflow process is established.

Enterprise ERP, powered by Munis®
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Procedure
To enter an invoice in Enterprise ERP:

Open the Invoice Entry program.

Financials > Accounts Payable> Invoice Processing > Invoice Ent

1.

2. Click Add Batch.
3. Complete the fields, using the following table as a guide, to define the batch.

*%a Invoice Entry

Batch Information

Batch *

Effective date *

Year/Period *

Fund *

Cash account *

CHECK RUN

Due date

Invoice count
Amount total
Vendor hash

Released?

2 eeccn|2

Add Batch

Enable TCM invoice barcode label printing

Add a new batch of invoices.

5 tyler

Field

| Description | Notes

Batch Information

Batch

Stores the unique number assigned to
identify this group of invoices.

The program automatically assigns the
next available batch number according
to the default value in the Accounts
Payable Settings program, but you can
change it.

The batch number can be reused once
a batch has been posted.

Enterprise ERP, powered by Munis®

Accounts Payable 2021.6

Page 7



5 tyler

Field

Description

Notes

Effective Date

Specifies the date the invoice affects
the general ledger. The default value is
the current date, but you can change
this.

Year/Period

Define the fiscal year and period for the
batch.

The default values are completed
according to the General Ledger
Settings program, but you can change
these if you have appropriate
permissions.

Fund

Specifies the fund to be used with this
batch. The program completes this field
with the default value entered in the
Accounts Payable Settings program.

Cash Account

Provide the org and object codes that
identify the cash account used to pay
invoices in this batch.

The program completes this field with
the value entered in the Default Cash
Account field on the Check Settings tab
of the Accounts Payable Settings
program.

Check Run
[Warrant]

Stores the warrant or check run
number to be assigned to all invoices in
the batch. This is a method of grouping
invoices to be included in a check run.
The warrant or check run number can
be up to eight alphanumeric
characters.

This field is optional.

Note: The name of this field can be
customized to suit your organization's
practices by changing the value stored
in the Invoice/Check Grouping Label on
the Check Settings tab of Accounts
Payable Settings.

Due Date

Specifies the due date for invoices
within this batch. This is another
method by which Enterprise ERP can
select to include invoices in a check
run. The default value is the current
date, but you can change this.

Enable TCM Invoice
Barcode Label
Printing

Directs the program to print Content
Manager bar code labels for ease of
scanning and attaching printed copies
of each invoice, when this checkbox is
selected.
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Field

Description

Notes

Invoice Count

Displays the total number of invoices in
the current batch. This field is for
display only.

Amount Total

Provides the total dollar amount of all
invoices in the batch. This field is for
display only.

Vendor Hash

Supplies the total of all vendor numbers
added together, producing a hash total
which may be used as a control
number or reconciliation tool when
entering a batch of invoices. For
example, if a batch of two invoices
includes one invoice from vendor
number 1000 and one invoice from
vendor number 2000, the vendor hash
is 3000 (1000 + 2000).

By manually adding vendor numbers
for all invoices and comparing that
number to the vendor hash, invoices
missing from the batch can be
detected.

Released?

Indicates the release status of the

invoices in the batch.

¢ All Released—All invoices in the
batch have been released.

e Some Released—Some invoices in
the batch have been released and
some have not.

e None Released—None of the
invoices in the batch have been
released.

The program updates this field

automatically and you cannot access it.
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Accounts Payable 2021.6

Page 9



4. Click Accept.
The program refreshes the screen and displays the Invoice group of the Invoice Entry screen for
specifying the details of the invoice.

| i-EI Receiving

00 Taxavle involce on Hold - Department co

04/21/2021 ] Requisitio

04/21/2021 03 Lia methog

=} Due date * 05/21/2021 @

5. Complete the fields, as required. Refer to the following table for specific field details.

Field | Description | Notes
Invoice
Year Indicates the fiscal year of the purchase

order or contract to be liquidated. Valid
years are current or prior year. When the
Holding Current Year Open checkbox is
selected in the General Ledger Settings
program, valid options include the current
year and the next year.

PO Identifies the Enterprise ERP purchase
order number that this invoice is to
liquidate. Enter the purchase order
number or click the field help button to
select a purchase order from a list of
open purchase orders.

e When there are receiving records
related to the current invoice and
you click the Receiving button, the
Purchase Order Receiving
program opens in inquiry-only
mode. You cannot modify any of
the receiving records. If you are
liquidating a purchase order that
has no received items, the
Receiving button is not active.

Enterprise ERP, powered by Munis®
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Field

Description

Notes

e If your organization has existing
APT workflow business rules, the
Enter P-Card Invoice option is
available when your cursor is
active in this field and you are
adding an invoice. The Enter P-
Card Invoice option allows you to
create a single invoice for an
imported P-card transaction. This
option is not available for
organizations in North Carolina.

Contract

Specifies the Enterprise ERP contract
number, if this invoice is to liquidate a
contract. If the PO selected is associated
with a contract, the program completes
the default value for the contract number.

Vendor

Identifies the vendor for the invoice. Enter
the number or click the field help button
to search by Vendor Alpha. The program
completes this field according to the
information included on the selected
purchase order.

Address

Identifies the appropriate vendor
remittance address. The default remit
address displays in the Address fields.
Click the field help button to choose from
available remittance addresses
associated with this vendor.

Terms

Displays the terms for the purchase. The
program completes this information
based on the vendor identified in the
Vendor field. Vendor terms are
established and maintained on the
General tab of the Vendors program.

Document

Identifies the document number that can
be referenced in report and inquiry
programs. The program generates the
next sequential number as determined by
the Accounts Payable Settings program.

Invoice

Identifies the invoice number as
displayed on the invoice.

Gross

Contains the gross amount of the invoice,
excluding discounts or freight charges.
¢ You can enter a positive or

negative amount. If you type a
negative amount, a credit memo
is created. You can enter an
amount of 0 if you have selected
the 'Not required, and if entered,
can be invalid' option for the PO

Enterprise ERP, powered by Munis®
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Field

Description

Notes

Number Entry on Invoices field in
Accounts Payable Roles.

o If the value of this field is changed
during an Update action, the
program places your cursor in the
line detail table. You must update
the detail amounts to match the
gross amount.

e If your organization has sales tax
enabled and existing
APT workflow business rules, the
Enter P-Card Amounts option is
available when your cursor is
active in this field and you are
adding an invoice. This option
allows you to enter amounts from
a P-card receipt for an invoice to
match with a P-card transaction.
The Enter P-Card Amounts option
is not available for organizations
in North Carolina.

Taxable Invoice

Indicates that the system calculates sales
tax for this invoice. The Taxable Invoice
checkbox displays only if your
organization's system is configured to
use sales tax. If so, this box is selected
by default. If you clear the checkbox, tax
rates for the invoice are automatically set
to zero and the Sales Tax screen does
not display.

Discount Date

Specifies the date before which the
invoice must be paid to receive the
discount percentage entered in the Disc
% box. Enter the date or click the
calendar button to select a date.

Disc Basis

Specifies the amount of the invoice that is
subject to discount.

This field is only accessible if you enter a
Discount Date.

Discount %

Determines the percentage amount for
the discount to be applied to this invoice.
This may default from the vendor file.
This field is only accessible if you enter a
Discount Date.

Disc Amt

Contains the total discount amount. The
program calculates the value in the box
by multiplying the Discount Basis by the
Discount %. If you do not enter a
Discount Percent, you can manually
enter the discount amount as a flat value.

Enterprise ERP, powered by Munis®
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Field

Description

Notes

Net Amount

Contains the gross amount of invoice
less any discounts applied.

Payment Method

Identifies the payment method. The
program completes this value according
to the selected vendor’s preferred
method of payment. Available options
include direct disbursement, wire
transfer, electronic funds transfer (EFT),
normal, single check payment, active
card integration (ACI) transfer, or
purchase card (P-card).

The default value can be changed, if
necessary.

Check/Wire

Contains the check or wire transfer
number if the payment method is a direct
disbursement or wire transfer.

Click +1 to assign the next available
number.

Check/Wire Date

Indicates the date of the wire transfer or
direct disbursement.

Description

Contains the general description of the
invoice. Depending on the file layout, the
description displays up to 30 characters
in the Print Checks program.

When the Default Invoice Line
Description from Header Description
checkbox is selected on the Invoice
Settings tab of the Accounts Payable
Settings program, the program uses this
description as the default description of
each line of the invoice.

Status

Indicates the status of the invoice
throughout the approval process: A-
Active, D-Discrepancy, H-On Hold, P-
Pending, R-Rejected, or T-Awaiting
Three-Way Match.

A status of H-On Hold indicates the
invoice is currently held and must be
approved before it can be posted. A
status of A-Active means the invoice has
been processed. If you use three-way
matching, the program automatically sets
the T-Awaiting Three-Way Match status if
you enter a PO and no receiving records
exist.

Voucher

Contains a voucher number.

If the Allow Voucher Entry checkbox in
Accounts Payable Settings is selected,
the program displays the next available
voucher number, but you can change

Enterprise ERP, powered by Munis®
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Field

Description

Notes

this. You can enter up to eight
characters.

It is recommended that you use the
voucher number feature, as it provides
the only mechanism for sorting invoices
by order of entry.

This box is accessible if the Allow
Voucher Entry checkbox is selected in
Accounts Payable Settings. You can also
hide the Voucher field by clearing the
Display Voucher Number checkbox in
Accounts Payable Settings.

Check Run
[Warrant]

Indicates the check run in which the
invoice will be included. This field is not
accessible.

Note: The name of this field can be
customized to suit your organization's
practices by changing the value stored in
the Invoice/Check Grouping Label on the
Check Settings tab of Accounts Payable
Settings.

Service Date

Stores the service date for the invoice.
The field is displayed only if the setting
for Require a Service Date When Adding
an Invoice is selected in the

Accounts Payable Settings program.

Invoice Date

Identifies the date on the invoice. Enter a
date or click the calendar button to select
a date.

Received Date

Displays the date the invoice was
received.

Due Date

Specifies the date the invoice is due.

Department

Identifies the department code
associated with this invoice. The program
completes the default value with the
purchase order department, but you can
change this.

Work Order

Identifies a work order number
associated with the invoice. Enter a work
order number or select the field help
button to select an available number, if
applicable.

This box applies if your organization uses
Asset Maintenance.

Work Order Task

Identifies a work order task number,
which applies if you have entered a work
order number.

This box applies if your organization uses
Asset Maintenance.

Enterprise ERP, powered by Munis®
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Field

Description

Notes

Allocation

Indicates the allocation code associated
with the invoice. Enter an allocation code
or click the field help button to select a
code from a list of available numbers.

Requisition

For invoices that reference a purchase
order, this box reflects the requisition
number from which the selected
purchase order was converted. This field
is not accessible.

Lig Method

Determines the liquidation method: Line

or Account. The program completes this

value according to the Accounts Payable
Settings program.

Separate Check

If selected, indicates that a separate
check is required in the event multiple
invoices are included for this vendor in a
check run. The program will complete this
value if this is included on the vendor
record or if a one-time pay vendor is
selected.

Include
Documentation

Indicates that documentation is to be
included with the payment, if selected.
This allows payments with documentation
requirements to be grouped together,
enhancing production efficiency and
speed. The Print Checks program groups
checks by this option when the Check
Format is X-AP Check Export File.

When you create invoices using the
Recurring Invoices program, this box is
not selected by default.

PA Applied

Indicates that project accounts are
applied to this transaction, if selected.

RFC

Displays a request for check associated
with the current invoice, if applicable.

Comments

Stores any comments for this invoice.

Withholding

Opens the Withholding Information
screen for this invoice.

Click Accept to save the basic invoice information and move to the Accounts tab.

ACCOUNTS

LINE ITEMS

Object

1 11135000 5400

20090059 989.10

0.00

Verify and update the general ledger account number.
The program completes the total invoice amount for the first line, but you can manually update this
if you are allocating to more than one account. Continue to add detail lines until the invoice has

been fully allocated, and the total reflects the invoice amount.

Click Accept.

Enterprise ERP, powered by Munis®
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9. Click Add and repeat the preceding steps to continue adding invoices to the batch. When all
invoices are entered, click Back to return to the Invoice Entry Batch Information screen.

10. Confirm the invoice count and total, as displayed on the header, to the invoices ready to be
submitted for approval and posting. If the batch total or count does not reconcile, click the View
Batch option to display a summary list of all invoices within the batch.

7S
= "3::'. Invoice Browse

1126 KNM SUPPLY 0 KNM630 5988 4560 Normal | 20090059

1126 KNM SUPPLY 0 KNM&30 5990 4560 Normal

11. Double-click a record to select it and view it on the Invoice Entry screen. Update the record, as
necessary, and return to the Invoice Entry Batch Header screen.

Before releasing your batch, you can make changes to the invoices as follows:

1. From the Invoice Entry Batch Information screen, click Resume.
The program displays the Invoice Entry screen.

2. Navigate to the invoice record to modify.
3. Click Update, and update the information, as required.
4. Click Accept, and then click Back to return to the batch header screen.

To release the batch once reconciliation is complete:

1. Click Release.
The Released checkbox on the Invoice Entry Batch Information screen is selected to indicate the
Released status.

2. Click Approvals to initiate the approval process.
To view the status of each invoice’s approval process, click Approvers while viewing a record.
The program displays a list of all required approvers, as well as where the action is pending.

For unposted invoices, the Re-Liquidate option is available. Use this option to modify purchase order
liquidation details.

Results

The batch has been released and the approval process has been initiated. Each record will need to be
reviewed and updated by the required approvers. Once the record is approved, it will be posted to the
general ledger. Once an invoice has been posted, it is no longer available for viewing in the Invoice
Entry program. Invoice detail can be viewed using the GL Inquiry, Vendor Invoice Inquiry, Year to Date
Budget Reports, and Vendor Central programs.

Status Change
A released invoice has a status of H-On Hold while it is pending approval. Once the final approver has
approved it, the record status is updated to A-Approved.

Enterprise ERP, powered by Munis®
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What’s Next?

Required approvers receive notification that they have a record pending their approval. The invoices
will flow through the approval process until the final step has been completed, at which time the invoice
will be posted by the accounts payable clerk. Once posted, detail records are available for these
transactions under the general ledger accounts affected and the invoice is ready to be included in the
next check run.

Enterprise ERP, powered by Munis®
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Using Request for Check

Overview

The Request for Check program defines requests for checks to be used to pay vendors without
requiring a purchase order against which to apply the payment. Once approved, check requests are
converted into accounts payable invoices to generate checks.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm the following:

¢ You have access to the accounts to which the invoice will be allocated.
¢ You have permission to enter a direct invoice without referencing a valid purchase order.
The Accounts Payable Invoice Workflow process is established.

Enterprise ERP, powered by Munis®
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Procedures
Open the Request for Check program.
Financials > Accounts Payable > Invoice Processing > Request for Check

.
":::‘. Request for Check | Q, Search by Check Request Number
E;

Check Requests: 25 == tems Per Page

Check Request Vendor Status Requested By Entered By Date Purchased Date Entered A Amount
(2021) 20110262 (1000) ABC SUPPLY COMPANY Allocated luke.farmer luke.farmer 2/11/2021 2/11/2021 $1,500.00
(2021) 20110257 (999998) ONE TIMEPAY Allocated luke.farmer luke.farmer 2/4/2021 2/4/2021 $10.00
(2021) 20110251 (1000) ABC SUPPLY COMPANY Converted dean.seabrook dean.seabrook 1/26/2021 1/26/2021 $9,000.00
(2021) 20110250 (1000) ABC SUPPLY COMPANY Converted dean.seabrook dean.seabraok 1/22/2021 1/26/2021 $3.50

The program initially displays the most recent requests made for your user ID. This list, as well as any
list created by using the Search feature, can be exported to Microsoft Excel by clicking the Excel option.

Adding a Check Request
To create a new check request:

1. Click Add.
The program refreshes the screen to display the Check Request fields.

o
. Request for Check ‘ Q,  Search by Check Request Number
0
| |2 |
Check Reqyest;729A21/20110298 Total cost: $0.00
Created, Mugnai, Tina, 04/21/2021
~ Check Request
Fiscal years  Check request number+ Department*
2021 20110298 (CO) CENTRAL OFFICE
Vendors Requested by*
| tinamugnai
Remittance address Purchase date*
04/21/2021 h
Description
Invoice number Receipt number
> Items (1)
Add Item
unit of
commodity Code Inventory ltem Description Quantity Measurement Unit Price Amount
Delete - . - 0.00 $0.00
~ Allocations (0)
Add Allocation  Budget Summary
No check reauest allocations exist
+ Save and Add New Cancel

2. Complete the fields on the screen, referring to the following table as necessary.

Field IDescription Notes
Check Request

Enterprise ERP, powered by Munis®
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Field

Description

Notes

Fiscal Year

Indicates the fiscal year in which the
check request is made. The program
completes this field automatically.

Check Request

Indicates the record number for this

Number request. The program assigns this
number automatically.
Vendor Indicates the vendor to be paid by the

check request. You can select a vendor
from the list or use the field help button
to select a vendor from a detailed list.
The vendor must exist in the Enterprise
ERP database to be a valid selection.
You cannot create vendors on-the-fly in
the Request for Check program.

Remittance Address

Displays the vendor address to which
the check is sent. The program
completes the address automatically.
Vendor addresses are established in
the Vendors program.

Invoice Number

Indicates the invoice number to which
the check applies, if any. Entry of an
invoice number is not required. If you
enter an invoice number, the program
attempts to use this number when
creating an invoice during the
conversion of the request to an invoice.
If you do not enter an invoice number,
the program uses the receipt number
as the invoice number on the created
invoice.

Receipt Number

Defines the number of the receipt
associated with the check request.
When the check request is converted to
an invoice, the receipt number is used
as the invoice number if no invoice
number is entered on the request.

Department

Determines the department code from
which the check will be issued. The
default value is drawn from your
Enterprise ERP user ID.

Requested By

Contains the name or Enterprise ERP
user ID of the person who requested
the check. The default value is your
Enterprise ERP user ID.

Purchase Date

Defines the date of the purchase to
which the check request applies. You
must enter a date for which your user
role has permission to post

Enterprise ERP, powered by Munis®
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Field

Description

Notes

transactions, as defined in General
Ledger Roles.

Description

Contains a description of the check
request.

Items

Description
Amount

Contain a description of items paid for
by the check request and the amount of
each item.

Click Add Item to add additional lines.
Click Delete to remove a line.

Allocations

Project String
Account

Indicate the project strings and general
ledger accounts to which the check
request is allocated. If you enter a
project string that has a default general
ledger account associated with it, the
program automatically completes the
Account column.

Percent

Determines the percentage of the total
request amount to apply to each
allocation line. The total percentage of
all allocation lines must equal 100.

Amount

Specifies the total amount for the
allocation.

3. After completing the fields, click Save to save the check request or click Save and Add New to save
the current request and immediately begin entry of another request.
The program saves your entries and examines the field values for errors. If the program encounters
any errors, it displays the Errors button at the bottom of the screen.

4. If errors exist, click the Errors button to view a list of the errors that must be corrected before you
can process the check request.

Once all errors have been resolved, click Save again.

5. Click Release to submit the request to your organization's workflow system. Check requests are
controlled by the RFC—Request for Check Approvals business rule. If this business rule is not set
up, the program automatically creates an accounts payable invoice from the check request.
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Copying a Check Request

Use the following steps to copy an existing check request:
1. Click the Check Request # on the main program screen for the request to copy.
The program opens the check request.

2. Click Duplicate.

The program displays a confirmation dialog box.

Remittance address Purchase date®

S 01/14/2020

SUITE 22

BOSTON, MA 02110 L
Description

SUPPLIES

)

*ee" Request for Check Search by Check Request Number
o
_ 0

< ‘ I ‘ ‘ U ‘ i E

Approva ;

Check Request: 2020/T1%Q947 J

Created, Mugnai, Tina, 01/14/2020 i

{

Co X %,

v Check Request i /

Fiscal year™ Check request number* 2

Are you sure want to copy this Check Request? {

2020 1170947 DEPARTMENT L)

¢

Vendor* <

Cancel 1

(1000) ABC SUPPLY COMPANY 5

3

d\

_f]‘

¥

?

2

{

4\1\—!\_/\5

When you click OK, the screen refreshes to display the check details with the next available check
request number.

Request for Check Search by Check Request Number

Check Request: 2020/1170948

Created, Mugnai, Tina, 01/14/2020

~ Check Request

Fiscal year* Check request number*
2020 1170948
Vendor*

(1000) ABC SUPPLY COMPANY

Remittance address

105 MAIN STREET

3. Review the data in the fields and update any information that should be changed for the new
request.

4. After completing the fields, click Save to save the check request.
The program saves your entries and examines the field values for errors. If the program encounters
any errors, it displays the Errors button at the bottom of the screen.
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5. If errors exist, click the Errors button to view a list of the errors that must be corrected before you
can process the check request.

6. Once all errors have been resolved, click Save.

7. Click Release to release the request to your organization's workflow system. Check requests are

controlled by the RFC—Request for Check Approvals business rule. If this business rule is not set
up, the program automatically creates an accounts payable invoice from the check request.

Deleting a Check Request

The Request for Check program only allows you to delete check requests that have a status of
Created, Allocated, or Rejected. Requests that have been converted to invoices or that have a status of
Released cannot be deleted. Requests that have a status of Released are awaiting workflow approval.
Once approval is granted or rejected, these requests can be successfully deleted.

Use the following steps to delete a check request:

1. On the main program screen, click the number of the check request to delete.
The program refreshes the screen to display the request details.

2. Click Delete.
The program displays a confirmation dialog

o, Request for Check Search by Check Request Number

box.

e
A

Created, Mugnai, Tina, 01/14/2020

Confirm Delete X
~ Check Request
Fiscal year® Check request number*

Are you want to delete this check request?

2020 1170948 DEPARTMENT

Jendor®
[eld Cancel
(1000) ABC SUPPLY COMPANY . o

01/14/2020

Description

SUPPLIES

N\ N N N SN N

e T T S S T N o e P e e L e e

3. Click OK.
The program removes the check request from your Enterprise ERP database.

Viewing and Processing Workflow

Check requests are controlled by the RFC—Request for Check Approvals business rule. If this business
rule is not set up, the program automatically creates an accounts payable invoice from the check
request.

o To process workflow for check requests, you must be a workflow approver for the RFC business
rule. You can only process workflow for requests with a status of Released. For all other request
statuses, the Request for Check program only displays informational data.

e You can view workflow details for a check request regardless of your status as a workflow
approver. Only requests with a status of Released include workflow details.

To view or process workflow for check requests:

1. On the main program screen, click the number of the check request.
The program refreshes the screen to display the request details.
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2. Click Actions/Approvers.

The program displays the Workflow Approval dialog box.

Workflow Approval

Steps Request for Check Approvals

v Step 1- Approvers (1
Step Details

) Tina Mugnai
) Approve Comments
';J Reject
@ Hold
9 Forward

& Convert

X

Save echl)

3. If you are an approver:

5 tyler

¢ On the Actions tab, select the workflow action for the request (Approve, Reject, Hold, Forward,

or Convert).

If you are not the workflow approver, or if the record has a status of Converted, the Actions tab

is not available.

e Enter a comment or note in the Comments box, as needed. Some approval actions require

comments and others are optional.
e Click Save.

The program updates the status of the check request according to the selected workflow action.

If you selected Hold, the request remains at a status of Released.

4. To view the workflow details of the check request, click the Step Details tab.
The Step Details section lists the workflow approvers for the current workflow step.

Workflow Approval
Steps Request for Check Approvals
v Step 1 - Approvers (1
Actions ISEJMNEETS
Y Tina Mugnai

Approval Type Step
Dollar Based 1
Action Status
Approve Current
Active Date Action Date
01/14/2020 11:33:00 am N/A

Comment

Checklist

All Approvers Required
No

Key
RFC 16

nformation

#20100046 135 50.00 ABC SUPPLY

Cancel

5. Select an approver from the Steps section.

The program updates the Step Details tab to display the Action, Status, and Comment for the

approver and workflow step.
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Reactivating Rejected Requests

When check requests are rejected by a workflow approver, the request is given a status of Rejected. To
update and resubmit the request, you must first reactivate it.

To reactivate a rejected check request:

1.

2.

On the main program screen, click the number of the check request to reactivate.

The program refreshes the screen to display the request details.

Click Activate.

The program resets the status of the request to Allocated. It can then be updated and rereleased for
approval.

Updating a Check Request

You can only update check requests that do not have a status of Rejected or Converted. Rejected
requests must be reactivated before they can be updated. Converted check requests cannot be
updated as they have already created an accounts payable invoice.

To update an existing check request:

1.

2.

On the main program screen, click the number of the check request to update.
The program refreshes the screen to display the request details.

Review the data in the fields and update any information that should be changed for the check
request.

After completing the fields, click Save to save the updates made to the check request.
The program saves your entries and examines the field values for errors. If the program encounters
any errors, it displays the Errors button at the bottom of the screen.

If errors exist, click the Errors button to view a list of the errors that must be corrected before you
can successfully save the changes made to the check request.

Once all errors have been resolved, click Save.

If the check request is complete, click Release to release the request to your organization's
workflow system. Check requests are controlled by the RFC-Request for Check Approvals business
rule. If this business rule is not set up, the program automatically creates an accounts payable
invoice from the check request.
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Completing Full and Partial Liquidations in Invoice
Entry

Overview

When you fully liquidate an invoice against a purchase order (PO) or contract in Enterprise ERP, you
are completely relieving existing encumbrances, closing the PO or contract, recognizing actual
expenses once an order has been fulfilled, as well as initiating vendor payment.

For a partial liquidation, the purchase order or contract amount can retain encumbrance amounts and
be used throughout the fiscal year for multiple payments provided the total amount of the encumbrance
on the purchase order or contract is not exceeded. An increase to a purchase order’s or contract’s
encumbrance will require purchase order or contract maintenance on the original encumbrance.

Invoice batches should be created and submitted on a regular basis. Upon entry of an invoice, the
amount allocated to each general ledger (GL) account appears as a memo balance, which subtracts
the net amount from the remaining available budget without displaying supporting invoice detail
information when reviewing the account. The invoice will be released through an approval process
driven by the accounts contained within the transaction. Upon completion of the approval process, the
invoice is posted. At this time, the detail information for this transaction is available under the respective
general ledger accounts, and the invoice is ready to be included in the next check run.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm the following:

You have access to the accounts to which the invoice will be allocated.

A purchase order or contract exists against which the invoice is to be paid.

Purchase order or contract receiving records have been entered by the individual departments.
The Accounts Payable Invoice Workflow process is established.
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Procedure

Complete the following steps to enter an invoice in Enterprise ERP.

Note: Steps 1-5 were previously presented in the Invoice Entry procedure found earlier in this
document. Refer to that process for screen shots and field descriptions tables as needed.

1. Open the Invoice Entry program.
Financials > Accounts Payable > Invoice Processing > Invoice Entry
Click Add Batch.
Complete the fields to define the batch.

Click Accept.
The program displays the Invoice Entry screen.

5. Complete the fields, as required, to define the invoice details.

Entering a Partial Payment/Liquidation
To enter a partial payment or liquidation:
6. After entering the invoice details in steps 1-5, press Tab to display the Purchase Order

Line/Account Liquidation screen.
Note: If the Liq Method list is set to Line, the Purchase Order Line Liquidation screen appears. If
the Lig Method is set to Account, the Purchase Order Account Liquidation screen appears.

Vendor ABC SUPPLY COMPANY Close PO when fully liquidating

Year Line  Line Description Open Qty Unit Cost open Amt Recv Qty Lig Amount Inv Amour

20090068 2020 1 A L8l 10.00 43500 4,263.00 0.00 0.00 0.00

tyler

7. Click Modify.
The program provides access to the fields.

= '-s::-. Purchase Order Line Liquidation

Clase PO when fully liquidating

Document 39 Net invoice amount

Fo vea Line Line Descriptior Gpen Qty Unit Cast Open Amt Recv Qty Liq Amount

v Amount
A/CUNITS 35.00 1263 0.00 0.00

Liquidation or received quantity
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8. Enter the dollar amount to liquidate from each line in the Lig Amount column. Press Tab to move to
the Inv Amount column; the program completes the amount to be invoiced based on the liquidation
amount entered. Continue until the liquidated and invoice amounts total the invoice amount.

9. Click Accept.
The program displays the accounts to be charged based on the liquidation and invoice amounts
entered in the Invoice Lines group.

10. Click Continue to return to the Invoice Entry screen.

11. Verify all invoice information is correct, including the accuracy of the general ledger accounts to be
charged.

12. Click Accept.

13. To continue adding invoices to the batch, click Add, define the invoice details, and repeat the
preceding steps. When all invoices are entered, click Back to return to the Invoice Entry Batch
Header screen.

14. Confirm the invoice count and total, as displayed on the header to the invoices ready to be
submitted for approval and posting. If the batch total or count does not reconcile, click the View
Batch option to display a summary list of all invoices within the batch.

15. Double-click a record to select it; the program displays it on the Invoice Entry screen.

16. Update the record, as necessary, and return to the Invoice Entry Batch Header screen.

Fully Liquidating a PO or Contract
To fully liquidate a PO or contract:

6. After entering the invoice details in steps 1-5, press Tab to display the Purchase Order
Line/Account Liquidation screen.

Note: If the Liq Method list is set to Line, the Purchase Order Line Liquidation screen appears. If
the Lig Method is set to Account, the Purchase Order Account Liquidation screen appears.

The screen displays all purchase order or contract lines.

= * Purchase Order Line Liquidation

ABC SUPPLY COMPANY Close PO when fully liquidating

Line Line Descriptic Open aty Init Cost Open Amt

20090068 2020 1 ML 10.00 435.00 4263.00 5.00 2131.50 2131.50

Invoice amount
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7. If the purchase order should be closed once it is fully liquidated, click the PO Status option to select
the Close PO When Fully Liquidating checkbox. (If the PO should not be closed, click PO Status
again to clear this box.)

8. Click Full Liquidate to fully liquidate the purchase order.
The program displays a confirmation message.

9. Click Yes to proceed.
The program processes the full liquidation, closes the PO if directed to do so, and returns to the
Invoice Entry screen.

Updating the Invoices
To make changes to the invoices before releasing the batch:

1. From the Invoice Entry batch header screen, click Resume.
The program displays the invoice details.

2. Use the navigation arrows at the bottom of the Invoice Entry screen to find the record to modify.
3. Click Update and modify the information, as required.
4. Click Accept to save the changes, and then click Back to return to the batch header screen.

When reconciliation is complete, the batch is ready to be released and submitted into the workflow.

Releasing the Batch

To release the batch when reconciliation is complete:

1. Click Release.
The program provides a confirmation message notifying you that this action will initiate the approval
process and asks if you want to continue.

2. Click Yes.
The program updates the Released? field on the Invoice Entry batch header screen to indicate the
statuses of the invoices in the batch: All Released, Some Released, or None Released.

3. To view the status of each invoice in the approval process, click View Batch and select the batch
from the Browse list.
The program displays the first invoice in the batch.

4. In the Workflow group on the invoice record, click the Approvers button.
The program displays a list of all required approvers, as well as the workflow status and actions
taken on the invoice.

Results

This batch has been released and the approval process has been initiated. Each record will need to be
reviewed and updated by the required approvers. After all approvals are received, the invoice can be
posted. Once it is posted, the invoice is no longer available for viewing in the Invoice Entry program.
Invoice details can be viewed in Invoice Central, Account Inquiry, Vendor Invoice Lists, Year to Date
Budget Reports, and Vendor Central.

Status Change
A released invoice can have different statuses:
¢ The invoice has a status of H-On Hold if it is not posted with the rest of the batch. It must be
approved and then posted.
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¢ The invoice has a status of P-Pending if it has entered the workflow and is pending approval.
¢ [f the invoice has an associated purchase order but no receiving records, its status is T-Awaiting
Three-Way Match. It remains at this status until receiving records are entered.

Clicking the Approvers button indicates where in the workflow process the invoice record stands. Once
the final approver reviews and approves or rejects the invoice, its status is updated to either A-
Approved or R-Rejected.

For a partial liquidation, the selected line items have been liquidated by quantity or amount.
For a full liquidation, the selected purchase order or contract has been fully liquidated and closed.

What’s Next?

Required approvers will receive notification that a record is pending their approval. The invoices will
flow through the approval process until the final step has been completed, at which time the invoice will
be posted. Once posted, detail records are available for these transactions under the general ledger
accounts affected.
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Working with Recurring Accounts Payable Invoices

Overview

Recurring Invoices may be used to set up a template for creating accounts payable invoices for a
vendor and a set of accounts that need to be generated weekly or monthly. This functionality can
reduce time spent entering invoices that must be generated regularly. It can be used for fixed or
variable invoice amounts. Once it is set up, users can generate invoices to be automatically inserted
into a batch of invoices in the Invoice Entry program.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm the following:

e You have menu access to the Recurring Invoices program.

e You know the recurring time frame (months and weeks) for which the invoice needs to be
generated.

¢ You have access to the general ledger accounts that will be invoiced, if you are creating a
recurring invoice with accounts.

e Vendors exist in the Vendors program.
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Procedures

Creating a Recurring Invoice

Complete the following steps to create a recurring invoice:

1. Open the Recurring Invoices program.

Financials > Accounts Payable > Invoice Processing

> Recurring

nvoice Header

Vendor *

Remit *

Payment Method

Document *

Invoice Terms

Year

PO

Contract

Desc *

Effective dates * to

Cash account ®

Dept/Loc

Status Separate check Include documentation Project accounts applied

Alloc

Generate Frequency nvoice Amounts

Manths 01 02 03 04 Gross amount *

05 06 07 08 Disc basis
0o 10 " 12 Disc percent

Sales tax group
Sales tax %

Weeks 1 3 4 5
Use tax group

Days
Use tax %
Taxable amount
Net amount
Net liguidation

oro Modify detail for the current invoice. (D)
2. Click Add.

“s% Recurring Invoices
E

Invoices

5 tyler

Complete the fields according to the following table to define the invoice.

Field

Description

Notes

Invoice Header

Vendor

Identifies the invoice vendor number.
Enter the number or click the field help
button to search by vendor name.

Remit

Specifies the remit address to which the
check will be sent. If remit addresses
exist for this vendor, the lowest remit
number is the default value. If no remit
addresses exist for this vendor, the
default value is zero (0), which is the
address on the main screen the vendor
file.
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Field

Description

Notes

Payment Method

Allows you to select by which method
the recurring invoice will be paid:
Normal, Direct Disbursement, Wire
Transfer, or EFT. The Normal selection
indicates that the recurring invoice will
be paid with a printed check.

Document

Stores a unique 12-character identifier.
If you enter an invoice with a department
code, and the department code record
has a Next Doc Number identified in
Department Codes, the program
completes the Document box with this
number. If you enter an invoice without a
department code, or if the department
code does not have an identified Next
Doc Number in Department Codes, the
program completes the value of the
Document box with the next available
document number according to Accounts
Payable Settings.

Document numbers can be hidden by
clearing the Display Document Numbers
checkbox in Accounts Payable Settings.

Invoice

Specifies the invoice number that will be
used each time the invoice is generated.
The program automatically appends an
integer to this invoice number when
invoices are created (for example,
invoice number IN5421- would be
assigned invoice number IN5421-1 the
first time generated, IN5421-2 the
second time, and so on).

Year

Indicates the year of the purchase order
or contract against which the recurring
invoice applies.

PO

Contains a reference to a valid purchase
order if this recurring invoice will
liquidate an existing purchase order
when generated. This is an optional
value.

Contract

Contains a reference a valid contract
number if this recurring invoice will
liquidate an existing contract when
generated. This is an optional value.

Desc

Contains a description for the recurring
invoice.

Effective Dates

Identify the first and last dates for which
invoices can be generated for this
recurring invoice template.
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Field

Description

Notes

Cash Account

Provide the org and object codes that
identify the cash account for the invoice.
The program completes this value
according to the Accounts Payable
Settings program.

Dept/Loc

Indicates the department to be
associated with the invoices upon
generation. The program completes the
default value according to your user
department.

Status

Indicates the invoice status: Approved or
On Hold. This can be used to prevent a
recurring invoice record from being
included in the invoice creation process
until it is approved. When you add or
update a record and the status is
Approved, you receive a message
warning you that you are bypassing the
approval process.

Separate Check

If selected, indicates that a separate
check is required in the event other
invoices exist for this vendor in a check
run.

Include
Documentation

If selected, directs that additional
documentation needs to be included with
the check. It will print out of sequence
when checks are run for ease of
separation.

Project Accounts
Applied

If selected, the Invoice Detail screen
provides columns for entry of project
strings on the recurring invoice. Clear
the checkbox if the invoice does not
include charges to project strings.

Alloc

Indicates the allocation code if invoice
detail lines should be split among
accounts associated with an allocation
code.

This is an optional value.

Generate Frequency

Months Identify the months for which an invoice
is to be created.

Weeks Identify the weeks for which an invoice is
to be created.

Days Allow you to define specific days of the

month upon which to generate the
recurring invoice.

Invoice Amounts
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Field

Description

Notes

Gross Amount

Stores the gross amount for the
recurring invoice.

Disc Basis

If the vendor record specifies a discount
percentage, the program includes the
value in this box. Otherwise, this value is
Zero.

Disc Percent

If the vendor record specifies a discount
percentage, the program includes the
value in this box. If no discount exists,
enter a discount percent, or enter zero
(0) for none.

Sales Tax Group

Defines the sales tax group to apply to
the invoice.

Use Tax Group Specifies the use tax group to apply to
the recurring invoice.
Net Amount Indicates the net invoice amount.

This program completes this value.

Invoice History

Last Generated

Displays the last date recurring invoices
were generated. The program completes
this date and you cannot change it.

Created

Contains the date this batch of invoices
was created. When you are adding a
record, the default value is the current
date.

4. Press Tab to move through the remaining fields on the Recurring Invoices screen.
program displays the Invoice Detail screen.

The

Invoice Header
Vendor * 001000 ABC SUPPLY COMPANY
Document * 406 Invoice 406
Net amount
Invoice Lines
Line | Org Object Proj Amount | 1099
1 12220000] 5209 400.00
2 11135000 5270 100.00
Total
Total 500.00
GL account org code
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10.
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Enter the account type and general ledger account number to which the recurring invoice applies.
Type the number directly or click the field help button in each box to select the codes.

Enter the dollar amount to be applied to each account. You may enter zero (0) if the amounts will
vary each time you generate an invoice. This will require updating the amounts each time the
invoice is generated. If you enter amounts, the total allocated must match the invoice total.

If the recurring invoice should be associated with 1099 data, enter the 1099 code.
If 1099 data exists for the vendor record, the program completes the default value.

In the A column, enter a Y or N to indicate whether this recurring invoice should be identified as a
fixed asset.

To remove an incorrect line, highlight the line and click Delete.

Click Accept to save the changes, and then click Return to return to the Recurring Invoice header.
The template for generating an invoice in the Invoice Entry program is complete.

Using a Recurring Invoice Template to Generate Invoices
To use a recurring invoice template to generate invoices:

1.
2.

4.

Open the Recurring Invoices program.

Click Search, enter the search criteria, and then click Accept to create an active set of records for
which to create invoices.

Click Generate.
The program displays the Generate Invoices screen.

“s~ Generate Invoices
L

Generate Invoices
Batch *

CHECK RUN

Invoice date *
Discount date *

Due date *

Year/Period *

Month *
Week

Day to

Define invoice models to be used.

Click Define and complete the fields according to the following table.

Field Description Notes

Batch Identifies the unique batch number for
the invoices to be generated. The
program will complete this value with
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Field Description Notes
the next available batch number, but
you can change this if this batch
number is not currently in use.

Check Run Identifies the check run for the invoices
to be generated. This field is optional.
Invoice Date Specifies the date of the invoices to be

generated. The default value is the
current date, but you can change this
by typing a new date or clicking the
calendar button to select a date.

Discount Date Specifies the date before which these
invoices will need to be paid for a
discount to be applied.

Due Date Determines the date these invoices are
due. Enter the date or click the
calendar button to select a date.

Year/Period Define the fiscal year and period for
the invoices. The default value is the
current year and period as defined in
the General Ledger Settings program.

Month Indicates the month (numbers from 1-
12) of the invoices to be generated.
Week Indicates the week (numbers 1-5) of

the week within the month of the
invoices to be generated.

Day Define the starting and ending days for
which to generate invoices.

5. Click Accept.
In the status bar, the program displays the number of records to be generated.

6. Click Create Invoice to create the invoices selected.
In the status bar, the program displays the number of invoices created. The batch is now accessible
for processing in the Invoice Entry program.
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7. Open the Invoice Entry program.
Financials > Accounts Payable> Invoice Processing > Invoice Ent

s Invoice Entry

Add Batch

Batch Information

Batch *

Effective date *

Year/Period *

Fund *

Cash account *

CHECK RUN

Due date

Enable TCM invoice barcode label printing

Invoice count
Amount total
Vendor hash

Released? -

Add a new batch of invoices.

8. Click Search, enter the batch number in the Batch field, and then click Accept.

Click Resume to process the invoices in the batch.
The program displays the Invoice Entry screen, with the first invoice in the batch as the active
record.

What’s Next?

Once you enter one or multiple recurring invoices, next set up a schedule (weekly and/or monthly) for
generating invoices in the Recurring Invoices program. After the invoices are generated, the batch must
be reviewed and released. Once the invoices are posted, general ledger detail will be available, and the
invoices will be eligible for inclusion in the next check run.
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Creating Custom Templates for Importing Invoices

Overview

The Invoice Import program includes the Custom Templates option to create a custom import format
independent of the Forms Definitions program. Using the Custom Templates option, you can create two
different template layouts:

¢ Single Line Custom Import—Specifies an import format for a single-line file (all the header,
detail, and vendor information is on one line).

e Multi Line Custom Import—Creates an import format for a multi-line file (one line for the header,
followed by one or multiple detail lines, and an optional line for vendor information).

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm the following:

e The Accounts Payable Invoice Workflow process is established.
¢ On the Invoice Settings tab of the Accounts Payable Settings program, the Default Imported
Invoice Status list is properly set based on your organization's requirements.
o None-Workflow—Requires imported invoices to pass through the Enterprise ERP
Workflow system for approval.
o Hold—Places the imported invoices in a Hold status and they must be manually
approved.
o Approved—Automatically sets all imported invoices to a status of Approved.
Note: If the APC—AP Purchasing Cards workflow business rule has been set up, the settings in
that rule override the value of the Default Imported Invoice Status list for all p-card transactions.
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Procedures
To create a custom template for invoice imports:
1. Open the Invoice Import program.
Financials > Accounts Payable> Invoice Processing > Invoice Import

.~ .
= ‘3. Invoice Import
.

Execute this report -

Input file *

Impart format -
Detail account from -
Year/period * -
Fund

Cash account *

CHECK RUN

Department

Invaice date

Due date

Effective date *
Form -
Delimiter

Skip first line

Consolidate detail lines with matching GL/PL accounts

Include decimals

On the fly vendors

Match/update vendors on SSN/FID number

Liquidate purchase orders

Credit purchase orders

Flag imporied inveices as -

Creates templates for custom import formats

2. Click Custom Templates.
The program displays the AP Invoice Import Templates screen.

%" AP Invoice Import Templates Search Templates...
L)
+ v ] a
Create Update Delete
Template Template Template

MY TEMPLATES ALL TEMPLATES Records per page

no templates were found

© New Template

‘ ‘ ’ i
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3. Click Create Template.

The program

provides the New Template window.

New Template

Template Layout @

Multi Line Custom Import A

Multi Line Custom Invoice Import. Inveice header, detail and vendor information is supplied via multiple
lines,

Template name is reuired.

File Delimiter ¢

MNone -

Input File @

Not selected Browse

O First line contains headers
Attempt field matching based on headers.

*any unsaved changss will b2 lost upon uploading a naw file

(Vllo=Ll | Cancel

< tyler

.. technologies

4. Complete the fields on the New Template window, referring to the following table for field details.

Template
Layout

Defines the basic layout of the files to be
imported using this template. The layout

options vary depending on the Enterprise
ERP program for which you are creating

an import format. For AP invoice imports,
the following formats are available:

Single Line Custom Import—This
format is useful if the invoice will be
allocated to only one GL account.
Each row on the spreadsheet
corresponds to one invoice
containing all header and detail
information.

Multi-Line Custom Import—This
format is useful if the invoice will be
allocated to more than one GL
account. The import file must be in

Enterprise ERP, powered by Munis®
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Field

Description

Notes

ASCII format, such as an Excel
workbook saved as a CSV file. Row
type identifiers must be included at
the beginning of each row of data.
A header row and at least one
detail row are required for each
invoice record.

Name

Assigns a name to the template. This
should be a name that is easily
recognizable to users of the program in
which the imports are performed.

File
Delimiter

Identifies how the data is separated in the
file:
e None—No delimiter
e Tab—Tab-delimited
o Other—Opens a text box where
you can define the delimiter, for
example, a comma [,] or the pipe
symbol [[].
This option is only available for plain text
input files.

Input File

Specifies the file to be imported when
creating a template. Click Browse to
navigate to the file on your workstation or
network location.

First Line
Contains
Headers

If selected, indicates that the input file
contains a header row as the first row. This
directs the program to omit the first line of
the input file from the upload.

If the input file includes informative column
headers, leave this box cleared (not
selected) to allow the headers to display
with the data so you can easily identify the
columns.

Attempt
Field
Matching
Based on
Headers

If selected, causes the program to verify
that the header labels match the field
names. If they match, the field locations
are automatically set up.
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5. Once the fields are completed, click Upload.
Note: Multi-line import files must be in ASCII format; to successfully import Excel files, they must be
saved as .CSV files rather than . XLS.

New Template New Template
Template Layout © Template Layout @

Multi Ling Custom IMport  -i— Single Line Custom Import  — hd
Multi Line Custom Invoice Import. Invoice header, detail and vendor information is| Single Line Custom Invoice Import. Invoice header, detail and vendor information s supplied via one line.
lines.

Mame
QTP Election
Name

Multi Line Election
File Delimiter @

MNone -
File Delimiter @
None « .
Input File @
OTP-Election_0724.x15)  i— Browse
Input File & O First line contains headers
MUHRILINEWIthPO.CSV tf—— Browse | Attempt field matching based on headers

. l . | i *any unsaved changes will be lost upon uploading a new file
[ First line contains headers

Attempt field matching based on headers
Upload | [e:=hle=]

*any unsaved changes will be lost upon uploading a new file
[VsILELE | Cancel

The program uploads the file and refreshes the screen to show the uploaded data.
Next, complete one of the following procedures based on whether you are creating a single-line
custom template or a multi-line custom template.

Creating a Single-Line Custom Template
In this example, the input file included headers, but since the First Line Contains Headers checkbox
was not selected, the headers are still visible and can be used to identify the data columns.

'-':E-. AP Invoice Import Templates

< ‘ v Q
Line Type quence @ lue @
R —

HDR ROW TYRE HDR VENDOR NUMBER VDRNAME ONE  VDRADDRESS ONE VDR ADDRESS TWO VDR CITY VOR STATE VORZ1? HDR INVOICE NUMBER  HDR INVOICE TOTAL DR INVOICE DESCRIETION  DIL ORG DL OBIECT DTL AMOUNT

: ssss95 Annie Tatbot 123 MAINE ST ViLLAGETOWN e 02000 1.00 Eiection primary 1000 0351 100
ssss95 John Varney 124 MAINE ST ViLLAGETOWN e 02000 100 fie y 1000 0351 100
ssss95 Hira 125 MAINE ST o ViLLAGETOWN e 02000 1.00 e v 1000 o551t 100
989395 oiiv 126 MAINE ST VILLAGETOWN M 04000 100 e ary 1000 0851 100
989895 Hik 127 MAINE ST VILLAGETOWN e 02000 100 e y 1000 0051 100
ssss95 fe 125 MAINE ST ViLLAGETOWN e 02000 100 fie y 1000 0351 100
585395 Natalia Romanoft 129 MAINE ST ViLLAGETOWN e 02000 100 fie y 1000 0351 100
999995 Tory Hugnes 130 MAINE ST VILLAGETOWN M 04000 100 £l y 1000 0851 100
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6. After completing steps 1-5, set the column to use as the header row type. In this example, click the
arrow in the first column and select Hdr Row Type.

&«

Line Type

nvoice Information

AP Invoice Import Templates

Line Field

Hdr Row Type

[F=

-

D

D

[»]

[w]

(=]

(=]

Dt

Hdr Row Type

tl 1099 Code
Account Type

tl Amount

Tl Asset

tl Cross Reference
tl Description

tl Invoice Number

tl Line Sequence

R NAME ONE

nie Talbot

n Varney

am Thomas
ver Lim

aru Tanaka
Tuttle

ialia Romanoff

Iy Hughes

% AP Invoice Import Templates

Line Type

nvoice Information

HDR ROW TYPE «

HDR VENDOR MUMBER

999995
999995
999995
999995
999995
999995
999995
999995

Line Field

Hdr Row Type

-

sequence €

- B

-

VDR NAME ONE
Annie Talbot
John Varney
Hiram Thomas
Qliver Lim

Hikaru Tanaka
Eve Tuttle
MNatalia Romanoff

Tony Hughes

-

VDR ADDRESS ONE
123 MAINE 5T
124 MAINE 5T
125 MAINE 5T
126 MAINE 5T
127 MAINE 5T
128 MAINE 5T
129 MAINE 5T
130 MAINE 5T

value @

-

VDR ADDRESS TWO

ZND FL

program sets the column label and highlights the column accordingly.

VDR CITY

VILLAGETOWN
WVILLAGETOWN
WVILLAGETOWN
WVILLAGETOWN
WVILLAGETOWN
WVILLAGETOWN
WVILLAGETOWN
WVILLAGETOWNM

-

VDR STATE
ME
ME
ME
ME
ME
ME
ME
ME
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7. In the Value field, enter the value that corresponds to the data in the Hdr Row Type column. It
should match the first character of each line of the import file. In this example, the value is 1. A
value of H is also commonly used.

Line Type Line Field sequence @ value @

mvoice Information - Hdr Row Type - i 9

HDR ROW TYPE = UMBER WDR NAME OME VDR ADDRESS OME VDR ADDRESS TWO VDR CITY
N 999995 Annie Talbot 123 MAINE 5T VILLAGETOWN
999935 John Varney 124 MAINE 5T VILLAGETOWN
999995 Hiram Thomas 125 MAINE 5T ZND FL VILLAGETOWN
999995 Qliver Lim 126 MAINE 5T VILLAGETOWN
999995 Hikaru Tanaka 127 MAINE 5T VILLAGETOWN
999995 Eve Tuttle 128 MAINE 5T VILLAGETOWN
999995 Matalia Romanoff 129 MAINE 5T VILLAGETOWN
999995 Tony Hughes 130 MAINE 5T VILLAGETOWN

The program registers the entered information, showing a pastel highlight.

Line Type Line Field sequence @ value @
nvoice Information - Hdr Row Type - q 9
HDR ROW TYPE ~ - - - - -
HDR ROW TYPE HDR VENDOR NUMBER VDR NAME OME VDR ADDRESS OME VDR ADDRESS TWO VDR CITY
9959985 Annie Talbot 123 MAINE 5T VILLAGETOWN
999945 John Varney 124 MAINE 5T VILLAGETOWN
9999495 Hiram Thomas 125 MAINE 57 ZMD FL VILLAGETOWN
999995 Qliver Lim 126 MAINE 5T VILLAGETOWN
9959985 Hikaru Tanaka 127 MAINE 5T VILLAGETOWN
9999495 Eve Tuttle 128 MAINE 5T VILLAGETOWN
999995 Matalia Romanoff 129 MAINE 5T VILLAGETOWN
9959985 Tony Hughes 130 MAINE 5T VILLAGETOWN
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8. Continue identifying the remaining columns based on the Enterprise ERP AP Invoice Entry fields
with which the data corresponds. (Only the Hdr Row Type column requires the Value field to be
set.

AP Invoice Import Templates

<« ‘ v Q m B W
Line Type Line Field sequence @ value @
imveice Information - | ot amount - By

HDR ROWTYPE v  HDR VENDOR NUMBER v VDR NAME ONE v VDR ADDRESS ONE v VDR ADDRESS TWO + VoRCITY + HDR INVOICE NUMBER +  HDR INVOICE TOTAL v HDR INVOICE DESCRIPTION + OTL ORG + oTL oBJECT + o
HDR ROW TYPE HDR VENDOR NUMBER | VDR NAME ONE VDR ADDRESS ONE | VDR ADDRESSTWO | VDR CITY VDR STATE VDR ZIP HOR INVOICE NUMBER  |HDRINVOICETOTAL | HDR INVOICE DESCRIPTION | DILORG DTL OBJECT.
1 999995 Annie Taibot 123 MAINE ST VILLAGETOWN 3 04000 Election 20201234 1.00 Election Primary 1000 0951

999995 Jonn Varney 124 MAINE ST VILLAGETOWN 3 04000 Election 20201235 .00 Ele mary 1000 0351

299995 Hiram Thomas 125 MAINE ST 2NDFL VILLAGETOWN iz 04000 1.00 1000 0851

299995 126 MAINE ST VILLAGETOWN iz 04000 1.00 1000 0851

299995 127 MAINE ST VILLAGETOWN iz 04000 1.00 1000 0851

299995 128 MAINE ST VILLAGETOWN iz 04000 1.00 1000 0851

299995 129 MAINE ST VILLAGETOWN iz 04000 1.00 1000 0851

299995 130 MAINE ST VILLAGETOWN iz 04000 1.00 1000 0851

9. Click Save to save the template.

Creating a Multi-line Custom Template

Since the First Line Contains Headers checkbox was not selected, the headers are still visible and can
be used to identify the data columns.

AP Invoice Import Templates

Line Type Line Field sequence @ value @

Invoice Vendor - | Df1099 Code

HDR ROW TYPE DTL ROW TYPE HDR VENDOR NUMBER DTL VENDOR NUMBER HDR INVOIGE NUMBER DTL INVOICE NUMBER  HDR PURCHASE ORDER FISCAL YR DTL SEQUENGE HDR PURGHASE ORDER DTL PO LINE NUMBER HDR INVOICE TOTAL DTL ORG  HDR INVOIGE NET AMOUNT DTL 0BJEC

H 3201 ELECT 23333 2020 20200007 6.00 6.00
[} 3201 ELECT 23333 1 1 1000 7550
[} 3201 ELECT 23333 2 2 9000 7550
[} 3201 ELECT 33333 3 3 1383 7550
H 3200 ELECT 44444 2020 20200005 6.00 6.00
[} 3200 ELECT 44444 1 1 1000 7550
[} 3200 ELECT 44444 2 2 9000 7550
[} 3200 ELECT 44444 3 3 us1z 7550
1 a 3 4 5 6 7

Line Type Line Field

filter Dt1 1099 Code

Invoice Vendor
||nvoiceHeader ITYPE HDR VENDOR NUM

320
D 320
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Once selected, the program automatically selects Hdr Row Type from the Line Field list.

Line Type Line Field

Invoice Header v Hdr Row Type v Delete

HDR ROW TYPE DTL ROW TYPE HDR VENDOR NUMBER DTL VENDOR NU

7. Set the column to assign as the header row type. In this example, click the arrow in the first column
and select Hdr Row Type.

Line Type Line Field

Invoice Header - Hdr Row Type

lFiter l l

Dt 1092 Code

Dtl Account Type

The program sets the column label and highlights the column accordingly.

Line Type Line Field sequence @ valug

Invoice Header - Hdr Row Type v 1

HDR ROW TYPE «

HDR VENDOR NUMBER DTL VENDOR NUMBER

HDR INVOICE NUMBER D

32m ELECT 33333
32m ELECT 33333
320 ELECT 33333
320 ELECT 33333
3200 ELECT 44444
3200 ELECT 44444
3200 ELECT 44444
3200 ELECT 44444
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8. In the Value field, enter the value that matches the first character of each header row in the import
file. Typically, organizations use a value of 1 or H (for Header).
Line Type Line Field sequence @ value ©

Invoice Header v Hdr Row Type v 1 H

HDR ROW TYFE ~

~ VENDOR NUMBER DTL VENDOR NUMBER HDR INVOICE NUMBER DTL INVOICE NUMEER HO

3201 ELECT 33333 20
3201 ELECT 33333 1
3201 ELECT 33333 2

9. Set the remaining header column labels, clicking the arrow in each column and selecting the
matching label from the list.

HDR ROW TYPE ~ HDR VENDOR NUMBER HDR INVOICE NUMBER HDR PURCHASE ORDER FISCAL YR ~ HDR PURCHASE ORDER

HDR ROW TYPE DTL ROW TYPE HDR VENDOR NUMBER DTL VENDOR NUMBER HDR INVOICE NUMBER DTL INVOICE NUMBER HDR PURCHASE ORDER FISCAL YR DTL SEQUENCE HDR PURCHASE ORDER DTL PO LINE NUMBER

H 3201 ELECT 33333 2020 20200007
D 3201 ELECT 33333 1 1
D 3201 ELECT 33333 2 2
D 3201 ELECT 33333 3 3

10. Once all the header labels are set, set the value of the Line Type field to Invoice Detail.

*.* AP Invoice Import Templates

Line Type Line Field
filter Hdr Invoice Description -
Invoice Vendor

HDR VENDOR NUMBER ~

Invoice Detail

Invoice Header

YPE HDR VENDOR NUMBER DTL VENDOR NUM
320
320

3201

The program refreshes the screen so you can now set the columns that relate to invoice details.
The program also automatically assigns the Line Field value to Dtl Row Type.

< ‘ v 0 ® m B W
Line Type Line Field sequence @ value @
[moceoeas -] [otrownpe - 23

HDR ROW TYPE DTL ROW TYPE  HDR VENDOR NUMBER DTL VENDOR NUMBER HDR INVOICE NUMBER DL INVOICE NUMBER  HDR PURCHASE ORDER FISCAL YR DTL SEQUENCE HDR PURCHASE ORDER DTL PO LINE NUMBER HDR INVOICE TOTAL DTL ORG HDR INVOICE NET AMOUNT DTL 0BJEC
3201 ELECT 33333 2020 20200007 6.00 6.00
3201 ELECT 33333 1 1 1000 7550
3201 ELECT 33333 2 2 9000 7550

£LECT 33333 3 3 us12 7550

3200 ELECT 44444 2020 20200005 6.00 6.00

3200 ELECT 42444 1 1 1000 7550

3200 ELECT 42448 2 2 9000 7550

3200 ELECT 44448 3 3 us12 7550

Note that you can still review the header rows if you select Invoice Header from the Line Type list.
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11. Set the column to assign as the detail row type. In this example, click the arrow in the first column
and select Dtl Row Type.

Line Type Line Field

Invoice Detail - Dtl Row Type -

BER DTLV
’Filer ]
Dt Row Type

Dt 1099 Code

Dtl Account Type

The program sets the column label and highlights the first column accordingly.

s AP Invoice Import Templates

— _—
¢« v @ B Em B i
Return Save Cance Delete nput Summary Fields
Template File
Line Type Line Field sequence & value @
Invoice Detail - Dtl Row Type - 1

DTL ROW TYPE -

HDR VENDOR NUMBER DTL VENDOR NUMBER

HDR INVOICE NUMBER DTL INVOICE NUMEER HDR PU

az2m ELECT 33333 2020
3201 ELECT 33333 1
3201 ELECT 33333 2
3201 ELECT 33333 3
3200 ELECT 44444 2020
3200 ELECT 44444 1
3200 ELECT 44444 2

12. In the Value field, enter the value that matches the first character of each detail row in the import
file. Typically, organizations use a value of 2 or D (for Detail).
Line Type Line Field sequence @ value @

Invoice Detail - Dtl Row Type - m 1 l b} l

DTL ROW TYPE - -

HDR VENDOR.L EER DTL VENDOR NUMBER HDR INVOICE NUMBER DTL INVOICE NUMBER HDR P
2 ELECT 33333 2020

3201 ELECT 33333 1
3201 ELECT 33333 2
3201 ELECT 33333 3
3200 ELECT 44444 2020
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13. Set the remaining detail column labels, clicking the arrow in each column and selecting the
matching label from the list.

":E-. AP Invoice Import Templates

9000 7550
ve12 7550

3200 ELECT 42444 2 2
3200 ELECT 42444 3 3

€ | v @ ® ‘ m B W

Line Type Line Field sequence @ value @

e Det <[ ot amount . s
HDR ROW TYPE DTL ROW TYPE HDR VENDOR NUMBER DTL VENDOR NUMBER ~ HDR INVQICE NUMBER DTL INVOICE NUMBER HDR PURCHASE ORDER FISCAL YR DTL SEQUENCE HDR PURCHASE ORDER DTL PO LINE NUMBER | HDR INVOICE TOTAL DTL ORG  HDR INVOICE NET AMOUNT DTL 0BJEC
H 3201 ELECT 33333 2020 20200007 6.00 6.00

H 3200 ELECT 44444 2020 20200005 6.00 6.00

D 3200 ELECT 44444 1 1 1000 7550

’

’

14. If the input file includes an optional invoice vendor section, set the Line Type list to Invoice Vendor,
set the Line Field list to Vdr Row Type, assign the first column as Vdr Row Type, and set the Value
field accordingly. Typically, organization use either 3 or V (for Vendor). Then, label the remaining

columns that include vendor information.
Line Type Line Field sequence @ value ©

Invoice Vendor o Wdr Row Type - 1 l W l

VDR ROW TYPE ~

HDR INVOICE NUMBER DTL INVOICE NUMEBER HDR P

HDR VENDOR NUMBER DTL VENDOR NUMBER

3201 ELECT 33333 2020
3201 ELECT 33333 1
3201 ELECT 33333 2

The optional invoice vendor section may be used for providing one-time pay vendor remit
information, creating new on-the-fly vendors, or updating existing vendors if the Match/Update
Vendors on SSN/FID Number checkbox is selected during the import.

15. Click Save to save the template.

Results
The custom template is now available for use in the Invoice Import program.

What’s Next?
Use the Invoice Import program in Enterprise ERP Accounts Payable to define and import invoices
using the custom template.
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Importing Invoices

Overview

The Invoice Import program creates new invoices in the Invoice Entry program using data imported
from either a defined ASCII file or a custom import file. After the import process completes, you are
notified that invoices have been created in a batch. The invoices are then completed with the default
values from the imported file.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm the following:

e The Accounts Payable Invoice Workflow process is established.
¢ On the Invoice Settings tab of the Accounts Payable Settings program, the Default Imported
Invoice Status list is properly set based on your organization's requirements.
o None-Workflow—Requires imported invoices to pass through the Enterprise ERP
Workflow system for approval.
o Hold—Places the imported invoices in a Hold status and they must be manually
approved.
o Approved—Automatically sets all imported invoices to a status of Approved.
Note: If the APC—AP Purchasing Cards workflow business rule has been set up, the settings in
that rule override the value of the Default Imported Invoice Status list for all p-card transactions.
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Procedure
To import invoices into Enterprise ERP using a standard import template:
1. Open the Invoice Import program.

Financials > Accounts Payable> Invoice Processing

Execute this report
Input file *

Import format
Detail account from
Year/period *

Fund

Cash account *
CHECK RUN
Department
Invoice date

Due date

Effective date *
Form

Delimiter

Flag imported invoices as

Creates templates for custom import formats.

Skip first line
Consolidate detail lines with matching GL/PL accounts
Include decimals

On the fly venders

Match/update vendors on SSN/FID number

Liquidate purchase orders

Credit purchase orders

> Invoice Import

5 tyler

2. Click Define.

3. Complete the fields, using the following table as a guide, to define the import parameters.

Notes

Field Description

Execute This |Determines when to generate the report

Report when Enterprise ERP Scheduler is
enabled:

Now—Creates the report
immediately. This option does
not use Enterprise ERP
Scheduler; use the output
options to view, print, or save the
report.

In Background (Now)—Opens
Enterprise ERP Scheduler to
process the report one time using
the event log and email
notification features.

At a Scheduled Time—Uses
Enterprise ERP Scheduler to

Enterprise ERP, powered by Munis®
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name to define the ASCII file.

Field Description Notes
establish a specific time to run
the report.

Input File Contains the complete path and file

Import Format

Determines the format of the import file.
Common available formats are:

e Standard Format—Uses an input
file in ASCII format to import
invoices.

e Standard Long Account
Format—Imports the files using
the full account number.

e Treasurer's Warrant—
Establishes a warrant review
process. After invoices are
rejected (void) or approved, a
Warrants Issued file is created in
an existing Check Reconciliation
format. Due-to/due-from entries
must be made
manually. Note: This format
requires special data setup.

e Custom—Supports a user-
defined format. This option
allows you to use an import
format defined in the Enterprise
ERP Forms Definitions program
using the base form (apinvimp)
or a custom format created using
the Custom Templates option.

AP invoices can be imported based on
multiple or single record input. The
Custom format can also be used to
import invoices that directly liquidate a
contract, or to directly liquidate purchase
orders. The Custom format includes a
Third Party Identifier column. When this
column contains data, it can be viewed
on an imported invoice using the
Additional Info option in the Invoice
Entry, Invoice Inquiry, and Modify
Invoices programs.
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Field

Description

Notes

Detail Account
From

Indicates the detail account.

If you select the Standard or Custom
format from the Import Format list, the
detail account is based on the import file
and you cannot change this.

If you select Treasurer's Warrant from
the Import Format list, the detail account
options are Cash Account, Checks
Payable, User Defined, or Import File.

If you select User Defined from the
Import Format list, the program displays
an Invoice Detail Account Entry screen
on which you must type the account
number you wish to use.

Year/Period

Defines the year and period of the file to
import:

e Current fiscal month—The year
and period boxes are
automatically set to match the
current year and period as
defined in the General Ledger
Settings program.

e Prior fiscal month—If the current
period in General Ledger
Settings is greater than 1, the
year box equals the General
Ledger Settings value.
Otherwise, the year box is the
current year, minus 1. If the
current period in General Ledger
Settings is greater than 1, the
period box equals the General
Ledger Settings value, minus 1.
Otherwise, the period is set to
13.

e Within year/period—When
selected, the boxes to the right of
this field become available for
entry and you can manually enter
the year and period to use.

Fund

Contains the fund used to obtain the
checks payable account for the Invoice
Header records when the Update Cash
during Cash Disbursements Journal

Enterprise ERP, powered by Munis®
Accounts Payable 2021.6

Page 54




5 tyler

Field

Description

Notes

option on the Defaults tab of Accounts
Payable Settings is No.

You must enter a fund number for the
files to process correctly.

Cash Account

Sets the cash account affected by the
transaction.

The default value for the account
number is the cash account number
established in Accounts Payable
Settings, but you can change this.

The Cash Account box is accessible if
your organization uses the full general
ledger account entry method; the Cash
Org/Object/Project boxes are accessible
if your organization uses the Org/Object
account entry method.

Warrant
[Check Run]

Displays the warrant or check run
identifier for the group of invoices.

The warrant identifier is required for the
Treasurer's Warrant import format.

Note: The name of this field can be
customized to suit your organization's
practices by changing the value stored in
the Invoice/Check Grouping Label on the
Check Settings tab of Accounts Payable
Settings.

Department

Identifies the department code
associated with the imported invoices.
If an invoice has an associated
department code, and the department
code record has a Next Doc Number
identified in Department Codes, the
program completes the Document box
with this number. If an invoice is not
associated with a department code, or if
the department code does not have an
identified Next Doc Number in
Department Codes, the program
completes the value of the Document
box with the next available document
number according to Accounts Payable
Settings.

Invoice Date

Contains the date used for all invoices in
the batch.

If you leave this field blank, then the date
that was originally on the invoice is used.

Due Date

Stores the date on which payment is
due.
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Field

Description

Notes

When you use this field, the entered
date must be greater than or equal to the
current date. Once established, the date
is used on all invoices in the batch. If
you leave this field blank, the individual
invoice dates are used.

Service Date

For an import performed using a custom
import format, contains the service date
used for all invoices in the batch. This
field is only available if the Import
Format is Custom, and the Require a
Service Date When Adding Invoices
option is selected in Accounts payable
Settings.

Effective Date

Indicates the date the transaction affects
the general ledger.

If the general ledger effective date falls
within the current year or next year, the
year and period change accordingly.
The effective date must be within the
year and period defined on the import
file or an error occurs.

Form Identifies the user-defined import forms
available.
This list is only accessible if the value of
the Import Format list is Custom.
Delimiter Contains the character used to separate

fields in user-defined files.
This box is only accessible if the value of
the Import Format list is Custom.

Skip First Line

Directs the program to ignore the first
line of the Excel import file.

This checkbox is only accessible if the
value of the Import Format list is
Custom.

Consolidate
Detail Lines
with Matching
GL/PL

Instructs the program to consolidate
detail lines that have matching general
ledger/project ledger accounts if the
invoice is not liquidating a purchase

Accounts order or contract.
This checkbox is only accessible if the
value of the Import Format list is
Custom.

Include Enables the program to accept decimal

Decimals values in the imported file.

If this checkbox is not selected, all
values must be whole numbers.
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Field

Description

Notes

This checkbox is only accessible if the
value of the Import Format list is
Custom.

On the Fly
Vendors

Causes the program to allow you to add
a new vendor as you are importing the
invoice.

This checkbox is only accessible if the
value of the Import Format list is
Custom.

Match/Update
Vendors on
SSN/FID
Number

Instructs the program to ignore vendor
numbers included in the import file.
Rather, the program uses the Social
Security number or federal identification
number provided on the vendor record to
retrieve the appropriate vendor number
from Enterprise ERP records. The
program adds new vendors for whom
the Social Security number or federal
identification number is not currently
stored in Enterprise ERP programs.
This checkbox is available when the
value of the Import Format list is
Standard, Standard Long, or Custom.

Liquidate
Purchase
Orders

Indicates that the invoices contained in
the import file liquidate purchase order
records.

This checkbox is only accessible if
Import Format is Custom. Successful
liquidation requires that the Custom
format file contain a Purchase Order
Fiscal Year value in the header section
and the Purchase Order Line Number
value in the detail section.

Credit
Purchase
Orders

Directs the program to re-encumber
liquidated purchase orders for credit
memo invoices.

Flag Imported
Invoices As

Determines how the invoice is set:

e Direct Disbursement—All
invoices are automatically set to
Direct Disbursement if you are
using the Treasurer's Warrant
format.

e Printed Checks—All invoices are
set as N (for normal check).
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Field

Description

Notes

Wire Transfer—All invoices are
marked as wire transfers.

ACI—AlIl invoices are marked as
Active Card Integration.

EFTs—All invoices are set as E
(for electronic funds transfer).

Default from Import File—The
setting remains as it was when
the ASCII file was created.

Default from Vendor—The
setting is determined according
to the setting in Vendors. When
this option is selected, the
program uses the vendor remit
record to determine the payment
method on the invoice, if one
exists. If a payment method does
not exist on the remit record, the
program uses the main vendor
record's default payment method.

Click Accept.

Click Pre-Edit to create an import file report before importing the invoices. The report identifies
records with import errors, which you can choose to correct prior to creating invoices, or omit those
records from the import process.

The program provides a message that warnings or errors were found in the import file.

6. Click OK.

The program provides an Output dialog box.

Select an output option and click OK to generate the report.

Review the report and address any errors. Warnings are informational.

9. Click Import to import the specified ASCII records.
If you attempt to import a duplicate vendor or invoice, the program provides a warning message.

Results

The invoices have been imported and are available for viewing in the Invoice Entry program.

What’s Next?

Use the Invoice Entry program to update, proof, and post the imported invoices.
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Printing AP Invoice Bar Code Labels

Overview

Enterprise ERP provides the ability to print invoice bar code labels from the Invoice Entry program.
After printing, these labels can be attached to a paper copy of an invoice. When the invoice is scanned
into Tyler Content Manager (TCM), the program reads the bar code and associates the TCM image
with the correct invoice record in the Enterprise ERP system.

Prerequisites

Before you can successfully use this feature, you must ensure that the necessary settings and codes
are in place. If settings and codes are not set up, or not set up correctly, you may need to contact your
Enterprise ERP system administrator or department manager to have them updated or added into the
Enterprise ERP system.

Confirm the following:

e Your organization has Tyler Content Manager (TCM) installed.
The Enable Printing Invoice Barcode Labels for TCM checkbox is selected on the Invoice
Settings tab of the Accounts Payable Settings program.

e The Allow Printing of Invoice Barcodes checkbox is selected for your user role in the Accounts
Payable Roles program.
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Procedures

Enterprise ERP provides multiple methods to print bar code labels from the Invoice Entry program. The
Print Labels option is accessible from the Header screen when you are viewing an active batch of
invoices and is automatically triggered after you enter each invoice. The Mass Print Labels option is
accessible from the main Invoice Entry screen and allows you to individually select which invoice labels
in the batch to print or exclude.

Printing Invoice Bar Code Labels (Using Print Labels)
To print invoice bar code labels:

1. Open the Invoice Entry program.

Financials > Accounts Payable > Invoice Processing > Invoice Entr

'-::E-. Invoice Entry

X QA m 3 & © E ‘ (A
Displa Add Batch =nu
Batch Information
Batch *
Effective date * I
Year/Period *
Fund *
Cash account *
CHECK RUN
Due date I
Enable TCM invoice barcode label printing

Invoice count
Amount total
Vendor hash
Released? v
.

Add a new batch of invoices.

2. Click Add Batch and complete the batch information.
3. Complete the first invoice in the batch using your organization’s standard business practices.
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4. Click Accept.
The program displays the Print Labels screen.

'-::E_-. Print Labels

Number of pages * ﬂ]

Print Now ] [Add to Queue ] [ Print Queue (0) ]

The number of pages for this disbursement or invoice.

5. Click Define Printer to open the Select a Printing Destination screen.

%% Select a Printing Destination

< v
Print to * * @® PoF (O System printer
Select a system printer * aaa

* All printer destinations other than PDF require a ZEBRA label printer.

Pick a printing destination.

6. Select PDF or System Printer as the Print To destination.
If you select PDF, the program produces a PDF file that contains the invoice bar code labels. You
can then print the file using your standard network printer.
If you select System Printer, the program prints the labels to a Zebra® label printer that is
connected directly to your workstation. If you choose System Printer, enter the printer name in the
Select a System Printer box.

7. Click Accept.
The program returns to the Print Labels screen.

8. Enter the number of pages for the paper copy of the invoice.
9. Perform one of the following actions:

o Click Print Now to immediately print the bar code label for the current invoice. If your Print
To destination is PDF, this produces a PDF file that contains a single bar code label. If you
selected System Printer as your Print To destination, the program prints a single bar code
label using your Zebra label printer.
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¢ Click Add to Queue to retain the bar code label in the program’s printing queue. Each time
you add a label to the queue, the number on the Print Queue button increases by one to
indicate the total number of queued labels.
This option is typically used when you are creating multiple invoices and prefer to print all
the labels at one time.

e Click Print Queue to print all the labels currently in the queue. If your Print To destination is
PDF, this produces a PDF file that contains all the queued bar code labels. If you selected
System Printer as your Print To destination, the program prints all the bar code labels in
succession using your Zebra label printer.
After you print the labels, the number on the button resets to zero.
10. Continue entering invoices until the batch is complete. To access the Print Labels screen without
a new invoice, click Print Label.

O Receiving

Vendor * 1126 KNM SUPPLY COMPANY

Terms 0.000% 10 days, r

11. Once you have created all the invoices, access the Print Labels screen and click Print Queue.
If you selected PDF as the print destination, the program generates the PDF output and downloads
it to your browser tray.

12. Open the PDF file and review the labels. This example shows the output in the Google® Chrome®
web browser.

munistemp20012911543685522720... 1/ 1

I P ] W I E I

Inv# 5991 $630.00
KNM SUPPLY COMPANY
01/29/2020 # Pages 1 FP1 DOC468S97

13. Click the Print option to print the labels.
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Printing Multiple Bar Code Labels (Using Mass Print Labels)
To print multiple invoice bar code labels using the Mass Print Labels option:

1. Open the Invoice Entry program.

Financials > Accounts Payable > Invoice Processing > Invoice Ent

X Q m aﬁo@a‘o

Add Batch ew Batch Rezume Feleaze

Batch Information

Batch *

Effective date *

Year/Period *

Fund *

Cash account *

CHECK RUN

Due date

Enable TCM invoice barcode label printing

Invoice count
Amount total
Vendor hash

Released? v

Add a new batch of invoices.

i tyler

2. Use the Search option to locate the batch for which you are printing invoice labels.
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Click Mass Print Labels.

'-::E-. Invoice Entry

Batch Information

Batch *

Effective date *

Year/Periog *

Fund *

X | a m|3a3 & © @ 1
|am|2 e o8

1119

04/20/2021 e
2021 10 APR

GENERAL FUND

The program displays the Mass Print Labels screen.

= ‘-S:E-. Mass Print Labels

Mass Print Labels

Selected

Page Count

1

1

Vendor | Name
1126 KNM SUPPLY

1126 KNM SUPPLY

Remit Check Run Document nvoice Type PO
0 KNM630 5988 4560 Normal 20090059
0 KNMé30 5990 4560 Normal

e T i B P N 2 S aan ™
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Mass Print Labels

Update CHECK RUN

Replacement Invoice

@ Pending Invoices

QU

Contract Invoice Amount  Voucher Status
989.10 208 APPROVED
989.10 211 HELD

Check to select, uncheck to unselect invoices.

Click Update.

Mass Print Labels

Selected

Page Count
1

1

ss% Mass Print Labels

vendor | Name
KNM SUPPLY

Remit  Check Run Dacument Invoice Type
NM&30

The Mass Print Labels screen opens the fields for entry and provides additional options.

contract Invoice Amount  Vouchel

Check to select, uncheck to unselect invoices.
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5. Click Define Printer to open the Select a Printing Destination screen.

= s Select a Printing Destination

Print to * * @® PDF (O System printer
Select a system printer * aaa

* All printer destinations other than PDF require a ZEBRA label printer.

Pick a printing destination.

6. Select PDF or System Printer as the Print To destination.
If you select PDF, the program produces a PDF file that contains the invoice bar code labels. You
can then print the file using your standard network printer.
If you select System Printer, the program prints the labels to a Zebra® label printer that is
connected directly to your workstation. If you choose System Printer, enter the printer name in the
Select a System Printer box.

7. Click Accept.
The program returns to the Mass Print Labels screen.

8. Enable the checkbox in the Selected column for each invoice for which to print a label. Use the
Select All or Unselect All options to select or clear all checkboxes as needed.

9. In the Page Count field, enter the number of pages for the paper copy of each invoice.
10. Click Accept to save your entries.

11. Click Accept again to process the print request and return to the Invoice Entry screen.
If you selected PDF as the print destination, the program generates the PDF output and downloads
it to your browser tray.
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12. Open the PDF file and review the labels. This example shows the output in the Google® Chrome®
web browser.

munistemp20012910480750522720034848.PDF

I L P o R O I

Inv# 4560 $989.10

KNM SUPPLY COMPANY

06/30/2016 # Pages 1 FP1 DOC468591
PO# 20090059

I L P ] R YT L

Invi# 4560 $989.10
KNM SUPPLY COMPANY
06/30/2016 # Pages 1 FP1 DOC468S92

13. Click the Print option to print the labels.

Results
Invoice bar code labels have been printed.

What’s Next?
Once the labels are printed, they can be attached to the paper invoices and scanned using Tyler
Content Manager.
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Approving Invoices

Overview

Workflow approval rules are established based on specific department and general ledger accounts
from which an invoice is being paid. The accounts payable clerk releases invoices for approval after
scanning and attaching printed invoices. After all approvals are complete, the accounts payable clerk is
notified so the invoices may be posted to the general ledger.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm the following:

You have permission to view department batches.

You have access to the Approvals card on Hub.

You are included in the Workflow User Attributes program as an approver.
Accounts Payable business rules are established to define required approval paths.
Pending approval records exist.
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Procedure

tylerww
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To approve an invoice:

1. Click the Approvals card to list all items currently awaiting approval. Use the All Process Codes or

All Dates lists to sort the items.

Approvals

You are currently receiving forwarded work from (tina.m).

All Process Codes All Dates

-

=l

O API: Invoices pending approval XXX
$630.00 - BANNERS

O APP: Invoice Pending Approval for Payment
$200.00 -

0 BGT: Workflow process BGT
2017 9 2 TRANSFERS 16.00

O EEE: Estimated employee expense claims pending approval
$982.00

FAP: Asset Activations pending approval
o 0.00

0 GLJ: GL Journals pending approval
ADJ

GLJ: GL Journals pending approval

Fee

O

(0/13)

1/29/2020

5/18/2021

3/10/2017

2/11/2020

3/1/2018

2/19/2020

4/M11/72017

API: Invoices pending approval XXX

Wed Jan 29 2020

Reason

amount of this invoice is greater than the threshold 0.00
Invoice Heade:

Vendor Numbe
1126
Vendor Name:

KNM SUPPLY COMPANY
Invoice Numbe:

5991

Invoice Department

135

Invoice Description:
BANNERS

Purchase Ordel

Discount Date
02/08/2020

Close m

2. Review the items awaiting approval. The right pane of the Approvals card displays basic details
about the currently selected (shaded) record.
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3. Click the Launch option for an item to view the invoice in the applicable Enterprise ERP program.
Approvals

You are currently receiving forwarded work from (tina.m)

[ All Dates v API: Invoices pending approval XXX

All Process Codes -

550 HAWTHORNE AVE

KNM SUPPLY COMPANY

Description BANNERS
status Pending Approval
13
0 GLJ:
iscou 2/08/202 isc basis 7000 Check Ru NMO129 o
Fop | Dscountaste 2/08/2020 Dise b 0.00 neck Run KNMD129 0
Discount % 10000 Discam 70.00 [
Net amount 5300 Invoice ate *
Normal - Received date * Line -
Due date* (= withholding (5.60) |
Account
Line | 0rg Object Pro Po v amount Discount amount SalesTax Use Tax Totalamount | 1089 A Description
1 1000 5400 700.00 70.00 0.00 0.00 630.00 N BANNERS

4. To approve an invoice from the Enterprise ERP program, select the Approve option in the Workflow
group, or in some programs, use the Action/Approvers option.

ACCOUNTS LINE ITEMS
Line | Org Object Proj PO Inv amount Discount amount
1 1000 5400 700.00 70.00
Total Amount 630.00 Payment Amount: 624.40

Last Change

Tina Mugnai RELEASED this invoice on 01/29/2020 at 13:23:15

Workflow

My Approvals M Approve M Reject H Forward ][ Hold ][ Approvers

Line number
10f1 1< < > >
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5. To approve the item from the Approvals card, select the item to display the Workflow options, and
then select the appropriate action.

Approvals

You are currently receiving forwarded work from (tina.m).

All Dates - API: Invoices pending approval XXX A

| All Pro

amount of this invoice is greater than the threshold 0.00

API: Invoices pending approval XXX
$630.00 - BANNERS 1/29/2020 ce Heade

APP: Invoice Pending Approval for Payment

0 5200.00- /18/2021 1126

O BGT: Workflow process BGT KNM SUPPLY COMPANY
2017 92 TRANSFERS 16.00 /10/2017 e Numbe

5991

0 EEE: Estimated employee expense claims pending approval ce Department
$982.00 2/11/2020 135

0 FAP: Asset Activations pending approval BANNERS -
0.00 3/1/2018 P ase Ordel

0 GLJ: GL Journals pending approval
ADJ 2/19/2020

O GLJ: GL Journals pending approval 02‘/0'8.,&[-]2_’0
Foa 47119017 il

[ o] = -

I Approve

Reject

When you select Accept, Reject, Forward, or Hold, the card provides an Optional Comment (Accept) or
Required Comment (Reject, Forward, or Hold) box. For required comments, enter the reason for the
action.

Button Description

Approve Identifies the record as approved and sends notification to the next
approver in sequence.

Reject Rejects the item. You must enter a rejection reason. The program notifies

the originator of the rejection and reason. The originator determines the
next course of action (alteration and resubmission or deletion).

Forward Allows you to choose another Enterprise ERP user to review this pending
record.
Hold Retains an item in your approval queue for additional review. It will remain

here until further action is taken.

Results
Depending on the action selected for each record, the status results differ.

Status Change
If approved, the invoice is routed to the next approver until all approvals have been satisfied. A
notification is then sent to accounts payable personnel indicating that the invoice can be posted.

Rejected invoices are returned to accounts payable personnel with a note regarding the reason for
rejection. The accounts payable personnel will need to take the next appropriate action, such as
updating the transaction and resubmitting it for approval or deleting records that will not be resubmitted.

Any held transaction remains in the queue until further action is taken by the required approver.
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Forwarded transactions will remain in the queue of the recipient indicated. The new recipient will be
required to approve or reject the invoice.

What’s Next?

Once accounts payable transactions have reached the final approver, they will be posted. A workflow
notification will be sent to accounts payable personnel indicating that the invoice can be posted.
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Posting Approved Invoices

Overview

Workflow approval rules are set based on specific department and general ledger accounts from which
an invoice is being paid. After all approvals are received, accounts payable personnel may be notified
so the invoices can be posted to the general ledger.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm the following:

e All approvals on the invoice are complete.
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Procedure
Complete the following steps to post accounts payable invoices:
1. Open the Invoice Entry program.
Financials > Accounts Payable > Invoice Processing > Invoice Entry

2. Click Browse.
The program displays the Batch Browse screen.

*4* Batch Browse

Q v

Clerk v Entry Date Batch | Check Run Count nvoice Amount Released Year Period | Due Date Dept
tina.mugna 01/29/2020 541 KNM0129 1 630.00 Yes 2020 7 02/28/2020 135 I
tina.mugnai 06/30/2016 528 KNM630 2 1,978.20 No 2016 12 07/30/2016 135
tina.mugnai 06/14/2016 518 3 9,610.00 No 2016 12 07/14/2016 135
melfring 02/18/2016 508 Dec30 1 760.00 Yes 2016 6 12/19/2015 135
Search / Filter Record

1 of 32

3. Double-click the batch number to display the batch information on the Invoice Entry screen.

Click Output Post to display the Output Options screen. This screen provides the ability to generate
a proof report that provides purchase order (PO) liquidation information, a detailed invoice listing, as

well as the journal entries to be created upon approval and posting

of this batch.

Batch Information

Batch =

Effective date *

Year/Period *

Fund *

Cash account *

Check Run

Due date

Invoice count

2 &8 o & a0

02/28/20

Enable]

Add Batch

Post Options

[ Include address line
[] Page break on type
Include PO list
Print PO create date
Include contract list

[ Display account level budget only

R o I e R e o

A TN N e D ]

5. Select the checkboxes for the items to include in the proof report. Refer to the following table for

field descriptions.

Enterprise ERP, powered by Munis®
Accounts Payable 2021.6

Page 73



4o tyler

Field Description Notes
Include Address Directs the program to include the vendor
Line address in the report, if this checkbox is

selected.

Select this checkbox if you want to perform a
secondary check on the vendor’s remit

address.
Page Break on Inserts a page break between invoices of
Type different statuses (approved, held, rejected,

or pending) in the report, when selected.
For example, the report might include all
approved invoices on one page and those
waiting for receiving records on another

page.

Include PO List Directs the program to include the PO List in
the report, when selected.

This checkbox is accessible when the
selected batch is liquidating at least one
purchase order, and if selected, the program
includes the list of all purchase orders that
were liquidated in the list.

Print PO Create Instructs the program to include the purchase

Date order creation date for each liquidated
purchase order on the PO List, when
selected.

This checkbox is available if you select the
Include PO List checkbox.

Include Contract Includes the list of all contracts that were
List liquidated in the report, when selected.
This checkbox is accessible when the
selected batch is liquidating at least one
contract item.

Display Account Directs the program to only include the
Level Budget Only | account level budget amounts on the
generated output file, when selected.

6. Click Accept.
The program displays the Output dialog box.

7. Select the output options and click OK.
The program prints the proof report and does one of the following:
¢ If no errors were found during processing, the program displays a confirmation message.

a) Before you click Yes, you must review the proof report for errors.
The proof report includes all approved invoices first followed by the invoices that are
pending approval, and lastly invoices that have a T status. T status invoices are those
that do not have adequate receiving records.

b) Once you are sure that the report is correct, click Yes to post the invoices to the general
ledger.

e If errors are found during processing, the program displays an error message.
a) Click Yes to print the report without posting or click No to cancel.
b) If you click Yes, review the report for any errors and make any corrections.
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c) Once errors are fixed, click Output Post again to print the report and then post approved
invoices to the general ledger.
Note: Any unapproved invoices within the invoice entry batch remain in the batch until
approved. The invoice status will remain as approved; however, the invoice will no longer be

accessible through the Invoice Entry program. The invoice can be viewed through the Vendor or
Invoice Inquiry programs.

Results

The invoices are posted to the general ledger. Any unapproved invoices within the invoice entry batch
will remain in the batch until approved.

Status Change

The invoice status will remain approved; however, the invoice will no longer be accessible through the
AP Invoice Entry program. The invoice can be viewed using the Vendor Inquiry or Invoice Inquiry
programs.

GL Impact

A journal entry is created with the source code API, debiting the expense accounts charged on the
invoice and crediting accounts payable. If an encumbered contract or purchase order was liquidated
through the process, the journal will also include a POL journal that credits the expense account and
debits the reserve for encumbrance account.

What’s Next?

Invoices can now be selected for a check run using the Select Items to Be Paid program.
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Using AP Payment Manager

Overview

The Payment Manager for Accounts Payable provides a single program for processing accounts
payable cash disbursements, including check runs, check printing, electronic fund transfers (EFTs),
cash disbursements, and positive pay files. When the AP Payment Manager is enabled, it replaces the
following programs: Select Items to Be Paid, Print Checks, EFT Processing, Void Checks, and Cash

Disbursements Journal.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm the following:

e All approvals on the invoice are complete.
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Adding a Check Run

Follow these steps to add a check run:

1. Open the AP Payment Manager program.
Financials > Accounts Payable > Cash Disbursements > Payment Manager

5 tyler

%% AP Payment Manager Check run code

Check Runs

Invoice Status for
Check Run # of Invaices # of Checks Total Scheduled Print Date v stat Actions
01/01/2020 B 12/31/2020 sl Within 7 days of discount date
No records found Within 7 days of due date
Clear Filter(s)

Past due date
Cash Account for
Account
Description
Balance

Add Check Run

Check run code* Cash account*

] 99100010 ~ 1010 - . CLER
Anticipated check print date* Comment
02/05/2020 &8 |
Vi
OPEN INVOICES (2) ASSIGNED INVOICES (0)
o] 20f
Invoice Number A Vendor Check Run Code Separate Check  Discount Date Due Date Payment Method Total
i i i -
O ees SPECIAL Yes 10/25/2018 Normal $2,000.00
O ess PBG CONSTRUCTION No 12/06/2019 Normal $1,500.00

Errors (1) ﬂ Close

3. Complete the fields in the Add Check Run screen, using the following table as a reference.

Field

Description

Notes

Check Run Code

Stores a unique 8-character code for
the check run.

Cash Account

Indicates the general ledger cash
account used to pay all the invoices
in this check run. The cash account
on the invoices must be the same as
the cash account for the check run.
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Field Description Notes
Anticipated Check Indicates the date when your
Print Date organization anticipates printing the
check run.
Comment Stores any comments about the
check run.

4. After completing the fields, click Save to save the basic check run information.
You are now ready to assign invoices to the check run.

5. Click the Open Invoices tab.
By default, all invoices with the defined check run code are assigned to the check run. Invoices that
do not have the defined check run code remain on the Open Invoices tab and can be selected for
inclusion in the check run.

6. To clear or re-select all checkboxes on the Open Invoices tab, click the Invoice Number checkbox in
the header row. To clear or select an individual invoice, click the checkbox on the row for a specific
invoice.

OPEN INVOICES (2) ASSIGNED INVOICES (0)

B >sssion xciear

Invoice Number A Vendor Check Run Code
6168 SPECIAL
6185 PBG CONSTRUCTION

7. Click Assign to assign the selected invoices to this check run. The Assign action assigns only the
selected invoices on the current page.

8. Once all invoices have been added to the check run, click Save.
The Assigned Invoices tab displays the list of checks that have been added to the check run.

OPEN INVQICES (2) ASSIGNED INVOICES (0)

Invoice Number A Vendor Check Run Code Separate Check Discount Date Due Date Payment Method Total

= ] i i &

No records found

9. To remove assigned invoices from the check run, follow these steps:

a. Click the Assigned Invoices tab.
b. Mark the checkbox for any invoice to remove from the check run.
c. Click the Remove command.
The selected invoice or invoices are moved to the Open Invoices tab.
d. Click Save to save your changes.

10. Once a check run has been created and invoices have been assigned to it, it is in the Pending
stage, and is ready for printing of checks and/or EFT advices.
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Using Search Features

When you open AP Payment Manager, the Search field is available. Enter a full or partial check run
code and click the Search button in the omnibar. Or enter the criteria in the column headings in the
Check Runs group.

%% AP Payment Manager Check run code

Check Runs

Invoice Status for

Check Run # of Invoices # of Checks Total Scheduled Print Date v/ Status Actions

01/01/2020 B 12/31/2020 i - Within 7 days of discount date

No records found Within 7 days of due date

Clear Filter(s)
Past due date

e e e A T TIN ATV pNTTTTN e P t N  S SN

et e e TN o e T

The Advanced Search feature is also available. Click Advanced Search to find a check run using
predefined search fields. When you use the Advanced Search feature, you can save searches for
fuure use. Click the My Searches option to view your saved searches.

"+ AP Payment Manager Check run code

a | % + | 3 ‘ ]
Advanced Search My searches | Select a search -
Check Runs ’
Clear search criteria Startup search
Invoice Status for
Cheek Run #of Status Actions
Check run code Total o
- Within 7 days of discount date
Status Cash account Within 7 days of due date
Choose status - - - - GER
From scheduled print date Vendor ©) selct muttle Past due date
R Yt SN S N T eV P e R Y
= Choose a vendor. b Y
To scheduled print date Cheek Number
i}
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Search results display in a list format.
'-;E-. AP Payment Manager Q,  Check run code @ ™
Q * t 4 (]
Check Runs Invoice Status for DGTEST
lear filter(s)  Rowsperpage 15= 11501134 :Q:Iﬂwv/d.wsn%:lr.:mm: 0
- ) 7 days of due date O
1 : o e -
02172021 1 1 $3.50 PRINTED
21021 0 1 $0.00 PRINTED Cash Account for DGTEST
0 1 $0.00 01/2 POSTED ‘.:‘.m- 01
EST1 ( 1 $0.00 POSTED I?[‘bf"‘[m"
06192020 1 0 $600.00 PENDING
05182020 0 $0.00 POSTED Balance
: : o i $182,028.46
04172020 1 1 14 25 :w M; F&NT;D
Field Description Notes
Check Runs
Check Run Indicates the name of the check run or
warrant.
# of Invoices Provides the number of invoices in the
check run.
# of Checks Provides the number of checks in the
check run.
Total Contains the total dollar amount of the
items in the check run.
Scheduled Print |Indicates the scheduled printing date of
Date the check run.
Status Specifies the status of the check run,
such as Pending, Printed, Partially
Printed, Posted, Partially Posted, Void, or
Voided - Unposted.
AP Automation |Displays a check mark to indicate an AP
Batch automation batch is associated with the
check run, if applicable.
This column appears only if your
organization has enabled an Accounts
Payable automation integration in the
System Settings program.
Actions Provides a list of available actions to take
on the selected check run, such as Post
to Cash, Generate Positive Pay, Print
Enterprise ERP, powered by Munis®
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Field

Description

Notes

Checks, or Void Check Run. Actions vary
depending on the status of the check run,
but may include the following:
e Pending—Run Check Run
Report, Print Checks, Delete
e Printed—Rerun Print Checks,
Post to Cash, Void Check Run
e Partially Printed
o Posted—Generate Positive Pay,
Void Check Run
o Voided—Generate Positive Pay
Click the arrow to view the Check Run
Details.

Invoice Status for [Check Run]

Within 7 Days of
Discount Date

Provides the number of invoices in the
selected check run that are within 7 days
of the discount date.

Within 7 Days of
Due Date

Contains the number of invoices in the
selected check run that are within 7 days
of the due date.

Past Due Date

Stores the number of invoices in the
selected check run that are past due.

Cash Account fo

r [Check Run]

Account Indicates the account number in the
ERP system.

Description Provides the description of the account.

Balance Stores the balance of the cash account.
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o} * + 3 O

Check Runs

1 0 $50113  11/07/2019 PENDING i > Within 7 days of due dat

1 $500.00  10,29/2019 POSTED

£ 2 $62,300.00  10/18/2018 POSTED

> Check Run 1234 | $501.13
, m
i‘l I S . $0.00 .
Field Description Notes
Check Run (#) | Total Amount
Status Identifies the current status of the check run, such as
Posted, Printed, Pending, or Void.
Print Date Indicates the date the check run is to be printed.
Cash Account |Specifies the cash account number.
Comment Indicates any comments associated with the check run.
Assigned Invoices and Open Invoices Tabs
Invoice Specifies the invoice number for the assigned or open
Number invoice, depending on the selected tab.
Vendor Identifies the name of the vendor associated with the
invoice.
Remittance Provides the vendor remit address number associated
Number with the invoice.
Separate Indicates whether the invoice requires a separate
Check check (Yes) or not (No).
Discount Date |Supplies the discount date for the invoice.
Due Date Specifies the due date for the invoice.
Payment Identifies the payment method used for the
Method invoice: Direct Disbursement, EFT, Normal, or Wire
Transfer.

Amount Due Indicates the amount due for the invoice.

Additional When clicked, provides a dialog box with additional
Information details about the invoice, such as the invoice total,
sales and use tax, withholding amount, discount
amount, and pay amount.
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Field Description Notes
The program calculates the pay amount by subtracting
withholding and discount amounts from the invoice
total and adding any applicable sales and use taxes.

Checks Tab

Check Number

Identifies the check number for the check associated
with the invoice.

Amount Provides the dollar amount of the check.

Vendor Identifies the name of the vendor to whom the check
was paid.

Status Displays the current status of the check, such as

Printed.

Check (#) Invoi

ces

This group identifies the invoices that were paid with the selected check.

Number Specifies the number of the invoice that was paid by
the check.
Click the invoice number to view invoice details in
the Invoice Central program. To update an invoice,
click Invoice to open the Modify Invoices program.

S/Check Indicates whether a separate check was issued (Yes)
or not (No).

Remit # Provides the vendor remit address number associated
with the invoice.

Description Displays the description of the invoice.

Amount Due Contains the amount due for the invoice.

Voiding Individual Checks

You can void individual checks. The steps required vary slightly depending on the status of the checks
being voided. You can only void checks on the currently displayed page of the Checks tab. If the list of
checks is longer than one page, you must repeat these steps to void any checks displayed on other

pages of the list.

1. Use the search tools to locate the check run that contains the check or checks to void.

2. Click the check run code for the check run containing the check or checks to void.

The Details page for the selected check run opens.
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'-:::-. AP Payment Manager

. i",! 11, B > ] ZJ_

> Check Run LMB1 | $62,300.00

ASSIGNED INVQICES (0 CHECKS (3)

Chack Number A Amount Vendor Status

$7150.00  ABC SUPPLY COMPANY Printed &3

$150.00  BROWN INDUSTRIES INC Printed

O Opml O

$55,000.00  JERRY'S SPORT CENTER Printed

3. On the Checks tab, select an individual check to void by marking the checkbox for that row. You

can select multiple checks.
After you select one or more checks, the Void button is available.

> Check Run LMBT1 | $62,300.00
ASSIGNED INVOICES (0) CHECKS (3)
n @ voID Rows per page 15w 3 of 3
Check Number & Amount Vendor Status
O
10 $7,150.00 ABC SUPPLY COMPANY Printed 2>
G 11 $150.00 BROWN INDUSTRIES INC Printed
D 12 $55,000.00 JERRY'S SPORT CENTER Printed
Click Void.

Confirm the checks to void.
If the checks you selected to void have a status of Printed, this step completes the voiding process.

For checks with a Posted status, navigate to the Enter Required Information box and enter the
information to use for the automatic journal entries that the program makes when it reverses the
postings for the selected checks.

Click Continue.
The AP Payment Manager makes the following changes:

o The selected checks are voided. They remain on the Checks tab for this check run, and are
shown with a status of Voided.

« New APP journal entries are made to the general ledger, reversing the post to cash journal
entries.

o The invoices associated with the voided checks are removed from the check run and their

status is changed back to Approved to make them available for inclusion in a new check
run.
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Voiding a Check Run

To void an entire check run, take the following steps:
1. Complete a search to locate the check run to void.

2. On the main AP Payment Manager screen, click the More button in the Actions column for the
check run to void and select Void Check Run.

Check Runs

ar filter(s e s e per e s . > » Status for RF101

Check Run 4 of Inveices # of Checks Total Scheduled Print Date v Status Actions Within 7 days of discount date

= =

0

0 $501.13 11/07/2019 PENDING i Within 7 days of due date

0

1 $500.00 10/29/2019 POSTED

1 $95000  10/18/2018 PRINTED ] » 1

1
1

LMB1 4 3 $62,300.00 10/18/2018 POSTED
RF101 1
7

glf 2 £0.00 10/03/2018 POSTED
5000 10/02/2018 POSTED

glf o 4 $0.00 10/02/2018 POSTED

Grant ) 1 $0.00 POSTED

1 $0.00  01/04/2017 POSTED

Voiding a check run with a status of Printed makes the following changes:

e The status of the check run is changed back to Pending.

o All of the checks contained in the check run are voided. They remain on the Checks tab for
this check run but have a status of Voided.

e The invoices associated with the voided checks are removed from the check run and their
status is changed back to Approved to make them available for inclusion in a new check
run.

Voiding a check run with a status of Posted makes the following changes:

e The status of the check run is updated to Void. No further actions can be performed on a
check run with the status of Void.

¢ New APP journal entries are created, reversing the post to cash journal entries.

e All the checks in the check run are voided. The checks remain on the Checks tab for this
check run, but are shown with a status of Voided.

e The invoices associated with the voided checks are removed from the check run and their
status is changed back to Approved to make them available for inclusion in a new check
run.

Printing Checks
You can print checks from a check run that has invoices assigned to it and that is at the Pending stage:

1. To initiate the check printing process, open the main AP Payment Manager screen, and click the
Check Run code for the check run to print.

2. When the Detail view for the check run opens, click Print Checks.

In the Enter Required Information box, type the first check number to use for printing this check run,
and then click Continue.

The program displays a progress bar. When the process is complete, a success message displays
showing the number of checks printed and the check number range. In addition, the AP Payment
Manager makes the following changes:

o The status of the check run is updated from Pending to Printed, or to Partially Printed if the
check run contains EFT advices that have not been printed yet.
e The status of the invoices in the check run are updated from Approved to Paid.
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¢ In the Detail view, all invoices associated with printed checks are removed from the
Assigned Invoices tab, and the Checks tab lists the printed checks.

Printing EFT Advices

You can print EFT advices from a check run that has invoices assigned and is at the Pending stage:

1. Toinitiate EFT advice printing, open the main AP Payment Manager screen, and click the Check
Run code for the check run for which to print EFT advices.

When the Detail view for the check run opens, click Print EFT Advice.

In the Enter Required Information box, type the first check number to use for printing this check run,
and then click Continue.

The program displays a progress bar. When the process is complete, a success message displays
showing the number of checks printed and the check number range. In addition, the AP Payment
Manager makes the following changes:

e The status of the check run is updated from Pending to Printed, or to Partially Printed if
there are still checks in the check run that have not been printed.

e The status of the invoices in the check run are updated from Approved to Paid.

¢ In the Detail view, all invoices associated with printed checks are removed from the
Assigned Invoices tab, and the printed checks are listed on the Checks tab.

Printing Checks and EFT Advices from the Same Check Run

Checks and EFT advices must be printed separately. If a check run contains both checks and EFT
advices, the Print Checks and Print EFT Advice actions are initially available. Once either action has
been performed, the status of the check run is updated to Partially Printed, and only the remaining
action is available.

Reprinting Checks

To reprint checks for a check run, click the More button in the Actions column and select Rerun Print

Checks. The check run must have a status of Printed or this option is not available.
Check Runs

Clear filter(s) ~ Page: 1~ Rowsperpage: 15~  1-150f74 > »
Check Run # of Invoices # of Checks Total Scheduled Print Date v Status Actions With
i ] i 50f6(v
LMEB1 $62,300.00  10/18/2018 POSTED
RF101 $950.00  10/18/2018 PRINTED EI >
glf $0.00  10/03/2018 POSTED

GLF $0.00 10/02/2018 POSTED

o © o = &
AN N e w

glf $0.00  10/02/2018 POSTED - ast

Additional Options in AP Payment Manager

If your organization has enabled additional integrations, AP Payment Manager provides options to add
an AP automation batch or view pending receivables. The integrations must be configured in the
System Settings program before the options are visible in AP Payment Manager.

Adding an AP Automation Batch

If your organization has enabled an AP automation integration, follow these steps to add a new AP
automation batch.

Enterprise ERP, powered by Munis®
Accounts Payable 2021.6 Page 86



4o tyler

1. Click AP Automation Status to check the connection status. If the connection is successful, continue
to step 2. If the connection is not successful, contact your system administrator to resolve the error,
then recheck the connection and ensure it is successful before proceeding.

2. Click Add.
The program displays the Add AP Automation Batch screen.

3. Complete the fields on the screen, using the following table as a reference.

Field Description Notes
Reference Displays the reference number
Number associated with the AP automation

batch.

Check Run Code |Stores a unique 8-character code for
the check run.

Cash Account Indicates the general ledger cash
account used to pay all the invoices in
this check run. The cash account on
the invoices must be the same as the
cash account for the check run.

Anticipated Check |Indicates the date when your

Print Date organization anticipates printing the
check run.

Comment Stores any comments about the check
run.

4. After completing the fields, click Save to save the basic batch information.
You are now ready to assign invoices to the batch.

5. Click the Open Invoices tab.
By default, all invoices on the Open Invoices tab are selected for inclusion.

6. To clear or re-select all checkboxes on the Open Invoices tab, click the Invoice Number checkbox in
the header row. To clear or select an individual invoice, click the checkbox on the row for a specific
invoice.

7. Click Assign and Save to assign the selected invoices to this check run. The Assign action assigns
the selected invoices from all pages of the current active set to the list of checks that are shown on
the Assigned Invoices tab.

Click Filter to sort the list on the Assigned Invoices tab.

9. To remove assigned invoices, follow these steps:
a. Click the Assigned Invoices tab.
b. Select the checkbox for any invoice to remove from the check run.

c. Click the Remove command.
The selected invoice or invoices are moved to the Open Invoices tab.

d. Click Save to save your changes.
Once a batch has been created and invoices have been assigned to it, it is in the Pending
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stage, and is ready for submitting to AP automation using the Submit to AP Automation
option.

Viewing Pending Receivables

Your organization must have Enterprise ERP integrated with Enterprise Permitting & Licensing to use
this feature.

e For vendors in the check run that are linked to Enterprise Permitting & Licensing business
licenses, click the More button in the Actions column in the row for the check run, and then
select View Pending Receivables from the menu. The program displays the Pending
Receivables window with information about pending Enterprise Permitting & Licensing
receivables, including the business registration, business name, invoice number, invoice status,
invoice date, due date, invoice total, and total due. Click the invoice number to view and
maintain the invoice details in Enterprise Permitting & Licensing.

o Alternatively, click the check run and then click the View Pending Receivables option to access
the Pending Receivables window.
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Creating a Custom Export Template for Positive Pay
Files

Overview

A custom export template for positive pay defines the data fields for Enterprise ERP to include in the
export file that you send to the bank. When you select the Positive Pay option from the main Check
Reconciliation screen, the Custom Templates option is available for creating a new template. Custom
positive pay export templates that you create are available for reuse in the Positive Pay program.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm the following:

¢ You have permissions to access the Accounts Payable Cash Disbursements Check
Reconciliation program and to create the positive pay file.

¢ You have obtained the file formatting requirements from your organization's bank prior to
creating a template.

e You have access to the Enterprise ERP data server where the positive pay file is saved.
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Procedure

Complete the following steps to create a custom positive pay export template:

1. Open the Check Reconciliation program.

Financials > Accounts Payable > Cash Disbursements > Check Reconciliation

*.. Check Reconciliation

5 tyler

lrl®

Custom
Templates

Clear Options
Batch number *
Clear date * 04/21/202

Cash Account * 1000

Check numbers

Bank table
Input format
Input date format

Bank account

w
=]
=

Skip lines 0

Override bank cleared date

Cleared checks

Wire transfers

Processed

Cleared Amount

Checks:

Creates templates for custom import formats.

Clear by Check range

1010 CASH

Bank table

Uncleared Amount

2. Click Positive Pay.
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e

Custom
Templates

File Information

Execute this report

Cash account

Select checks issued

Output format
Output file name *
Bank Number
Bank account *
Branch number

Line feed after each record

03 custom Header

Include cleared checks

Include printed checks

Include EFT

Include voided checks

Include stale checks
Show stale check amounts
Include wire transfers

New check set

Print void amount for void transactions

1000 1010

Within date range

BA4 - BANK OF AMERICA - PAYEE WITH DBA

[yyyymmdd][userid][nnn]
111
234892384

Include voided checks outside of the entered cash account

Creates templates for custom export formats.

CASH

to | 02/25/2021 @
to 99999999
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3. Click Custom Templates to open the Template Editor program.
When the Template Editor opens, it displays a list of available Positive Pay templates. If no
templates exist, it displays the New Template option.

% Positive Pay

C]

Custom
Templates

File Information \4

.

Execute this report '-:::-. AP Check Reconciliation Export Q, Search Templates...
K

Cash account

MY TEMPLATES ALL TEMPLATES Records per Page

no templates were found

© New Template

¢ | - ’ ’

4. Click New Template.
The program displays the New Template screen.

New Template

Template Layout @

‘ Single Line ¥ |

Single Line Check Reconciliation Export. Check information is supplied via one line per exported record.

Name

[ ]

Template name is required.

File Type @

= (2

ASCII File Excel File

File Delimiter @

None «

Prepopulate Template @

No -

¥ Include headers in export?

*any unsaved changes will be lost upon loading a new file configuration

Cancel

5. Complete the fields to define the basic details of the template using the following table as a
reference.
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Field Description Notes

Template Layout Defines the basic layout of the export
files to be created from this template,
either Single Line (with all information in
one line) or Multi Line (two or more
different lines in the file). When Multi
Line is selected, the files created can
include a header row.

Name Defines the name of the template. This
should be a name that is easily
recognizable to users of the Positive Pay

function.

File Type Defines the file type, either ASCII or
Microsoft Excel.

File Delimiter When the file type selected is ASCII

(plain text), defines the type of delimiter
the program inserts into export files
created.

Prepopulate Template [When selected, directs the program to
prepopulate fields in the files created.

Include Headers in When selected, directs the program to
Export? include a header row in the file created.
6. Click OK.

The program displays the AP Check Reconciliation Export screen.

'-;3'. AP Check Reconciliation Export

Slyes|2®mm

Line Type Line Field sequence @ value @ header value @

Flat - Bank Account Number v Format v
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7. Click the arrows in the table header to define each field to include in the export file and the position
in which it occurs. The boxes at the top of the screen display a confirmation of the details about
each field as you define it.

Line Type Line Field sequence @ value @ header value @
Flat d Branch Number d Delete Fomat  ~ 2 Branch Number
BANK NUMBER v BRANCH NUMBER ~ - - - - - ~ - - -
Bank Number Branch Number -

I Filter

Bank Account Number
Bank Number

Branch Number
Check Amount

Check Amount Cents
Check Comment
Check Date

Check Hash

Check Number A

11

8. Click Save.
When you save the template details, the program displays any applicable errors; you must correct

the errors to continue. The program adds the new template to the My Templates tab.

‘-s::-. AP Check Reconciliation Export Search Templates...

MY TEMPLATES ALL TEMPLATES Records per page

Template Description File Layout File Type File Delimiter Created By
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9. On the Check Reconciliation program's Positive Pay screen, the template is available for selection
in the Output Format list.

File Information

Execute this report | Now - |

Cash account ‘ 1000 ‘ ‘ 1010 ‘ ‘ | CASH

Select checks issued | Within date range ~ | |02/18/2009 @ | o |02/18/2009 & |
0| to 99999999

Output format \ -

Output file name * WF - WELLS FARGO

Bank Number WF1 - WELLS FARGO - LONGER BANK ACCOUNT

Bank account = WF2 - WELLS FARGO - WITH PAYEE TWO

Branch number

WF3 - WELLS FARGO - WITH PAYEE DBA INDICATOR
Line feed after each record

WIL - WILMINGTON TRUST, ARP

B Hesce WS - WILLIAMSON COUNTY SCHOOL
Include cleared checks XML - XML Export for BizTalk
Include printed checks Z10 - ZIONS BANK - CSV
Include EFT AP Check Reconciliation Template

Include voided checks

D Include voided checks outside of the entered cash account

Include stale checks

Output format code.
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Creating a Positive Pay File

Overview

This document provides instructions on how to create a positive pay file to send to your bank after you
print checks. Creating a positive pay file to send to the bank is the last step in the cash disbursements
process. Positive pay can be used to help prevent check alteration fraud. A positive pay file lists all the
checks, wire transfers, and electronic funds transfers created in a specified check run. The file typically
includes a record of the check date, check number, check amount, and payee name for each payment.
When a check reaches the bank for payment, the bank compares the transaction to the positive pay
file. Any discrepancies are identified and the payment does not clear until you, as the bank customer,
have been notified and have verified the authenticity of the check.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm the following:

¢ You have permissions to access the Accounts Payable Cash Disbursements Check
Reconciliation program and to create the positive pay file.

e Cash disbursements have been posted to the general ledger.

e You have access to the Enterprise ERP data server where the positive pay file is saved.
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Procedure
Complete the following steps to create the positive pay file:
1. Open the Check Reconciliation program.
Financials > Accounts Payable > Cash Disbursements > Check Reconciliation

*.. Check Reconciliation

1118 29999 9

Custom
Templates

Clear Options

Batch number *

Clear date * 04/21/2021
Cash Account * 000

1010 CASH
Clear by Check range Bank table

Check numbers 0 to 990099000

Bank table

Input format -
Input date format -

Bank account
Skip lines 0

Override bank cleared date

Cleared checks

Wire transfers
Processed

Cleared Amount Uncleared Amount

Checks:

Creates templates for custom import formats.
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2. Click Positive Pay.
The

= '-::E-. Positive Pay

18 °

Custom
Templates Fiel

File Information

Execute this report

Cash account

Select checks issued

Cutput format
Output file name *
Bank Number
Bank account *
Branch number

Line feed after each record

program displays the Positive Pay screen.

3 custom Header

Include cleared checks
Include printed checks
Include EFT

Include voided checks

Include stale checks
Show stale check amounts
Include wire transfers

New check set

Print void amount for void transactions

Now
1000 1010

Within date range -

BA4 - BANK OF AMERICA - PAYEE WITH DBA
lyyyymmdd][userid][nnn]

111
234892384

Include voided checks outside of the entered cash account

Creates templates for custom export formats.

5 tyler

CASH

3. Click Define.

4. Complete the fields, as required, to define the positive pay file. Refer to the following table for

specific field descriptions.

Field

Description

Notes

Execute This Report

Allows you to use Enterprise ERP

Scheduler to process the report.

e Select Now to process the report
immediately using the output
options.

e Select In Background (Now) to
process the report a single time
using the event log and email
notification features or At a
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Field

Description

Notes

Scheduled Time to establish a
specific time when the report runs,
the program uses Enterprise ERP
Scheduler.

Cash Account

Provide the org, object, and project (if
applicable) codes that identify the
cash account used for this
reconciliation process. The program
displays the default cash account; you
should only change this value if you
are using multiple cash accounts

Select Checks Issued

Indicates how to create the report: by
check range or by date range. You
can select a specific relative time (for
example, yesterday or today), or you
can select Within a Specified Date
Range or Within a Specified Check
Range. If you choose to specify a
check or date range, you must
complete the applicable beginning
and ending range boxes.
The program compares your
computer’s current date to determine
the values for the date fields. For
example, if your computer shows
today is 07/22/20, then today’s date is
completed as 07/22/20.
To specify the range of dates for the
positive pay file, select Within Date
Range.
To specify the range of check
numbers for the positive pay file, use
Within Check Range.

e Today
Yesterday
Week to Date
Prior Week
Month to Date
Prior Month
Within Date Range
e Within Check Range

Output Format

Specifies the format of the ASCII file
as defined by bank requirements.
Select the format appropriate for your
bank from the list.

Output File Name

Identifies an output file name that is
meaningful to you and to your banking
institution.

Enter a unique name for your positive
pay file, without spaces or dashes or
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Field

Description

Notes

any special characters such as
underscore (_), ampersand (&), dollar
sign ($), percent (%), caret (1),
asterisk (*), or hyphen (!).

Bank Number

Indicates the bank’s identification
number.

If your bank requires a bank number
in the positive pay file, enter it here.

Bank Account

Defines the organization’s bank
account number.

Enter your bank account number
here.

Line Feed After Each
Record

Causes the report to include a line
feed after each record, if selected.
The line feed indicates the end of the
record, or in the case of the positive
pay file, the end of the information
about the specific payment (check,
EFT, wire transfer, and so on). Your
bank specifications should note
whether the line feed ASCII character
is required at the end of each record.

Include Cleared
Checks

Causes the report to include checks
that have been cleared and checks
that have not been cleared in the
reconciliation process, if selected. It is
not typical to include cleared checks
in this file since the purpose of the
positive pay file is to detect check
alteration fraud before the check
clears.

Include Printed

Causes the report to include printed

Checks checks, if selected.
Typically, this box is selected since
printed checks can be the source of
check fraud.

Include EFT Causes the report to include

electronic file transfers (EFTs), if
selected.

Select this checkbox to include
electronic fund transfers (EFTs) in the
positive pay file.

Include Voided
Checks

Causes the report to include voided
checks (checks that have been
removed and are treated as if the
transaction never happened), if
selected.

Select this checkbox to include voided
checks in the positive pay file.
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Field

Description

Notes

Include Voided
Checks Outside of
Entered Cash

Directs the program to ignore the cash
account when selecting checks for the
positive pay file, when selected. Clear

Account this checkbox to include only voided
checks from the entered cash
account.

This checkbox is only available if
Include Voided Checks is selected.

Include Wire Causes the report to include wire

Transfers transfers, when selected.

New Check Set Causes the program to include more

than one defined set of checks in the

same export file, if selected.

¢ If you do not select this checkbox,
you can omit specific checks from
the export file by excluding those
checks from the selection
criteria. You can click Define again
to continue from where the
exclusion process ended and to
select the remaining checks to
include as intended.

¢ If you select this checkbox, you
cannot modify the active set
created when you select Define.
To create a new active set, click
Define again; the new active set
replaces the former selections.

Print Void Amount for
Void Transactions

Directs the program to print the
amount of voided checks on the
report, if selected. Clearing the
checkbox causes the program to
include a voided amount of $0.00 for
all voided checks.

This option is only available if Include
Voided Checks is selected.

5. Click Accept.

If you have any payments for the period specified in the Select Checks Issued field, the program
displays the number of checks selected.

6. Click Process.

The program displays the number of records created and the location of the electronic positive pay

file created.

Results

The positive pay file is available to be transmitted to the bank.

What’s Next?

After the file has been transmitted to the bank, a check reconciliation file can now be received from the
bank to update checks that have been cleared.
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Modifying Invoices

Overview

The Modify Invoices program is used for making changes to invoices that have been entered and
posted through the Invoice Entry program. The Modify Invoices program consists of three screens:
Journal Header, Invoice Header, and Invoice Detail. The number of fields available for updating is
determined by the status of the invoice. An unpaid invoice has more flexibility than an invoice that has
been paid and posted through the Cash Disbursements Journal program. When making a change to an
invoice that originally liquidated a purchase order, the cancellation or voiding of the invoice re-
encumbers any liquidated funds. Be sure this is the desired result. If not, you must also change the
purchase order.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm the following:
e You have permission to maintain invoices.

¢ You have menu access to the Modify Invoices program.
¢ You have permission to access to general ledger accounts.
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Procedure
Complete the following steps to make a change to an invoice:
1. Open the Modify Invoices program.

Financials > Accounts Payable > Invoice Processing

'-::E-. Modify Invoices

Define

Journal Information
Effective date *
Year/period *

Journal description *

nvoice to Modify
Vendar *
Document *

Invoice

Define journal entry and vendor/invoice to modify.

> Modify Invoices

2. Click Define.

3. Complete the fields, as required, using the following table as a guide.

5 tyler

Field | Description

| Notes

Journal Information

Effective Date Contains the date the changes affect the
general ledger. The current date is the
default value, but you can change this.

Year/Period Specify the fiscal year and period
associated with the invoice.

When you update an invoice, the
program posts changes to this year and

period.

Journal
Description

Defines the journal description that is
required for the journal entry.

The description can contain up to 10
alphanumeric characters.

Invoice to Modify

Indicates the vendor number of the
vendor for whom the invoice is intended.

Vendor
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Field Description Notes
You can enter one-time pay vendors,
which are included in the results list when
you click the field help button to select a
vendor.

After you enter the vendor number, the
program displays the vendor name, and
the folder button is highlighted. Click the
folder button to view the vendor record.

Document Specifies the unique 12-character
document identifier for the invoice.

Invoice Provides the 20-character number for the
invoice.

After completing the fields, click Accept.
If the vendor number is the only criteria defined, the program displays the invoice record; if multiple
records meet the criteria, the program displays the matching invoices in a browse screen.

— '-::E-. Modify Invoices

€ | v | Q | 3 & © @ 8 ‘ + B
Clerk Vendor Document Invoice ' Entry Date PO Contract Invoice Amt Voucher Status 099-G year
ed.z 1000 6426 6426 01/08/2020 152.00 PAID 2020
bill.s 1000 6396 2335 11/13/2019 1,500.00 APPROVED 2019
rielle k. 1000 6380 6380 11/11/2019 20110038 100.00 APPROVED 2019
cheryl.b 1000 6385 6385 11/11/2019 5,000.00 PAID 2019
cheryl.b 1000 6388 6388 11/11/2019 20,000.00 PAID 2019

Double-click the record to maintain.

The program opens the Invoice Header screen. The Invoice Header screen contains general
information about the invoice, such as the vendor, address, invoice description, status, and gross
amount.

Main

[ (=2 withholding

Wodify invoice detail for the current invoice. (1)
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6. Click Update.
The fields available for updating vary according to the invoice status. An unpaid invoice is the most
flexible, allowing deletion from the database or changes to the following fields:

PO Number

Voucher Number
Invoice Date

Due Date

Check Run Number
Dept/Loc

Status

Separate Checks Status
Comment, Description
Amounts

Discount

Org, Object, and Project
1099

Asset Status

PO lines (can be added or deleted)

Paid invoices allow changes to the following fields:

PO Number

Voucher Number

Dept/Loc

Comments

Description

Org, Object, and Project

Note: For paid invoices, no deletion of records from the database is allowed (this would require
voiding a check).

7. Make the necessary changes and click Accept.
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To make a change to the general ledger accounts for an invoice:
1. On the Invoice Header screen, click Invoice Detail.
The program displays the Detail screen.

nvoice detail
Line | Org Objec Project PO Amoun Sales Tax Use Tax Net Amount | 1099 A Bud | Work Order

1 11135000 5206 11,400.00 0.00 0.00 11,400.00 M - MED&HEALTH N 1 0

Total Amount 11,400.00

EQUIPMENT MAINTENANCE 1000.1 135000 00 .00 000005206

GL Available Budget 57,964.52

Line number

Click Update.
Make the necessary changes.

Click Accept to save the changes.

o & DN

Click Back to close the screen and post the changes.

Other update options:

e To restore the invoice to its original state, click Cancel Modify. You must click Cancel Modify
before exiting the maintained invoice to successfully restore the invoice to its original state.

e To void an invoice, click Void. Only invoices with a status of Approved or Held are eligible to be
voided. The status is updated to Void.
Note: When a check is voided, the associated invoices are updated to an approved status to be
included in the next check run. If you do not want the invoice included in the next check run, use
the Modify Invoices program to void the invoice itself.

e To remove an invoice from the database, click Delete.
The program only allows you to delete invoices with a status of Approved, Held, or Void.
The program displays a confirmation message.

Results
There is no Output/Post option in the Modify Invoices program. Once you close the screen, the program
posts any journals associated with the change, and then updates the invoice.

Status Change

The status change to the invoice reflects any changes that were made. Voiding an invoice updates the
status to Void. A paid invoice remains in a Paid status, unless the check is voided. If the check is
voided, the invoice status is updated to Approved. An approved invoice is included in the next check
run, unless manually updated through the Modify Invoices program. If the invoice is modified, the
invoice will be routed through the Workflow Approval process for approval.
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GL Impact

If you change the amount or general ledger account fields, the program makes adjusting journal entries
as necessary. The general ledger update occurs when you close the Modify Invoices program.

Other Enterprise ERP Modules Impact

Changes made in the Modify Invoices program can affect Enterprise ERP Purchasing. For example, the
cancellation of an invoice that originally liquidated a purchase order will re-encumber those amounts. If
you void a check that paid an invoice, the invoice reverts to a status of Approved and is available for
the next check run. If this is not the intended result, you must use the Modify Invoices program to void
the invoice as well.

What’s Next?

Depending on the reason for the maintenance, the next steps to be taken may vary. If an invoice was
deleted because it was entered against the wrong vendor, you may re-enter the invoice correctly
through Invoice Entry. If an invoice entered against a purchase order was deleted, you may want to
confirm that the purchase order should have in fact been re-encumbered. Corrections or modifications
to the invoice will release the invoice for approval.
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Creating Reports

Overview

This section provides general instructions for creating commonly used reports from the Enterprise ERP
Accounts Payable menu. It is intended for accounts payable personnel. This section includes the
following reports:

Vendor Invoice List

Vendor Fiscal Year Summary

Invoice History by GL Account

Invoice Aging Report

Invoice Open Report

Note: If the View SSNs checkbox in Accounts Payable User Attributes is not selected for your user ID,
the programs do not include Social Security numbers in reports.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.
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Vendor Invoice Lists

The Vendor Invoice Lists program prints a list of vendor invoices. Invoices can be chosen based on the
vendor’'s number, status, name, general type code, class code, and/or geographic code. They can also
be selected by the invoice number, department, status/entry date, due date, check date, voucher
number, purchase order number, check run number and/or check number.

Procedure
Complete the following steps to print a list of vendor invoices:
1. Open the Vendor Invoice Lists program.
Financials > Accounts Payable > Invoice Inquiry and Reports > Vendor Invoice Lists

“s Vendor Invoice Lists

Output Print Displa PDF Save Exce Nord Rpt Opticns

Vendor
Vendor
Status
Name
General type
Class code

Geographic code

nvoice
Document

Invoice
Department

Status

Entry date

Due date

Check date
Voucher/document
Purchase order
Check Run

Check

Net amount

Use tax

Description

Set report options.

2. Click Search.

3. To create an active set of records matching specific criteria, complete one or more of the fields
according to the following table. To create an active set of all records, leave all the fields blank.
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include on the report.

The vendor name must be entered
exactly as it is defined in the Vendors
program.

Field Description Notes

Vendor

Vendor Indicates the vendor number to
include on the report.

Status Specifies the vendor status to be
included on the report.
The following options from the
Vendors program are
available: Active, Inactive, Temporary,
Stop or Bidder.

Name Contains the name of the vendor to

General Type

Contains the vendor type codes to
include on the report.

The type code must exist in Accounts
Payable Miscellaneous Codes and be
linked to the vendor in Vendors.

Class Code

Identifies the vendor class code to
include on the report.

The class code must exist in
Accounts Payable Miscellaneous
Codes and be linked to the vendor in
Vendors.

Geographic Code

Stores the vendor geographic codes
to include on the report.

The geographic code must exist in
Accounts Payable Miscellaneous
Codes and be linked to the vendor in
Vendors.

Invoice

Document

Specifies a unique 12-character
document identifier.

Invoice

Provides a 20-character invoice
number.

Department

Sets the department code to include
on the report.

Status

Indicates the status of the invoice to
include on the report: Approved, Hold,
Paid, or Void.

Entry Date

Contains the invoice entry date to
include on the report.

Note: The entry date is not manually
entered during invoice entry and
cannot be seen. It is the actual
system date that the invoice was
entered.

Enterprise ERP, powered by Munis®
Accounts Payable 2021.6

Page 110



i tyler

Field

Description

Notes

Due Date

Determines the invoice due dates to
be included on the report.

If you do not select a specific invoice
status, invoices with the same due
date are selected regardless of
whether they are paid.

Check Date

Identifies the invoice check date to
include on the report.

This date appears on an invoice if the
invoice is already paid.

Voucher/Document

Contains the invoice numbers to
include on the report. You can enter
an invoice number, leave this box
blank to include all invoice numbers,
or use a colon (:) to define a range of
numbers.

Purchase Order

Specifies the purchase order number
used to create the invoices to include
on the report.

You can enter a purchase order
number, leave this box blank to
include all purchase orders, or use a
colon (:) to define a range of purchase
orders numbers.

Check Run
[Warrant]

Contains the invoice check run or
warrant identifier to include on the
report. You can enter a check run
identifier, leave the box blank to
include all check runs, or use a colon
(:) to define a range of check run
identifiers.

Note: Depending on your
organization's settings, this label may
vary.

Check

Establishes the check number used to
pay the invoice to include on the
report.

The check number is present on an
invoice if the invoice is already paid.
Check numbers are assigned to the
invoices when the checks are printed.
You can enter a check number, leave
this box blank to include all checks, or
use a colon (:) to define a range of
check numbers to include.

Net Amount

Contains the net amount of the
invoice.

Use Tax

Indicates the amount of use tax that
applies to the invoice.
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Field Description

Notes

Description Stores the description used with the
Purchase Card Import program. You
can enter a description, leave this box
blank to include all descriptions, or
use a wildcard character to define the
description if you are unsure of how it
is recorded in the database.

4. Click Accept.

The program displays the number of records that meet the search criteria.

%% A/P Vendor Invoice List

VENDOR NAME DOCUMENT INVOICE VOUCHER PO# WARRANT
ABC SUPPLY COMPANY 138 138 86 03282006
ABC SUPPLY COMPANY 139 139 87 03282006
ABC SUPPLY COMPANY 140 140 88 03282006
ABC SUPPLY COMPANY 142 142 90 03282006
ABC SUPPLY COMPANY 144 144 92 03282006
ABC SUPPLY COMPANY 294 294 100 20060011 06302006
ABC SUPPLY COMPANY 296 296 102 20060014 06302006
ABC SUPPLY COMPANY 297 297 103 20060015 06302006
ABC SUPPLY COMPANY 299 299 105 20060017 06302006
Search / Filter Record
1 of 232
Qv

AMOUNT

11400.00

142023

3242.00

323.00

950.00

4500.00

1350.00

959.70

410.18

Click Browse to view a list of records in the active set. Double-click a list entry to view details.

USETAX STS

0.00 PD

0.00 PD

0.00 PD

0.00 PD

0.00 PD

0.00 PD

0.00 PD

0.00 PD

0.00 PD

6. Click Accept to return to the main program screen.

7. Click Report Options (Rpt Options) to create a report of the active set.

'-:::-. Report Options

€ v
Execute this report [ Now v ]
Report sequence Vendor, invoice -
Double space the report D
Include on Report Invoice -
Include Check Date O
Include Paid Amount O
Include Payee Name for one time vendors D
When is the report to be executed?

8. Complete the fields according to the following table.
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Field

Description

Notes

Execute This Report

Determines how and when the report

is created.

o Select Now to process the report
immediately. Use the output
options to view, print, or save the
report.

e Select In Background (Now) to
process the report for a single
time on a specified date using
Enterprise ERP Scheduler. This
selection includes the event log
and email notification features.

e Select At a Scheduled Time to
establish when and how often
the report runs. This selection
uses Enterprise ERP Scheduler
and includes event log and email
notification features.

Report Sequence

Specifies how the report sorts and
subtotals:

Vendor invoice

Vendor name, invoice

Voucher, vendor, invoice

PO, invoice

Check Run, vendor, invoice

Check Run, vendor name,

invoice

Check, invoice

Vendor name, check
No matter which option you select,
the report prints the same columns
of information, in the same order
from left to right.
All report sequence options that refer
to the vendor name draw this name
from the Alpha box in the Vendors
program, which enables alphabetic
sorting of vendors.
If an invoice does not have any
characters in the primary field
chosen for sorting, that invoice is not
included on the report. For example,
if you select PO, Invoice and an
invoice in the set of invoices that
was selected does not have a
purchase order number associated
with it, that invoice does not print on
the report.
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Field

Description

Notes

Only invoices that have check
numbers are printed for options 7
and 8.

Double Space the
Report

If selected, this checkbox directs the
program to print the report in double-
spaced format.

Include on Report

Specifies the number to include on
the report: Document, Invoice, or
Both.

o Select Document to include only
the 12-character document
number on the report. If you
select Document, the document
number prints in the first column.

e Select Invoice to include only the
20-character invoice number on
the report. If you select Invoice,
the invoice number prints in the
first column and the description
includes on the first 26
characters.

e Select Both to include both the
document and invoice number
on the report. If you select Both,
the document number prints in
the first column and the invoice
number is on the next line with
the label "Invoice."

Include Check Date

Directs the program to include the
check date in the report, if this
checkbox is selected.

If the value of the Include on Report
list is Document or Invoice, the
check date appears on the report as
CHECK DATE mm/dd/yyyy.

If the value of the Include on Report
list is Both, the check date is
included on the INVOICE line.

Include Paid Amount

Causes the report to include the paid

amounts for invoices, when selected.

Include Payee Name
for One Time Vendors

Directs the program to include the
payee name when displaying one-
time vendors on reports, if selected.

9. Click Accept.

The program returns to the Vendor Invoice Lists screen.

10. If you selected Now from the Execute This Report field, click Output and select an output format to

create the report.
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If you selected any other value for the Execute This Report field, the program opens Enterprise
ERP Scheduler, which allows you to create the report at a future time or date.

Example: Vendor Invoice List Report

Munis s o : munis

e @ tyler erp solution

VENDOR INVOICE LIST
[INVOICE P.0. INV DATE VDUCHER CHECK RUN CHECK # INVDICE NET PAID AMOUNT DUE DATE  TYPE STS INVOICE DESCRIFTION

1000 ABC SUPPLY COMPANY

10/08/2019 3333 40,000.00 11/07/2019 INV APP Test
CHECK DATE:
10/14/2019 102319 100.00 11/13/2019 INV APP test
CHECK DATE:
01101 01/01/2017 030505 5,000.00 01/11/2017 INV APP
CHECK DATE:
06,/30,/2007 438 SHERT 6533265 5,000.00 5,000.00 06/30/2007 INV PD SUPPLIES FOR GRANT

1]
CHECK DATE: 11/07/2007

ao 20110031 09/26,/2019 050505 95.00 10/06,/2019 TNV AFF HVAC Equipment, Access
CHECK DATE:

000 03/20,/2007 217 1000 99959 950.00 950.00 03/30/2007 IN PD  test
CHECK DATE: 03/20/2007
101262 10/18/2018 950.00 10/28/2018 INV APP Ryan's Invoice
CHECK DATE:
11 11/07,/2007 440 SHERT 1117778 1,500.00 1,500.00 11/17/2007 TNV PD  SUPPLIES
CHECK DATE: 01/30/2008
11189 11/07,/2007 435 SHERT 6533263 10,000.00 10,000.00 11/17/2007 INV PD SUPPLIES FOR GRANT
CHECK DATE: 11/07/2007
122288 12/14/2007 SHERT 1117778 1,425.00 1,425.00 12/24/2007 INV PO TEST
CHECK DATE: 01/30/2008
1313 10/31,/2007 443 1109 6533266 147.25 147.25 11/13/2007 INV PD SUPPLIES
CHECK DATE: 11/08/2007
138 03/24/2006 86 03282006 5 11,400.00 11,400.00 04/03/2006 INV PD Copy Paper
CHECK DATE: 03/28/2006
03/24/2006 &7 03282006 5 1,420.23 1,420.23 04/03/2006 ™ PO Office Supplies

39
CHECK DATE: 03/28/2006

140 03/24/2006 88 03282006 [ 3,242.00 3,242.00
CHECK DATE: 03/28/2006

=1

04/03/2006 INv PD Office supplies

03/28/2006 90 03282006 5 323.00 323.00

=1

42 03/28/2006 INV PD oOffice supplies
CHECK DATE: 03/28/2006

144 03/28/2006 92 03282006 5 950.00 950.0f
CHECK DATE: 03/28/2006

=1

04/07/2006 Tvv  PD Office supplies

(1] 11/07/2007 439 SHERT 1117778 1,200.50 1,200.50 11/17/2007 INV PD SUPPLIES
CHECK DATE: 01/30/2008

2335 11/05/2019 111320 1,500.00 12/05/2019 INV APP GRANT EXPENSE
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Vendor Fiscal Year Summary

The Vendor Fiscal Year Summary report prints a summary of fiscal year-to-date purchases and fiscal
year-to-date payments for a specified set of vendors. Vendors appear on the report if both year-to-date
purchases and year-to-date payments are zero. In addition, amounts are included on the report even if
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these amounts have not yet been closed to a period in the Enterprise ERP General Ledger.

Procedure

Complete the following steps to print a list of vendor purchases and payments:

1. Open the Vendor Fiscal Year Summary program.

Vendor
1099 vendors only

Status

Name

General type
Class code
Geographic code

Entity

Report Options
Execute this report
Fiscal year *

Fiscal year date range
Dept/Loc™

Minimum activity *

Set report options.

s~ Vendor Fiscal Year Summary

No

anan
2U2ZU

Within date range 07/01/2019

Display social security numbers on report

Display 1099 box code information on report

Rpt Options

Financials > Accounts Payable > Invoice Inquiry and Reports > Vendor Fiscal Year Summary

Click Search.

To create an active set of records matching specific criteria, complete one or more of the fields
according to the following table. To create an active set of all records, leave all the fields blank.

Field Description Notes
Vendor Contains the vendor number to include
in the report.
1099 Vendors Determines whether the report should
Only be restricted to 1099 vendors only.
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Field

Description

Notes

Status

Indicates the vendor status to include
on the report: Active, Inactive,
Temporary, One Time Pay, Stop, or
Bidder. If you select the blank option,
the program includes all status codes.

Name

Stores the vendor's alphabetic name to
include on the report.

The vendor name must be entered
exactly as it is included in the Vendors
program.

General Type

Identifies the vendor type code to
include on the report.

The type code must exist in the
Accounts Payable Miscellaneous
Codes program for the Vendor Type
Codes code type. It must also be linked
to the vendor in the Vendors program.

Class Code

Contains the vendor class code to
include on the report.

The class code must exist in Accounts
Payable Miscellaneous Codes for the
code type Vendor Class Codes and be
linked to the vendor in Vendors.

Geographic Code

Stores the vendor geographic codes to
include on the report.

The geographic code must exist in the
Accounts Payable Miscellaneous
Codes program and be linked to the
vendor in Vendors.

Entity

Indicates the entity code for the invoice.

The entity code can be 1 or 2. If entity
code restrictions are in use, you are
restricted to those invoices with an
entity code that matches your user ID
entity restrictions.

Vendor entity codes are established in
Vendors.

4. Click Accept.

The program displays the number of records that match the search criteria.

5. Click Report Options (Rpt Options) to define the report settings. This allows you to specify the sort
or subtotal sequence, report headings, and spacing for the report.

Field

Description

Notes

Execute This Report Determines when to process the

report when Enterprise ERP
Scheduler is enabled.

report immediately, use an

e If you select Now to process the

Enterprise ERP, powered by Munis®
Accounts Payable 2021.6

Page 117



javascript:void(0);
javascript:void(0);
javascript:void(0);

i tyler

Field

Description

Notes

output option to view, print, or
save the report.

¢ If you select In Background
(Now) to process the report a
single time using the event log
and email notification features,
or if you select At a Scheduled
Time to establish a specific time
when the report runs, the
program uses Enterprise ERP
Scheduler.

Fiscal Year

Contains the fiscal year for which to
select the invoices included in the
vendor’s year-to-date purchases.
Any updated invoices that post to
the fiscal year entered in this box
are included in the vendor’s year-
to-date purchase amounts on the
report.

The default value is the fiscal year
in General Ledger Settings, but you
can change this.

Fiscal Year Date
Range

Identifies the dates the program
uses to select records for the
report.

This date range selects which
vendor payments are included in
year-to-date purchases. Any paid
invoices with a check date that falls
in this date range are included in
the vendor’s year-to-date payment
amount on the report.

If you select Within Date Range,
you must complete the following
Date Range boxes with the
beginning and ending dates for the
range.

The default value is the fiscal year
date range from General Ledger
Settings, but you can change this.

Minimum Activity

Contains the minimum dollar
activity for the vendor to be
included on the report.

The default value for this field is
0.00.

If you enter an amount in this box,
vendors are included on the report
if year-to-date purchases are
greater or equal to this value. If you
leave the default value in this box,
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Field

Description

Notes

the program includes all activity for
the selected vendors.

Display Social Security
Numbers on Report

Directs the program to display
Social Security numbers (SSNs) on
the reports you create, if selected.
The box only appears if you are
authorized to view SSNs. If you are
not authorized, this checkbox is not
available. When this checkbox is
selected, Social Security numbers
are included for all output formats.

Display 1099 Box
Code Information on
Report

Instructs the program to display
1099 box codes on the report, if
selected. Clear the checkbox to
hide the 1099 box codes.

6. Click Accept.

The program returns to the Vendor Fiscal Year Summary screen.

7. If you selected Now from the Execute This Report field, select an output format to create the report.
If you selected any other value for the Execute This Report field, the program opens Enterprise
ERP Scheduler, which allows you to create the report at a future time or date.

Example: Vendor Fiscal Year Summary Report

Munis

VENDOR NAME

1000 ABC SUPPLY COMPANY

VENDOR FISCAL YEAR SUMMARY

FISCAL YEAR: 2019 07/01/19 10 06/30/20 MINIMUM: .00

F.I.D.#
ADDRESS SOC.SEC.#

100 MAIN STREET
STE 20
BOSTON, Ma 02201

1 VENDORS REPORT TOTALS

** END OF REPORT - Generated by Tina *=*

DEPT/LOC: TO zzzzzz

¥YTD PURCHASES YTD PAYMENTS
157,736.85 28,597.00

157,736.85 28,597.00
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Invoice History by GL Account

The Invoice History by GL Account program provides a list of invoices, sorted in the order of the
general ledger account, that were charged on each line. It provides options to select currently open
invoices, or those that were open as of a prior period end date. The latter option is useful for balancing
the general ledger accounts payable account as of the end of last month.

The Invoice History by GL Account program has four report options: History by Fund, History by
Account, History by Project, and History by Object. Each report includes the following data: account
identifier, account description, vendor number, vendor name, invoice number, purchase order number,
invoice posting year and period, invoice type, invoice status, invoice line amount, voucher number,
check run number, check number, and invoice line description. Invoice totals on the report are given for
the vendor, the account, the org, and the fund. The reports include invoices for one-time pay vendors.

The report layout is always the same regardless of how the report is defined. Also, if an invoice is
charged to more than one account, the program displays that portion of the invoice under the account
where it was charged.

Procedure
Complete the following steps to print a list of vendor invoices:
1. Open the Invoice History by GL Account program.
Financials > Accounts Payable > Invoice Inquiry and Reports > Invoice History by GL Account

= -:::-. Invoice History by GL Account

History by Fund

History by Org

History by Object

[ l
[ l
[ History by Project ]
[ l
[ l

AP Reconciliation by Fund

2. Select the type of report to create:

¢ History by Fund—The Fund option allows you to create a report based on a defined fund
range.

e History by Account—The Account option creates a report that includes invoice history charged
to a certain range of account numbers. You can define a report that includes just invoice history
related to one vendor number or one check run number.

e History by Project—The Project option sorts the history report by fund, project, and vendor. It
provides subtotals at these levels.

¢ History by Object—The Object option creates a report based on a defined object range. This
report includes the quantity received instead of voucher number.
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Execute this report

Fund range *

Invoice selection
Year/period

Year/period range *

Last check date

Selective account inclusion
Print full GL account
Exclude withholding

Capital assets All

Define fund report parameters.

Include on Report Documi

20

FARF AL

3. Click Define.

4. Complete the fields according to the following table, as applicable.

Field

Description

Notes

Execute This Report

Determines when to process the
report when Enterprise ERP
Scheduler is enabled.

e If you select Now to process
the report immediately, use
the output options to view,
print, or save the report.

¢ If you select In Background
(Now) to process the report a
single time using the event log
and email notification
features, or if you select At a
Scheduled Time to establish a
specific time when the report
runs, the program uses
Enterprise ERP Scheduler.

Fund Range

(Available when you
select Invoice History by
Fund)

Specifies a range of funds to
include in the invoice report. The
beginning and ending fund are
required.

Account Range

Sets the range of general ledger
account numbers to include in the
invoice history report. Enter the
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Field

Description

Notes

(Available when you

Account

select Invoice History by

account type (B-Balance Sheet,

E-Expense, or R-Revenue), and
then enter the full general ledger
account number.

Project Range
(Available when you

Project)

select Invoice History by

Indicates the range of project
codes to include in the report.

Object Range
(Available when you

Object)

select Invoice History by

Defines the range of object codes
to include in the report.

Invoice Selection

Identifies the type of invoice

status to include on the report:

¢ All Invoices—Open and Paid:
Selects all invoice history that
was posted to the year/period
range.

e Only Paid Invoices: Selects all
invoice history that was
posted to the year/period
range and that has a paid
status as of today.

e Only Open Invoices: Selects
all invoice history that was
posted on or before the
year/period entered in the
Year/Period box and that was
unpaid (status A) as of the
last check date. Amounts
printed are as of the last
check date.

Vendor

Contains the vendor number for
whom you are processing the
invoice history.

The Vendor box is accessible if
the Invoice Selection value is All
Invoices-Open and Paid or Only
Paid. The program does not
display this box when you create
an Invoice History by Fund report.

Check Run
[Warrant]

Specifies the check run identifier
for the invoices.

The Check Run box is accessible
if the Invoice Selection value is
By Check Run. The program
does not display this box when
you create an Invoice History by
Fund report.
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through which balances should
be computed. Invoices are
selected if they post on or before
the period that is entered here
and are still open as of the last
day of the fiscal year and period.
The default value is the current
year and period established in the
General Ledger Settings
program, but you can change
this.

The Year/Period box is
accessible when the Invoice
Selection value is Only Open
Invoices. The program only
displays this box when you create
an Invoice History by Fund report.

Field Description Notes
Note: The label of this field varies
depending on your organization's
settings.

Year/Period Indicate the fiscal year and period

Year/Period Range

These fields define the beginning
and ending posting year and
period of the invoice history to be
included on the report. Only
invoice history that was posted to
a period in this range is included
in the report.

The default value is the starting
year/period entered in the
General Ledger Settings
program. Period 13 of the current
year is the default ending
year/period. You may change
these default values as
necessary.

The paid invoices report includes
all invoices that have a status of
P-Paid as of today, even if they
were paid after the fiscal
year/period range.

The Year/Period Range box is
accessible when the Invoice
Selection value is either All
Invoices—Open and Paid or Only
Paid Invoices.

Org Page Break

If selected, this checkbox directs

(Account/Org) the program to insert a page
Project Page Break break after each account
(Project) number/org code, each project
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Field

Description

Notes

Object Page Break
(Object)

code, or each object code,
according to the report that you
are creating.

The program does not display this
box when you create an Invoice
History by Fund report.

Last Check Date

Indicates the month ending date
of the year/period.

This date is needed to include
paid invoices on the report that
have a check date after the date
entered here. The Last Check
Date box is accessible when the
Invoice Selection value is Only
Open Invoices.

The program does not display this
box when you create an Invoice
History by Fund report.

Selective Account
Inclusion

Directs the program to open GL
Segment Find after you have
completed the fields and clicked
Accept, if this checkbox is
selected.

On the GL Segment Find screen,
complete one or more of the
account segments, and then click
Accept. The program selects
records based on the account
criteria entered.

Capital Assets

Indicates whether records with

capital assets should be included

in the history:

e All—Includes records with and
without capital assets.

¢ Yes Only—Includes only
records with capital assets.

e No Only—Includes only
records without capital assets.

Include on Report

Specifies the number to include
on the report: Document, Invoice,
or Both.

e Select Document to include
the 12-character document
number on the report. If
selected, the report includes
the document and voucher
numbers, but excludes the
invoice number.
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Field

Description

Notes

e Select Invoice to include the
20-character invoice number
on the report. If selected, the
report includes the 20-
character invoice number and
excludes the document and
voucher numbers.

e Select Both to include both
the document and invoice
number on the report. If
selected, the report includes
the document, voucher, and
invoice numbers.

5. Click Accept.

The program displays the number of records selected at the bottom of the screen.
,‘,Jnfﬂuﬂ’”ﬂf‘\4—~4‘1u~haf\i\/“*=«ru\lufﬂﬁn-—\u\a

Define fund report parameters.

20 Record(s) found.

R

6. Click Vendor Summary (Vendor Summ) to display or print the report.
The program opens the Output dialog box.

7. Select the output type, enter the report title, and then click OK.

The program creates the Vendor Summary Report, which displays the year/period range, vendor
name, address, federal identification number or Social Security number, and total purchases and

payments for the vendor.

Example: Vendor Summary Report

Munis

VENDOR SUMMARY

VENDOR NAME

1000 ABC SUPPLY COMPANY

1031 BROWN INDUSTRIES INC

1036 JERRY'S SPORT CENTER

9998 ONE-TIME PAY

1114 SPECIAL OLYPICS OF T

5 VENDORS

¥EAR/PERIOD: 2019/ 4 oCT To 2019/ 4 ocCT

F.L.D.#
SOC.SEC.#

ADDRESS

100 MAIN STREET

STE 20
BOSTON, MA 02201
101 5 CHESTER ROAD

SWARTHMORE, PA 19081
121 MAIN ST

FOREST CITY, PA 18421

REPORT TOTALS

12-3456789012345

PURCHASES

PAYMENTS

9,570.00
8,620.00

150.00
150.00

55,000.00
55,000.00

2,995.02
677.21

2,000.00
.00
69,715.02 64,447.21
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Invoice Aging Report

The Invoice Aging Report program creates a report that includes invoice balances for each vendor in a

30-, 60-, or 90-day format. A total overdue balance displays beside each vendor name. This total

categorizes invoices into time frames for Current, 30-60, 60-90, and 90 and Over.

Procedure

To create the aging report:

1. Open the Invoice Aging Report program.

'-:::-. Invoice Aging Report

Execute this report Now

Spacing Single

Define list and select data.

Aging start date * Specified
Print All vend

Hold invoices Include

Define

aate 04/22/2021

ors with a balance

Financials > Accounts Payable > Invoice Inquiry and Reports > Invoice Aging Report

2. Click Define.
3. Complete the fields, referring to the following table as needed.
Field Description Notes
Execute This Determines when to process the report
Report when Enterprise ERP Scheduler is
enabled.

If you select Now to process the report
immediately, use the output options to
view, print, or save the report.

If you select In Background (Now) to
process the report a single time using
the event log and email notification
features, or if you select At a
Scheduled Time to establish a specific
time when the report runs, the
program uses Enterprise ERP
Scheduler.

Aging Start Date | Indicates when the invoices are
considered for inclusion in the report. The
Aging Start Date can be a point in time
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Field Description Notes
(such as yesterday or next week) or it can
be a specific date.

e To enter a specific date, select
Specified Date from the list and then
enter the date in the Date box.

e To use a point in time, select the time
from the list. In this case, the program
uses the dates relative to your
selection at the time you select
Execute This Report. For example, if
you select Today, the program uses
the current date at the time the report
is created.

Print Establishes whether to include all vendors
with a balance or to limit your selection to
only overdue vendors.

Hold Invoices Indicates whether to include invoices with
a Hold status on the report. The default
value is Include, but you can change this
by selecting Exclude from the list.
Spacing Specifies whether to print the report in
single-spaced or double-spaced format.

4. Click Accept.
The program displays the number of records selected in the status bar at the bottom of the screen.

5. If you selected Now from the Execute This Report field, select an output option to create the report.
If you selected In Background (Now) or At a Scheduled Time from the Execute This Report list, the
program opens Enterprise ERP Scheduler for creating the report at a future time or date.

The program creates a report according to the criteria selected.
Invoices with an Invoice History Status code of H (hold) are not included in the overdue columns but
are totaled separately in the Held Items column.

Example: Invoice Aging Report

Munis

INVOICE AGING REPORT

AGING DATE: 07/0 019 FOR ALL BALANCES

1 one Time vendor 153.00 153.00
1000 ABC SUPPLY COMPANY 102,861.28 102,861.28
1002 ABLE CONCRETE 100.00 100.00
1003 MUNIS, INC. 20.00 20.00
1004 BMI SYSTEMS GROUP 3,500.00 3,500.00
1005 CRYSTAL DECISIONS 5,700.00 5,700.00
1008 CHEVROLET 25.00 25.00
1009 GENERAL MOTORS 5,000.00 5,000.00
1010 DELL 22,950.00 22,950.00
1011 HEWLETT-PACKARD COMPANY 5.00 5.00
1012 OFFICE DEPOT 1,000.00 1,000.00
1013 STAPLES 538.00 538.00
1018 RAINBOW BRIDGE PUBLISHI 3,000.00 3,000.00
1020 MILIKEN 1,650.00 1,650.00
1021 UNITED POSTAL SERVICE 150.00 150.00
1026 VERIZON 555.00 555.00
1034 DIRECT SUPPLY 1,500.00 1,500.00
1039 SPORTS SUPPLY GROUP INC 789.50 789.50
1040 TEACHERS SCHOOL SUPPLY 1,400.00 1,400.00
1066 MORGAN RYAN 13.00 13.00
1120 ANDREW KONSTANOPOLIS 4,564.00 4,564.00
8008 BLUE CROSS BLUE SHIELD 100,200.00 100,200.00
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Invoice Open Report

The Invoice Open Report shows open invoices as of a specific date. It includes invoice numbers,
invoice dates, search dates, open amounts, purchase order numbers, and check run numbers.

Procedure

To create the open report:

1. Open the Invoice Open Report program.

Financials > Accounts Payable > Invoice Inquiry and Reports > Invoice Open Report

X 35 & © E o
Cloze Dutput Print Dizpla PDF Save Define
Execute this report -
Open invoice date range * ) to )
Defines report parameters.
Click Define.
Select when the report will be run, and a date range for which to report on open invoices.
Click Accept.

The program displays the number of records selected in the status bar.

5. If you selected Now from the Execute This Report field, choose an output option to create the
report. If you selected In Background (Now) or At a Scheduled Time from the Execute This Report
list, the program opens Enterprise ERP Scheduler for creating the report at a future time or date.
The program creates a report according to the criteria selected.

Open (unpaid) invoices are reported for each day in the specified date range. The report sorts by
reporting date, with all invoices open for each date sorted by invoice date, vendor, and document.

Example: Invoice Open Report

; ' g - nunis
Munis ”"r . erp solution
INVOICE OPEN REPORT

REPORT DATES
From 02/07/2019 to 02/03/2020
Date Vendor Document Invoice Invoice Date Amount W/0 Use Tax PO warrant
1120 5922 5922 02/20/2009 150.00 150.00 KNM630
1120 5923 5923 02/20/2009 250.00 250.00 FEB25
1009 5927 5927 02/21/2009 5,000.00 5,000.00 KNMB30
1120 5914 5914 02/25/2009 1,500.00 1,500.00 KNMG30
1120 5915 5915 02/25/2009 250.00 250.00 FEB25
1120 5916 5916 02/25/2009 65.00 65.00 KNMG30
1 5847 034983409 02/26/2009 30.00 30.00

1120 5917 5917 03/01/2009 1,500.00 1,500.00 FEB25
1120 5918 5918 03/01/2009 650.00 650.00 KNMG30
1120 5919 5919 03/01/2009 99.00 99.00 KNMG30
1000 5943 5943 04/23/2009 95.00 95.00 KNMG30
1021 5953 111 06/09/2009 150.00 150.00 ACIP

1034 5955 113 06/09/2009 1,500.00 1,500.00 ACT

1000 5866 5866 07/27/2009 100.00 100.00 FEB25
1000 5867 5867 07/27/2009 1,000.00 1,000.00 KNMG30
1000 5868 5868 07/27/2009 1,140.00 1,140.00 KNMG30
1020 5904 5904 07/24/2013 50.00 50.00 KNMG30
222 5975 5975 12/09/2015 250.00 250.00 Dec30
1000 5987 5987 06/22/2016 10.00 10.00 20090058  KNMB26

Amount subtotal: 8 g
w/0 use Tax subtotal: 55, L7
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Using Vendor Insurance Certificate Expiration

Overview

The Vendor Insurance Certificate Expiration program generates a report containing vendor insurance
certificates that are nearing expiration. In addition, the program generates notification letters to be sent
to those vendors with expiring certificates. Each time the program runs and generates notifications, the
program automatically updates the 90-Day Notification, 60-Day Notification, 30-Day Notification, and
Expiration Notification columns on the Insurance tabs of the Contract Entry and Vendors programs.

If your organization has installed and implemented Tyler Notify, the notifications can be processed
using that application.

This process is intended for use by the Finance Director, Contract Administrator, System Administrator,
or another high-level user responsible for managing Contract and Vendor information.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm the following:

e Records for vendor insurance certificates exist in the Vendor Insurance Certificates program
and are associated with vendor records in the Vendors program. Note the following:

o To add or maintain vendor insurance certificates, you must be assigned the Maintain
Vendor Insurance Certificates permission in Accounts Payable Roles.

o Codes for insurance carriers, insurance agencies, and insurance types must be
established in the Contract Miscellaneous Codes or System Miscellaneous Codes
program for the INSR - Insurance Carrier, INSA - Insurance Agency, and INST -
Insurance Type code types. If your organization does not have the Enterprise ERP
Contract Management module, you may need to contact a Enterprise ERP
representative to gain access to this program.

e If your organization uses the Contract Management module, ensure contracts have been posted
in Contract Entry with insurance codes and expiration dates.
e You have access to the Vendor Insurance Certificate Expiration program.
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Procedure
To generate a certificate expiration report and notification letters:
1. Open the Vendor Insurance Certificate Expiration program.
Financials > Accounts Payable > VVendors > Vendor Insurance Certificate Expiration

= & Vendor Insurance Certificate Expiration
L)

Define

Execute this report Use XML format for scheduled report
Expiration date * Current Date 06/23/2020

Sort By Vendor

Include insurance certificates where expiration is within 0 days.

Exclude certificates where vendors have already been notified.

Export Options

XML Export Filename

Defines report options.

2. Click Define and refer to the following table as needed as you complete the remaining steps of this
process.

Field Description Notes

Define

Execute This Report | Determines when to generate the
report when Enterprise ERP Scheduler
is enabled:

o Now—Creates the report
immediately. This option does
not use Enterprise ERP
Scheduler; use the output
options to view, print, or save
the report.

¢ In Background (Now)—Opens
Enterprise ERP Scheduler to
process the report one time
using the event log and email
notification features.

e At a Scheduled Time—Uses
Enterprise ERP Scheduler to
establish a specific time to run

the report.
Use XML Format for | Instructs the program to use an XML
Scheduled Report format for generating the report

through Enterprise ERP Scheduler,
when selected.

Expiration Date Sets the expiration date:
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Field

Description

Notes

e Current Date—Uses today's
date. Access to the date field is
restricted. This option is
typically used for generating
updates to the 30-Day
Notification, 60-Day
Notification, or 90-Day
Notification checkboxes on the
Insurances tabs of the Vendors
and Contract Entry programs.

e Specified Date—Provides
access to the date field for
entering a future date. This
option is typically used for
generating updates to the
Expiration Notification
checkbox on the Insurances
tabs of the Vendors and
Contract Entry programs.

The program uses the value selected
in this list along with the number of
days entered in the Include Insurance
Certificates Where Expiration Is Within
__Days field to determine which
vendors have expiring insurance
certificates. For example, if you select
Current Date and enter 30 for the
number of days, the program includes
all vendors with insurance certificates
set to expire within the next 30 days
(that is, 30 days from today).

Sort By

Determines the sort order:
¢ Vendor—Groups the
notifications by vendor.
e Expiration Date—Groups the
notifications by expiration date.

Include Insurance
Certificates Where
Expiration Is Within
___Days

Indicates the number of days, starting
with the date identified in the
Expiration Date list, within which the
program checks for any insurance
certificates that will expire, such as 30,
60, or 90.

This field accepts values other than
30, 60, or 90; however, it is intended to
work with the 30-Day Notification, 60-
Day Notification, and 90-Day
Notification checkboxes on the
Insurances tabs of the Vendors and
Contract Entry programs. If you enter
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Field Description Notes

a different value, there are no
corresponding checkboxes for the
system to select.

Exclude Certificates | Directs the program to exclude from
Where Vendors Have | the report and notification process any
Already Been vendors who have been notified of a
Notified previous 90-, 60-, or 30-day expiration
warning, when selected.

Export Options

XML Export Filename | Specifies the name of the file to use
for the XML export. This field is
accessible when you click XML Export
after defining and finding a set of
records.

Select when to process the report by completing the Execute This Report list.

Select Now to process the report immediately. If you select In Background (Now) to process the
report a single time, using the event log and email notification features, or At a Scheduled Time to
establish when the report runs, the program uses Enterprise ERP Scheduler to process the report.
Note: If you are using Enterprise ERP Scheduler, Enterprise ERP personnel recommend that you
establish the scheduled job with the user name designated for Scheduler jobs at your organization,
rather than with any one individual's user ID. This helps to ensure continuity with Enterprise ERP
Scheduler job functions within your organization.

If you are using Enterprise ERP Scheduler, select the Use XML Format for Scheduled Report
checkbox to create the report in the XML format at the scheduled time.

Select the value to use from the Expiration Date list. This list contains the certificate expiration date
for which to define the report and generate notifications. The default value is the Current Date
option, but you can change this. If you select Specified Date, the date cannot be prior to today’s
date.

Select Vendor or Expiration Date from the Sort By list.

Complete the Include Insurance Certificates Where Expiration Is Within __ Days box. This box
indicates the number of days, starting with the expiration date, within which the program checks for
any insurance certificates that will expire.

If vendors who have already been notified of a 90-, 60-, or 30-day expiration warning should be
excluded from this report and notification, select the Exclude Certificates Where Vendors Have
Already Been Notified checkbox.

Click Accept.
The program displays the number of records that match the report criteria.

If you selected Now from the Execute This Report list, use the XML Export or XML Print option to
create or print the file; if you selected In Background (Now) or At a Scheduled Time, Enterprise
ERP Scheduler opens.

If you selected XML Export as the output method, you must enter an export file name in the Export
Options group.

When you generate the output file, the program displays a confirmation message about whether to
mark the insurance certificates as notified or not.
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11. Click Yes to mark the certificates as notified. This causes the 90-Day Notification, 60-Day
Notification, 30-Day Notification, or Expiration Notification checkboxes in the Contract Entry and
Vendors programs to be selected (based on your selection in the Expiration Date list and the
number of days entered).

If the checkboxes should not be selected, click No and view the report.

Results

If you selected Yes to mark the certificates as notified, the process updates the appropriate 90-Day
Notification, 60-Day Notification, 30-Day Notification, and Expiration Notification columns on the
Insurance tabs of the Contract Entry and Vendors programs.

What's Next?
If your organization has installed and implemented Tyler Notify, the notifications can be processed
using that application.

A member of your organization who has access to maintain the Vendors program can review the report
of vendors whose insurance certificates have expired and update the status of each affected vendor to
indicate which vendors should no longer be used until the insurance certificate is valid again.
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Contract Retainage—Permanently Retaining

Overview

Retainage is the process by which money is withheld from a vendor during payment of the accounts
payable invoice. Contract retainage is established at the contract level. Money is withheld when paying
invoices against contracts by entering a contract retainage percent on the contract itself. At completion
of the contract, the withheld money can be paid to the contractor or directed to a revenue account if the
contractor did not meet their obligations.

Those contracts that have retainage should have established milestones indicating the release of
retainage. Your organization’s Accounts Payable department should be included in the date alert
business rules for retainage milestones. When the retainage milestone is updated, the Accounts
Payable department is notified and the retainage can be processed and paid to the vendor. If the
contract retainage is not to be processed, the contract administrator should contact the Accounts
Payable department with instructions on the revenue account that should receive the credit.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm the following:

e You have access to the Contract Retainage program.
¢ Contracts with retainage percentages are available.

¢ Vendor terms that allow retainage have been defined.

¢ Invoices have been processed against contracts with retainage.
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Procedure
To process contract retainage amounts:
1. Open the Contract Retainage program.

Financials > Accounts Payable > Vendor Processing > Contract Retainage

%+ Contractor Retainage

X
n ||
)
3]
a2
-

Define Criteria
Check dates to

Contract

Totals
Records 0
Remaining Retainage 0.00

Over Retained 0.0
nvoice Information

Batch

Starting Document

Invoices to be paid to
Vendor Remit
Payment Method
Batch Date

Group invoices by cash account

Define records. (D)

2. Click Define.
The program opens the Define Criteria section for entry.

3. Complete the Check Dates and Contract boxes, and then click Accept.
The program closes the fields and updates the fields in the Totals section.

4. Click Permanently Retain to transfer the retained funds to another of your organization’s accounts.
The program displays the Accounts Distribution screen.

Click Update.

Enter the account or accounts to which to transfer funds.

You can enter multiple accounts and amounts, up to the total retainage amount from the Account
Retainage box.

7. After entering the account and amount information, click Accept.

Click Generate.
The program displays the General Journal Parameters screen.

9. Click Define.
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10. Complete the available fields to define the journal entry that supports the transfer of funds.
11. After completing the fields, click Accept.

12. Click Create.
The program generates the journal entry and transfers the retained funds to your designated
account.

Results
A journal entry has been generated and placed within the journal entry proof file to be released for
approval and processed through the normal manual journal entry process.

What’s Next?

Journal entries generated are submitted for approval and processed through the normal journal entry
process.
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Contract Retainage—Releasing to a Vendor

Overview

This document provides instructions on how to release contract retainage amounts to the vendor.
Retainage is the process by which money is withheld from a vendor during payment of the accounts
payable invoice. Contract retainage is established at the contract level. Money is withheld when paying
invoices against contracts by entering a contract retainage percent on the contract itself. At completion
of the contract, the withheld money can be paid to the contractor or directed to a revenue account if the
contractor did not meet their obligations.

Those contracts that have retainage should have established milestones indicating the release of
retainage. Your organization’s Accounts Payable department should be included in the date alert
business rules for retainage milestones. When the retainage milestone is updated, the Accounts
Payable department is notified and the retainage can be processed and paid to the vendor. If the
contract retainage is not to be processed, the contract administrator should contact the Accounts
Payable department with instructions on the revenue account that should receive the credit.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm the following:

You have access to the Contract Retainage program.
Contracts with retainage percentages are available.

Vendor terms that allow retainage have been defined.

Invoices have been processed against contracts with retainage.
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Procedure
To process contract retainage amounts:
1. Open the Contract Retainage program.

Financials > Accounts Payable > Vendor Processing > Contract Retainage

Define Criteria

Check dates to

Contract

Totals
Records
Remaining Retainage 0.00

Over Retained 0.00

nvoice Information

Batch

Starting Document

Invoices to be paid to
Vendor Remit
Payment Method
Batch Date

Group invoices by cash account

Define records. (D)

2. Click Define.
The program opens the Define Criteria section for entry.

3. Complete the Check Dates and Contract boxes, and then click Accept.
The program closes the fields and updates the fields in the Totals section.

4. Click Release to Vendor to create an invoice that facilitates the payment of funds to the vendor or
the IRS.

The program displays the Release to Vendor screen.

5. Click Define.
The program makes the Invoice Information group accessible.

Compilete the fields to define the invoice information.

7. After completing the fields, click Accept.
The program displays the invoices to be created and updates the Totals section.

8. Click Generate.
The program creates the invoice and displays a confirmation message.

9. Click OK to close the message box.
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Results

An invoice has been generated and it can be released for approval and processed through the normal
invoice entry process.

What’s Next?

Generated invoices are submitted for approval and processed through the normal invoice entry
process.
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Importing Purchase Card Transactions

Overview

When employees of your organization use purchase cards to make transactions, the transactions are
recorded by your financial institution and then provided to you in the form of an electronic import file.
This file must be imported into Enterprise ERP to record the transaction details and generate reports.
The import process is performed by the Purchase Card Import program. Once imported, the
transactions are recorded on Enterprise ERP purchase card statements and released for approval
using Enterprise ERP Workflow.

This document describes the procedure for importing purchase card transactions into Enterprise ERP
using an import file provided by your banking institution. This document uses an import file in the JP
Morgan format, but the procedure is similar for all file formats.

Prerequisites

Before you can successfully use this feature, you must ensure that the necessary settings and codes
are in place. If settings and codes are not set up, or not set up correctly, you may need to contact your
Enterprise ERP system administrator or department manager to have them updated or added into the
Enterprise ERP system.

Confirm the following:

¢ You have the purchase card import file available in a compatible format. File layouts can be
found on the Enterprise ERP Knowledgebase.

e All the purchase cards that appear on the import file exist in the Enterprise ERP system.

e Your user role has been assigned the ability to view and maintain purchase cards on the Data
Access tab of Accounts Payable Roles.
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Procedure

To perform the purchase card import:

1. Open the Purchase Card Import program.
Financials > Accounts Payable > Invoice Processing

Purchase Card Import

o
()
o 0%
%o 0’
o

tyler

> Purchase Cards > Purchase Card Import

Define

mport Criteria
Execute this report
Input file *
File Format Munis Statement Standard Import
Statement code *
Digits to match

Close Liguidated PO's

Enforce commodity code verification
Year/period * 2020
GL Effective date * 04/22/2021
Invoice date * 04/22/2021
Cash account * 1000 1010
Check Run
Vendor 8009
Import Type Wire
Created Vendor Status ACTIVE

Use the same wire number on each invoice
Wire Date *

Wire Number

Define invoice entry import parameters.

2. Click Define.

3. Complete the fields, using the following table as a guide.

Field | Description

| Notes

Import Criteria

Execute this
Report import when Enterprise ERP

Scheduler is enabled.

options.

Enterprise ERP Scheduler.

Determines when to process the

e Select Now to process the import
immediately using the output

e Select In Background (Now) to
process the report a single time
using the event log and email
notification features, or if you
select At a Scheduled Time to
establish a specific time when the
report runs, the program uses
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Format notes:

The Payment Net-Long Account
format imports records using the
full general ledger account
number.

The Cal-Card format breaks
separate lines of detail into
separate invoices. General ledger
accounts are not imported when
you use this format. You must
enter the account information in
Invoice Entry/Proof after the import
is complete. The program enters
the invoice number on the import
file as the Enterprise ERP invoice
number and the Enterprise ERP
document number is automatically
assigned the next available
number.

The Visa—Statement format
creates records from amounts in
the file header only. When this
format is selected, the program
displays the Use Visa Detail
checkbox. Selecting the checkbox
directs the program to use the
amounts from the file detail lines to
create records instead of only the
header.

The Enterprise ERP Statement
Standard Import format allows you
to import files that contain
merchandise category codes
(MCC). The codes appear at the
end of each line in the file and are
stored as part of the transaction
record. The Purchase Card Import
program checks the imported MCC
codes against the commodity code
table. If a commodity code has an
associated MCC code, the
commodity code is also stored on
the transaction record. If multiple
commodity codes are associated
with an MCC code, the program

Field Description Notes
Input File Indicates the complete path and file

name of the file to be imported.
File Format Specifies the file format to be

imported.
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Field

Description

Notes

uses the first commodity code to
complete the transaction record. If
the commodity code has an object
code associated with it, and the
combination of the object code and
the default org code from the
purchase card results in a valid
account, the object from the
commodity code is used in place
of the default object for the
purchase card when creating
default allocation lines for the
transaction.

If the MCC codes on the import file
are invalid, the program displays
an error message. The import
report displays all the imported
MCC codes and the first NIGP
code associated with the MCC
codes.

When you use the Enterprise ERP
Statement Standard Import format, the
program provides a preview of the
import file. The preview provides any
warnings or errors associated with
each line in the file. If errors exist, the
program accumulates them and shows
them in the preview, rather than
stopping the import process when
encountering an error. On the Preview
screen, you can sort by error message
to find problematic lines in a large file.
If errors exist, you must correct them
before the import can proceed. Note:
Required fields include Card Number,
Charge Date, Post Date, and Amount.
Additionally, if a line is missing the
FID, then the Vendor Name, Address
Line One, City, and State fields are
also required. (These are required to
attempt to match on an existing
Enterprise ERP vendor or create a
vendor record.)

Statement Code

Indicates the statement code for the
import, which is used to match imports
to card statements. Typical statement
codes are the statement date, though
you can use any 10-character
identifier.
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Field

Description

Notes

Digits to Match

Identifies the number of digits on the
credit card to match. Valid entries are
4 to 16, inclusive.

Close Liquidated
POs

Directs the program to set the status
of fully liquidated purchase orders to
Closed, when this checkbox is
selected.

Enforce Causes the program to verify the
Commodity imported commodity codes against
Code your Enterprise ERP database and
Verification create invoice detail using that
information, when this checkbox is
selected.
This checkbox is only available for the
Commerce Bank import format.
Year/Period Establish the fiscal year and period for
imported invoices.
The Year field accepts the current
year or next year.
GL Effective Sets the date that the transaction
Date affects the general ledger.
The effective date is required.
Invoice Date Specifies the date that appears on the

invoice created by the statement.
This date is only available for the
JP Morgan format.

Cash Account

Identifies the account number for
imported invoices. For the full account
number, you must complete the
account type (B-balance sheet, E-
expense, or R-revenue) and then
enter the full general ledger account.

Check Run
[Warrant]

Indicates the check run or warrant
assigned to the imported invoices.
The warrant is used when printing a
check run in Print Checks.

A warrant identifier is required.

Note: This label varies depending on
your organization's settings.

Vendor

Assigns the vendor to which the
imported invoices apply.

Use the field help button to open the
Vendor Help screen, which allows you
to find and select a vendor by entering
the vendor's full or partial name.

Import Type

Indicates if the purchase card import is
a file from a wire transfer or an
electronic funds transfer (EFT).
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Field Description Notes

Created Vendor | Defines the default status of any new

Status vendor records created by the import
process.

Use the Same Instructs the program to use the same

Wire Number on | wire or check number for all invoices

Each Invoice in the batch, when this checkbox is
selected.

Wire Date Specifies the date of the wire transfer.
This date must be within the fiscal
year date range.

The wire date is required.
Wire Number Contains the wire transfer number.

4. After you have completed the fields, click Accept.
The program saves your entries.

5. Click Import to process the import.
The program imports the data from the file and uses the data to create transaction records. These
records are combined into purchase card statements. If any errors are encountered during the
import process, the Purchase Card Import program displays error messages that indicate the nature
of the errors.

Results

You have imported the transactions from the purchase card file. These transactions are stored in
Enterprise ERP as a purchase card statement which requires approval to be converted into one or
more invoices.

Status Change

The purchase card statement created by this process has a status of New.

GL Impact
The memo balances of the general ledger allocation accounts on the purchase cards are updated
based on the transaction amounts.

What’s Next?

The purchase card statements created by the import process must be released for approval, and then
converted into accounts payable invoices for further processing.
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Processing Purchase Card Statements

Overview

After purchase card transactions have been imported, they are stored in Enterprise ERP as purchase
card statements. These statements are accessed using the Purchase Card Statements program, from
which they are released to workflow for approval, and then converted to invoices.

Prerequisites

Before you can successfully use this feature, you must ensure that the necessary settings and codes
are in place. If settings and codes are not set up, or not set up correctly, you may need to contact your
Enterprise ERP system administrator or department manager to have them updated or added into the
Enterprise ERP system.

Confirm the following:

o The purchase card import process has been completed and statements have been generated.

¢ In Accounts Payable Roles, your user role has been assigned the ability to view and maintain
purchase cards, as well as the ability to convert purchase card statements to invoices on the
Data Access tab of the Accounts Payable Roles program. The Allow Update of Purchase Card
Transaction at or Below Status permission controls the statement status levels for which you
can update a purchase card transaction (PCT) on a statement: New, Released, or Approved.

e Optional: To enable the Change Fiscal Period option in the Purchase Card Statements program,
your user role must be assigned the Void Purchase Card Statements permission and the
Maintain Others' Purchase Cards and Statements data access permission must be set to Full.
To use this feature, open p-card statements (those that have not been converted or voided)
must exist for the identified statement code.
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Procedure

To convert purchase card statements to invoices:

1. Open the Purchase Card Statements program.

5 tyler

Financials > Accounts Payable > Invoice Processing > Purchase Cards > Purchase Card

Statements

'-::E-. Purchase Card Statements

Statement ID

Statement ID *

Card
Card number

Name on card

Statement Details

Dept

Code

Status -
GL year/period

GL effective date

Invoice date

Total

Transactions

Charge Date Import Date Vendor

Workflow

My Approvals

0of0  |< < > >l

0 Notes ]

l [ Dispute Comments

Bank Transaction ID

Amount | Commodity Code

Updated?

2. Click Search to locate the purchase card statement to convert.
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3. Click Transactions to view the transactions that appear on the statement.

%s% Transactions
:

Card and Statement

Card number

Statement 1D 1
Current card holder JOHN TARGET Statement code STATEMEN

Name on card JOHN TARGET

Transaction

Munis Transaction 1D 1 [ Notes ] [ [ Dispute Comments

Card holder for transaction JOHN TARGET

Vendor 1110 OFFICE CONNECTIONS INC

Charge description OFFICE CONNECTIONS INC - Purchase

Commodity code MCC code
Charge date

Post date Transaction amount -100.00

Import date

Allocation code

Contract [ Ccontract
PO year/number/line [ PO Liquidation
Work Order

Work Order task

Document number 5956 Invoice

Invoice number

Last Change

No changes made since transaction imported

10f3 > |

4. Click Update.

5. Change the Card Holder for Transaction, Vendor, Charge Description, Commodity Code, Contract,
Work Order, Work Order Task, and allocation accounts as necessary.

6. When you have finished making changes, click Accept.
7. Use the navigation buttons to view additional transactions, making changes as needed.

8. After you have finished updating the transactions, click Back to return to the Purchase Card
Statements program screen.

9. Click Release to release the statement to workflow.
The program applies the APC—AP Purchasing Cards business rule as defined by your organization.
The statement must be approved before processing can continue.
If your organization does not make use of the APC business rule, the statement is automatically
approved.
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10. After the statement has been approved, click Single Convert to convert the statement into one or
more invoices. Alternatively, you can click Mass Convert to convert all the approved statements in

the active set of records into invoices.

Statement ID
Statement ID *

Car

Card number XXXXXXXXXXXX0060

Name on card JOHN TARGET

Statement Details

Dept

Code STATEMEN I [ Notes l [ [ Dispute Comments

|5tstus Converted I
oy i ——

I N R T A i TR NS Ve e WYY

The program displays the Input GL Effective Date for Conversion dialog box.

11. Enter an effective date for the journal entries that support the conversion and click OK.
The program performs the conversion and displays the Conversions Results screen, which lists the
invoices generated and the transactions to which they apply. A single invoice is created for each
vendor that appeared on the statement.

Results
You have converted a purchase order statement into one or more accounts payable invoices.

Status Change

The converted statements are updated with a status of Converted, and the invoices created by the
conversion have a status of Hold.

GL Impact

When statements are converted to invoices, a journal entry is created for each allocation line on the
transaction that is in a different fund than the purchase card liability account defined in Accounts
Payable Settings. Once the journal is posted, the appropriate due to/due from entries are created.
When the purchase card invoices are posted, journal entries are created to credit the purchase card

liability accounts and debit the expense accounts on the transactions.

What’s Next?

You must access the created journal entries and invoices and process them using your organization’s
standard business practices.
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Appendix A—Invoice Central

Financials > Accounts Payable > Invoice Inquiry and Reports > Invoice Central

Invoice Central provides an inquiry-only listing of invoice records and information. The program does
not allow you to modify invoices. Instead, it provides direct access to the Enterprise ERP programs that
are responsible for the maintenance and processing of invoices.

The program initially displays a Search box, which you can use to specify a vendor or invoice number.

& Invoice Central ‘ Q, Vendor name or invoice # & Advanced search

For simple searches, enter a vendor name or invoice number in the search bar and then press Enter to
initiate the search. Or use the Advanced Search option to access additional search fields.

Invoice Central | Q, Vendor name or invoice # | & | Advanced search (]

| New search +
ABC Supply V2 |

OneTime Vendors »° W

g+ Invoice Central Q, Vendor name or invoice # 8, Advanced search
-

& Advanced Search

Y -
o o - ice Date e - - - e Date |
Posted Status - Exclude Unposted Invoices
ctN
e A e A
eal Name D Run this search on application start m Reset Save
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For Advanced Searches, enter a name in the Search Name box and click the Save option to save a
search for future use. If you select the Run This Search on Application Start checkbox, the program
automatically initiates that search when you open the program.

When the search completes, the program displays the matching invoices. Switch the view using the
appropriate option, which varies depending on your current view.

.
0.§::|. Invoice Central ‘ Q, Vendor name or invoice # ‘ & Advanced search ®@ ™

Invoices (121) p E =

o 10 - SUPPLIES FOR GRANT

DEF SUPPLY COMPANY

. —
° 1004 '-:::-_ Invoice Central Q, Vendor name or invoice # & Advanced search @ ™
E L~ """ |
DEF|
Invoices (121) : =
o
DrEF Number Description Vendor Status Posted PO Contract Invoice Date Due Date Gross Amount
SUPPLIES FOR DEF
10 CRANT SUPPLY PAID Yes 06/30/2007 06/30/2007 5,000.00 [0}
COMPANY
DEF
1000 test SUPPLY PAID Yes 03/20/2007 03/30/2007 1,000.00 1]
COMPANY
DEF
11 SUPPLIES SUPPLY PAID Yes 11/07/2007 11/17/2007 1,500.00 [0}
COMPANY

Select an invoice to view details.

. -
":::'. Invoice Central ‘ Q,  Vendor name or invoice # & Advanced search
- [ EEEE——————.—————————————.———————
0
&« Back ° 10 - SUPPLIES FOR GRANT - Va c = @ b4
B Invoice
=] Payment General
) ) vendor Status Posted
B Inoice Details DEF SUPPLY COMPANY PAID Yes
B Order G Department Vouche
Withholdings CENTRAL OFFICE 438
Amounts
Gross Discou Ta Net
$5,000.00 $0.00 $0.00 $5,000.00
Payment
$5,000.00
Original Journal
Journal Number Yea Period
28 2007 12
Dates
Invoice Due Receiver
06/30/2007 06/30/2007 06/30/2007

Select a category on the sidebar to view additional information about this invoice. For example, click
Payment to view the payment details.

The following table provides a brief description of the available details for the Invoice Central program.
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Category Description

Invoice Contains general information about the invoice record. Use the Vendor Name
link to view the vendor record in Vendor Central.

Payment Contains payment information for the invoice.

Invoice Details

Lists the detail lines that appear on the invoice. Click a line to view its liquidation
details, if applicable.

Withholdings

Display the withholding information for the selected invoice.
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Appendix B—Vendor Central

Financials > Accounts Payable > VVendor Processing > Vendor Central

The Vendor Central program displays information about vendors that exist in your Enterprise ERP
database. This program is intended for use by purchasing personnel who require access to vendor
information on a regular basis.

Viewing Vendor Records

The program initially displays the Search field, which you can use to specify a vendor name. If you
enter a full vendor name, the program narrows the search to only that vendor; if you enter a partial
vendor name, the program creates an active set of records that match the entered criteria.

. -
":::% Vendor Central | Q, Vendor name ‘ & Advanced search
L . |

For simple searches, enter a vendor name and then press Enter to initiate the search. Or use the
Advanced Search option to access additional search fields.

> Vendor Central | Q,  Vendor name & | Advanced search

New search —+

/

-
.~ Vendor Central Q  Vendor name & Advanced search

& Advanced Search

General

Address

Profile

SSN B W8 Received

[J Run this search on application start m Reset save

For Advanced Searches, enter a name in the Search Name box and click the Save button to save a
search for future use. If you select the Run This Search on Application Start checkbox, the program
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automatically initiates that search when you open the program.
T T it T N N i e e W e WHERRGPESS S N N

Profile
Status
1 option selected - Type - Performance - Employee Number
DUNS FID SSN B W8 Received

Search Name
fActive Vendors  —— [} Run this search on application start Reset

Saved searches are available from the Advanced Search list.

‘ Q, Vendor name & | Advanced search

New search =+

5

——eeeeeeep Active Vendors V4 []

When the search completes, the program displays the matching vendor records. Switch the view using
the appropriate option, which varies depending on your current view.

Vendor Central ‘ Q, Vendor name & Advanced search

232323 | 1234567890123456789012345678901234567890

DBA status
no data ACTIVE

Status
ACTIVE

DBA Status

° 1000 | ABC SUPPLY COMPANY &z

AEC SUPPLY AEI:FiVE
s - O O
%% Vendor Central Q, Vendor name & Advanced search
i . x> - @000}
" Vendors (87) ¥ =
10i
E‘T Number Name status Type Performance Email Website
232323 1234567890123456789012345678901234567890 ACTIVE
1068 AA ACTIVE
1000 ABC SUPPLY COMPANY ACTIVE maureen.elfring@tylertech.com http://www.abesupply.com
1112 ABC SUPPLY COMPANY ACTIVE
1002 ABLE CONCRETE ACTIVE
1029 ACE TOWING ACTIVE
1025 ADAMS TREE SERVICE ACTIVE
8019 AETNA ACTIVE PAYROLL VENDOR
1030 AIRBORNE EXPRESS INC ACTIVE
1120 ANDREW KONSTANOPOLIS ACTIVE EMPLOYEE REIMBURSEMENT akonsta@phoros.net
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Select a vendor record to view details.

T

(0

Vendor Central

Back

Vendor

Invoices (121)

‘ Q_  Vendor name

@ | secsvery company - |

MAIN INFORMATION

Checks (41) Vendor Details

Purchase Orders (97)

Contracts (10)

Addresses (3)

1099 History

Commodities (27)

Contact Information

0
PCard Transactions (0) YARMOUTH ME 04096

status

http://www.abcsupply.com

Additional Contacts

Name

KELLY SMITH

SAMUEL L. SMITH

VSS Accounts

Name

ABCSUPPLY

ACTIVE
SSN
111-24-3633
D2A
ABC SUPPLY
Emai
maureen.elfring@tylertech.com
Description Email
ACCT. REP melfring@tylertech.com
SALES MAN melfring@tylertech.com

User Id

TODD.BOLDUG

& Advanced search

Email

emailo@abesupply.com

PAYMENT/MISCELLANEOUS

Phone

617-234-1234

617-234-1234

Fax

617-234-2321

617-234-2321

Active

Yes

When you view the Details page for the first time, the program provides the Application Settings window
for you to choose which categories of details to view.

Application settings

Available details

Invoices

Purchase Orders

Addresses

Commodities

Business Licenses

Select all  Unselect all

Search time frames

— Checks

All

Checks

<]

Contracts

(I

1099 History

PCard Transactions

(<

Pending Receivables

— Invoices

vHAII -‘

— Purchase Orders

All

— PCard Transactions

vHAII -‘

Enterprise ERP, powered by Munis®

Accounts Payable 2021.6

Page 155



5 tyler

Use the Select All option to include all available categories; use the Unselect All option to exclude all
the categories. To narrow the results to include only specific time frames of items, use the lists in the
Search Time Frames group. Click OK to proceed to the Details page and apply your selections. Your
chosen categories are available in the sidebar. You can access the Application Settings screen at any
time by clicking the Settings option.

"::-. Vendor Central Vendor name ,  Advanced search
& Back °} ABC SUPPLY COMPANY ~ | Z e = 3 @"" *
B vendor
MAIN INFORMATION PAYMENT/MISCELLANEOUS
=] Invoices (121) 7 3
Application settings
B Checks (41) Vendor Details
Available details
Status Type
Purchase Orders (97) ACTIVE o o no data
. dird Invoi ecks
Contracts (10) no data 111-24-3633 —
B Addresses (3) B Addresse: 1099 History
Contact information
o) 1099 History FCal nsacti
B Penai ivale:
{73 Commodities (27) Address & !
One Tyler Drive
Selectall  Unselect all
B PCard Transactions (0) YARMOUTH ME 04096
Web Site
http://www.abcsupply.com
= Business Licenses (0) search time frames
. Ptk woice
$ PG Aot e ) Additional Contacts Al - All -
Name L il Fransaciicn Phone Fax
All - All -
KELLY SMITH Acc 617-234-1234 617-234-2321
SAMUEL L SMITH SALE 617-2341234 617-234-2321
[
VSS Accounts
Hame Userld Email Active
ABCSUPPLY TODD.BOLDUC emaild@abesupply.com Yes

Select a category from the sidebar to view that specific information.

Note: If you did not select the category in the Application Settings window, then it is not shown on the
Details page. Only the Vendor information is accessible regardless of category selections.

Viewing Vendor Information

Details

When you view the Details page for a vendor record, the page heading includes a list to select other
vendors to view, if associated vendors exist, as well as options to maintain the data.

. -
":::'. Vendor Central ‘ Q, Vendor name & Advanced search
L] e ——|
16
& Back o ABC SUPPLY COMPANY ~ s ¢ = s 0]} hd
E Vendor
MAIN INFORMATION PAYMENT/MISCELLANEOUS

2] Invoices (121)

The heading provides the following options:

o Edit—Opens the applicable program used to update the selected record. For example, if you
click Edit while viewing the vendor information, a separate browser tab opens the vendor record
in the Vendors program.

o Refresh—Refreshes the current screen to display the most recent changes.

o Notes—Stores general, certification, and class notes associated with the vendor record.
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o Totals—Calculates totals for invoices, unpaid invoices, checks, and open purchase orders for
the selected vendor. The Search Time Frames lists on the Application Settings screen
determine the time periods for the information.

o Attach—Provides any attached documents through Tyler Content Manager (TCM).

o Export—Generates an export of the currently displayed information as a Microsoft® Excel®
spreadsheet.

Vendor
The Vendor category is always available, regardless of the category selections you made in the
Application Settings window.

#. Vendor Central ‘ Q, Vendor name & Advanced search
16
& Back o ABC SUPPLY COMPANY ~ s Cc = s =2
ﬁ Vendor
MAIN INFORMATION PAYMENT/MISCELLANEOUS
B Invoices (121)
[ checks (41) Vendor Details
endor Numbe Status

Purchase Orders (97) 1000 ACTIVE

Entity Type
E8  contracts (10) 1 no

SSN FID u

111-24-3633 no data no data

E Addresses (3)

U 1099 History
9 Contact Information

(o0 Commodities (27) ot

PcCard Transactions (0 DBA
B © ABC SUPPLY

One Tyler Drive

YARMOUTH ME 04096

Emai
maureen.elfring@tylertech.com

http://www.abcsupply.com

Additional Contacts

Name Description Email Phone Fax
KELLY SMITH ACCT. REP melfring@tylertech.com 617-234-1234 617-234-2321
SAMUEL L. SMITH SALES MAN melfring@tylertech.com 617-234-1234 617-234-2321

The following table provides descriptions of the available fields for the Vendor category in the Vendor
Central program.

Field Description Notes

Vendor
Main Information Tab
Vendor Details
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Field

Description

Notes

Vendor Number

Indicates the Enterprise ERP
vendor number, as established in
the Vendors program.

Status

Specifies the current status of the
vendor:

e Active—Indicates a current
and established vendor.

o Bidder—Identifies that this
vendor has submitted bids
but is not yet an established
vendor. A Bidder status
does not prohibit entry of
purchase orders and
invoices.

e Inactive—Provides a
warning during invoice entry
that the vendor is inactive
but does not prevent the use
of that vendor record. New
vendors automatically have
a status of Inactive until they
are fully approved.

e One Time Pay—Indicates a
vendor number used one
time to pay multiple
recipients. Vendor records
cannot be manually updated
to use this status. They
must be created as One
Time Pay vendors.

o Stop—Specifies that the
vendor record should no
longer be used. This status
prevents the use of this
vendor during invoice entry.

e Temporary—Indicates the
vendor is only to be used for
a short time.

e Self Service—Indicates a
potential vendor has added
their information using a
vendor self-service
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Field

Description

Notes

application (such as VSS or
Vendor Access). The vendor
record should then be
reviewed and updated to
have either an Active or
Temporary status.

Status Reason

Provides the reason for the vendor
status, if applicable.

Reason codes are defined under
Vendor Status Reason Codes
(VRSN) in Miscellaneous Codes.

Entity

Contains the entity code for the
current vendor.

Type

Identifies the type of vendor.
Vendor types often group vendors
by the services they provide, such
as Construction or Office Supplies.
Type codes are defined under
Vendor Type Codes in
Miscellaneous Codes.

Performance

Indicates the current performance
rating assigned to the vendor.
Specific notes on a vendor's
performance are maintained in the
Vendor Performance program.

SSN

Specifies the Social Security
number (SSN) associated with the
vendor record.

Either an SSN or an FID is required
if Enterprise ERP is used to
generate a 1099 for the vendor.
The View SSN permission in
Accounts Payable Roles is required
in order to view Social Security
numbers or federal identification
numbers.

FID

Contains the vendor's federal
identification number (FID).

Either an FID or a Social Security
number is required if Enterprise
ERP is used to generate a 1099 for
the vendor.

The View SSN permission in
Accounts Payable Roles is required
in order to view Social Security
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Numbering System (DUNS) number
assigned to the vendor
organization.

The DUNS number is a unique 9-
character identification number
provided by Dun & Bradstreet
(D&B). The DUNS number is used
by the federal government to
monitor business entities. A DUNS
number is required for federal
grants and proposals.

Field Description Notes
numbers or federal identification
numbers.

DUNS Indicates the 9-digit Data Universal

Contact Information

Other Name

Stores the other name for the
vendor, if applicable.

DBA

Contains the "doing business as"
(DBA) name for this vendor, if
applicable. Vendors may request
that their DBA name be included on
payments.

Address

Holds the vendor's street or post
office box address, including the
city, state/province, and

ZIP Code™.

Email

Contains an email address for the
vendor.

Website

Identifies the vendor's website
address, if applicable.

Additional Contacts

Name

Specifies the first and last name of
the person who is an additional
contact for the vendor.

Description Provides a job title or description
explaining the contact's relationship
to the vendor.

Email Stores the email address of the
contact.

Phone Contains the phone number of the
contact.

Fax Supplies the fax number of the
contact.

VSS Accounts
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Field

Description

Notes

If your organization uses a vendor self-service application such as VSS or Vendor Access, the fields in
this group provide those details.

Name Identifies the name associated with
the self-service account.

User ID Indicates the user ID for the self-
service account.

Email Provides the email address
associated with the self-service
account.

Active Specifies whether the self-service

account is active (Yes) or not (No).

Payment/Miscellaneous Tab

Terms

Discount Percent

Determines the discount
percentage offered by the vendor, if
applicable.

Minimum Order

Provides the minimum order
amount that this vendor allows.

Freight Terms/Method

Stores the vendor's usual method
of shipping.

Days to Discount

Contains the number of days within
which the invoice must be paid to
qualify for the vendor discount.

Days to Net

Holds the number of days allowed
from the invoice date to pay the full
invoice.

Freight Percent

Contains the freight percentage
commonly applied by the vendor.

Payment Information

Pay Vendor Using

Indicates the vendor's preferred
method of payment.

Separate Check Per
Invoice

Specifies whether to use separate
checks for each invoice (Yes) or not
(No).

Prenote

Identifies whether a check or
invoice prenote is required for the
vendor.

ACH Override ID

Contains an override ID number for
an automated clearinghouse (ACH)
file.

This number overrides the ID
number in an ACH file, record 6. If
data is entered in the Override
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Field

Description

Notes

fields, it replaces the default
information in the ACH vendor file.

ACH Override Name

Stores an override name for an
automated clearinghouse (ACH)
file.

This name overrides the name in an
ACH file, record 6. If data is entered
in the Override fields, it replaces the
default information in the ACH
vendor file.

Banking Information

In order to view this group, your user role must have the View/Maintain Vendor Banking Information
checkbox selected in Accounts Payable Roles.

Account Type Specifies the type of bank account,
such as Checking Account or
Savings Account.

Bank Contains the name of the vendor's

banking institution.

Bank Routing #

Indicates the vendor's bank routing
number.

Bank Account #

Identifies the vendor's bank account
number.

Default Tax

Use Tax Vendor

Specifies whether the vendor
processes use tax (Yes) or not
(No).

Use Tax Indicates the use tax rate, if
applicable.
Sales Tax Identifies the sales tax rate, if

applicable.

Additional Information

Class Provides the class data, if
applicable.

Geographic Specifies the geographic
information, if applicable.

County Contains the name of the vendor's

county.

Foreign Entity

Identifies whether the vendor is
considered a foreign entity (Yes) or
not (No).

AR Customer #

Stores the vendor's Accounts
Receivable (AR) customer number,
if applicable. Customer numbers
are established and maintained in
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Field Description Notes

the Customers program in
Enterprise ERP Accounts
Receivable.

Employee # Holds the vendor's employee
number, if applicable. Employee
numbers are established and
maintained in the Employee Master
program in Enterprise ERP Human
Capital Management.

Delivery Methods

Purchasing Specifies the vendor's preferred
method for purchase order delivery.

Payables Stores the vendor's preferred
methods for accounts payable
delivery: Print, Fax, and/or Email.

Invoices

The Invoices category provides a table of details for associated invoices for a specified time frame.

Vendor Central | Q  Vendor name & Advanced search

16
& Back o ABC SUPPLY COMPANY ~ s ¢ = 3 0] ¥
E Vendor
Invoices (121) $5,137,735.19 crountiotal =

B Invoices (121)
B cChecks (41) Number Date Status Posted Amount Check Check Date Voucher PO
Purchase Orders (97) 5994 02/05/2020 ON HOLD No 2,131.50 0 217 20090068
E8  contracts (10) 5987 06/22/2016 APPROVED Yes 10.00 0 207 20090058
B addresses(3) 245613850  06/14/2016 ONHOLD No 9,500.00 0 202 20070028
9 1099 History -

5976 02/15/2016 APPROVED No 9,500.00 0 191
(0 Commodities (27) PENDING

5979 12/09/2015 APPROVAL No 760.00 0 104 20080051
B8 Pcard Transactions (0)

- PENDING

5971 10/30/2015 AEPROVAL No 475.00 0 185

B PENDING

5972 10/30/2015 APPROVAL No 380.00 0 186

5912 10/29/2013 APPROVED No 55.00 0

5588 08/15/2013 PENDING No 1,500.00 0 97

5884 03/06/2013 PENDING No 50.00 0 04

RFC

5870 08/04/2009 ONHOLD No 85,000.00 0 78

5866 07/27/2009 APPROVED Yes 100.00 0 74

5867 07/27/2009 APPROVED Yes 1,000.00 0 75

To change the time frame, click the Settings option in the omnibar and select a different time period for
the Invoices list in the Application Settings window.
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The heading indicates the number of invoices (#) and the total amount. The Filter option is available to
apply filter criteria to each table heading.

entered in MM/DD/YYYY format.

Field Description Notes

Invoices

Invoices (#)

Invoice Indicates the invoice number.
Click the link to open the Invoice
Central program to view additional
invoice details, such as associated
journal information.

Amount Provides the total dollar amount of
the invoice.

Date Identifies the date the invoice was

Purchase Order

Displays the purchase order
number, if applicable.

Click the link to open the Purchase
Order Central program to view
additional purchase order details,
such as delivery and payment
information.

Contract

Supplies the contract number, if
applicable.

Vendor

Identifies the name of the vendor
associated with the invoice.

Click the link to open the Vendor
Central program to view additional
vendor details, such as contact
information or associated self-
service accounts.

Status

Specifies the status of the invoice,
such as Approved.

Description

Provides the description of the
invoice.

Due

Supplies the due date of the invoice
in MM/DD/YYYY format.

Year

Indicates the fiscal year to which
the invoice applies.

Voucher

Provides the voucher number, if
applicable.

Invoice

Indicates the invoice number.
Click the link to open the Invoice
Central program to view additional
invoice details, such as associated
journal information.
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Checks
The Checks category provides a table of details for associated checks in a specified time frame.
Vendor Centrﬂl | Q Vendor name ‘ \!l Advanced search

& Back o ABC SUPPLY COMPANY = s C = 8 (Tl

E Vendor

; Invoices (121) Ghecks (41) $6,091,131.07 amountiotsl =

] Checks (41) Number Date Comment Amount Cleared

Purchase Orders (97) 11 07/23/2013 111.00 ves 0]

B contracts (10) 54322 12/03/2008 190.00 Yes [0}

Addresses (3) 6533281 11/23/2008 117,283.20 Yes [0}

D 1o history 6533280 11/18/2008 2.00 Yes 1]

GJ Gommodities (27) 6533275 06/09/2008 test 10.00 Yes @

E Foard Transactions 0 6533276 06/09/2008 10.00 Yes [L]J
6533277 06/09/2008 10.00 Yes [0}
6533278 06/09/2008 10.00 Yes [0}
6533273 03/13/2008 TEST 497325 Yes @
1117778 01/30/2008 STALE AFTER UPDATE 04/23/2008 -4,125.50 Yes [L]J
123232 01/01/2008 test 1,200,000.00 Yes [L]J
6533268 11/14/2007 fixed asset 480.00 Yes [0}
6533269 11/14/2007 STREET WORK 300,00 Yes [0}

To change the time frame, click the Settings option and select a different time period for the Checks list
in the Application Settings window.

The heading indicates the number of checks (#) and the total dollar amount.

The Filter option is available to apply filter criteria to each table heading.

Field Description Notes
Checks

Checks (#)

Check Indicates the check number.

Click the link to open the Checks
Detail screen (accessible from the
Invoice Inquiry program) to view
additional check information.

Date Specifies the check date in
MM/DD/YYYY format.
Vendor Identifies the name of the vendor

associated with the check.

Click the link to open the Vendor
Central program to view additional
vendor details, such as contact
information or associated self-
service accounts.
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Field Description Notes
Amount Provides the dollar amount of the
check.
Status Specifies the status of the check,

such as Printed.

Warrant Indicates the warrant or check run
number associated with the check.

Cash Account Contains the account number for
the associated cash account.

Purchase Orders
The Purchase Orders category provides a table of details for associated purchase orders in a specified
time frame.

o T T T ——
s Vendor Central | Q, Vendor name ‘ & Advanced search
K
16
& Back ° ABC SUPPLY COMPANY ~ s C = $ (Ul 4
B Vendor
Purchase Orders (97) $314,989.41 openiotsl =
B Invoices (121)
- Checks (41) Number Comment Status Date Fiscal Yea Gross Order Open
Purchase Orders (97) 20090070 Created 02/05/2020 2020 0.00 0.00 0.00 1]
B contracts (10) 20090068  AIR CONDITIONING, HEATING, AND VENTILATING: EQUIPM Posted 02/03/2020 2020 4,350,00 4,263.00 2131.50 0]
B Addresses(3) 20100004  TABLES Posted 01/14/2020 2018 700,00 665.00 665.00 [0}
£) 1099 History
20100003  Desk Lamps Allocated 01/06/2020 2018 800.00 800.00 800.00 1]
Ccommodities (27)
L 20090067 Created 12/12/2019 2017 0.00 0.00 0.00 1]
B PcCard Transactions (0)
20090065  Cups Allocated 01/05/2017 2016 100.00 95.00 95.00 0]
20090064 10 firefighter uniforms Allocated 12/22/2016 2016 5,000.00 5,000.00 5,000.00 @
20100002 AGRICULTURAL EQUIPMENT, IMPLEMENTS, AND ACCESSORIE Released 11/28/2016 2017 1,000.00 950.00 950.00 1]
20090062 caps and gowns Posted 09/28/2016 2016 1,000.00 950.00 950.00 1]
20090063 10 police uniforms Posted 09/28/2016 2016 5,000.00 5,000.00 5,000.00 1]
20090058  Pool Noodles Closed 06/22/2016 2016 10,00 10.00 0.00 0]
20090055  Water, Potable Posted 06/06/2016 2016 199.60 219.60 219.60 1]
20090056 Paper plates Posted 06/06/2016 2016 1,099.50 1,044.525 1,044.52 1]

To change the time frame, click the Settings option and select a different time period for the Purchase
Orders list in the Application Settings window.

The heading indicates the number of purchase orders (#) and the total open amount.

The Filter option is available to apply filter criteria to each table heading.

Field Description Notes

Purchase Orders

Purchase Orders (#)

Purchase Order Specifies the purchase order
number.
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Field

Description

Notes

Click the link to open the Purchase
Order Central program to view
additional purchase order details,
such as delivery and payment
information.

Year

Indicates the fiscal year to which
the purchase order applies.

Vendor

Identifies the name of the vendor
associated with the purchase order.
Click the link to open the Vendor
Central program to view additional
vendor details, such as contact
information or associated self-
service accounts.

Entered

Provides the date the purchase
order was entered in MM/DD/YYYY
format.

Open Amount

Specifies the open dollar amount
for the purchase order.

Order Amount

Supplies the dollar amount of the
purchase order.

Status Indicates the status of the purchase
order, such as Closed.

Description Displays the description of the
purchase order.

Department Identifies the name of the

department associated with the
purchase order.
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Contracts
The Contracts category provides a table of details for contracts that are associated with the vendor.
"E:E'. Vendor Central | Q,  Vendor name Advanced search
& Back o ABC SUPPLY COMPANY ~ s C = 8 1] .
E Vendor
Contracts (10) $0.00 =vzizbeictal =
B Invoices (121)
] Checks (41) Number Status Entry Date Expire Date Extended Date Revised Available
Purchase Orders (97) 200800039 POSTED 07/24/2012 1,000.00 0.00 [0}
B  contracts (10) 2008001 POSTED 05/02/2008 5,000.00 0.00 [0}
B  adresses(y) 200600021 POSTED 12/05/2007 28,000.00 0.00 [0}
D 1098 History 200600014 CLOSED 05/16/2007 1000 0.00 [0}
[ commodies (27 200600015 CLOSED 05/16/2007 15.00 0.00 [0}
5 powdTransactions 0 200600010 CLOSED 05/15/2007 1,000.00 0.00 [0}
200600011 CLOSED 05/15/2007 4500 0.00 [0}
200600008 POSTED 05/14/2007 0.00 0.00 [0}
200600005 POSTED 04/26/2007 5,000.00 0.00 [0}
200700002 POSTED 10/16/2006 15,000.00 0.00 [0}
Rows per page: | 25 v 1-100f 10

The heading indicates the number of contracts (#) and the total available dollar amount of contracts.
The Filter option is available to apply filter criteria to each table heading.

Field Description Notes
Contracts

Contracts (#)

Contract Indicates the contract number.

Click the link to open the Contracts
Central program to view additional
contract details, such as retainage,
subcontractor, or insurance
information.

Vendor Identifies the name of the vendor
associated with the contract.

Click the link to open the Vendor
Central program to view additional
vendor details, such as contact
information or associated self-
service accounts.

Year Contains the fiscal year for the
contract.
Status Specifies the status of the contract,

such as Posted.
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Field Description Notes

Open Amount Indicates the open dollar amount of
the contract.

Revised Amount Provides the revised dollar amount
of the contract.

Description Supplies the description of the
contract.

Department Identifies the name of the
department associated with the
contract.

Addresses

The Addresses category provides remit address and contact information associated with the vendor
record. If there are multiple addresses, use the arrows at the bottom of the screen to scroll through
them.

Vendor Central | Q,  Vendor name Advanced search

&« Back o ABC SUPPLY COMPANY ~ s C = $ [} .
Vendor
Address - 1

Invoices (121)

Checks (41) General

Purchase Orders (97) ompany Name BA
DEF SUPPLY COMPANY no data
Fa Email

no data emaill@abcsupply

Contracts (10)

Addresses (3)
Address

)

1099 History PO BOX 348992

WILLIAMSBURG VA 02201

&l

Commodities (27)

m

Pcard Transactions (0) Contacts

Name Description Email Phone Fax

Contact 1

Delivery Methods
Delivery Methods Payables

Print Email
Email

Address  10f3 >

The following table provides descriptions of the fields.

Field Description Notes

Addresses
Address - #

Identifies the remit address
number (#).

General
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Field

Description

Notes

Company Name

Specifies the company name for
this vendor address.

DBA

Contains the "doing business as"
(DBA) name for this vendor
address, if applicable. Vendors
may request that their DBA name
be included on payments.

DUNS

Indicates the DUNS number for
this vendor address.

Fax

Supplies the fax number for this
vendor address.

Email

Stores the email address
associated with this vendor
address.

Address

Provides the street or mailing
address, including the city,
state/province, and ZIP Code™
for this vendor address.

Contacts

Name

Identifies the name of the contact
associated with this vendor
address.

Description

Provides a job title or description
explaining the contact's
relationship to the vendor.

Email

Stores the email address of the
contact.

Phone

Contains the phone number of the
contact.

Fax

Supplies the fax number of the
contact.

Delivery Methods

Delivery Methods

Specifies the vendor's preferred
method for purchase order
delivery for this address.

Payables

Stores the vendor's preferred
methods for accounts payable
delivery (Print, Fax, and/or Email)
for this address.
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1099 History
The 1099 History category provides a list of the vendor's historical 1099 information.
"E:E'. Vendor Central ‘ Q, Vendor name
& Back o ABC SUPPLY COMPANY  ~ s c = s v =
E Vendor
1099 History
B Invoices (121)
] Checks (41) Year Box Code Amount
E Purchase Orders (98) 2019 MEDICAL & HEALTHCARE PAYMENTS 27,000.00
E Contracts (10) 2019 ***Total for 2019*** 27,000.00
E Addresses (3) 2020 MEDICAL & HEALTHCARE PAYMENTS 252.00
@ 1099 History 2020 ***Total for 2020°** 252.00

Ged Commodities (27)

B PCard Transactions (0)

Field Description Notes
1099 History
Year Contains the tax year for the

vendor's historical 1099 tax data.

Box Code Identifies the name of the box code
for the vendor's historical 1099 tax
data. Totals for specific years are
identified as ***Total for YYYY****,

Amount Indicates the dollar amount for the
vendor's historical 1099 tax data.
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Commodities
The Commodities category provides a table of details for the vendor's awarded commaodities.
'-E:E-. Vendor Central |Q\/elldnrnam97 Advanced search
& Back ° ABC SUPPLY COMPANY ~ s C = 8 1] .
E Vendor
Commodities (27) =
B Invoices (121)
] Checks (41) Code Last Update Description
Purchase Orders (97) 10085 08/20/2012 WOODEN BARRELS AND DRUMS
E Contracts (10) 10067 08/20/2012 STEEL BARRELS, DRUMS, AND KEGS
E Addresses (3) 10060 08/20/2012 STAINLESS STEEL DRUMS
@ 1099 History 10056 08/20/2012 RECYCLED CONTAINERS, ALL TYPES
G0 Commodities (27) 10050 08/20/2012 PLUGS, DRUM
E PCard Transactions (0) 10045 08/20/2012 PLASTIC BARRELS AND DRUMS, REINFORCED
10040 08/20/2012 PAIL-TYPE CONTAINERS, STEEL
10037 08/20/2012 LABELS, HAZARDOUS MATERIAL CONTAINER
10034 08/20/2012 HOLDERS AND CONTAINERS, COMPOST
10031 08/20/2012 HAZARDOUS MATERIAL CONTAINMENT/STORAGE (PETROLEUM)
10030 08/20/2012 HAZARDOUS MATERIAL (CHEMICALS) CONTAINMENT/STORAGE
10025 08/20/2012 GASKETS, ALL TYPES (FOR BARRELS, DRUMS, KEGS, AND PAILS)
10021 08/20/2012 FREIGHT AND CARGO CONTAINERS (SHIPPING) (SEE CLASS 640 FOR BOXES)
10015 08/20/2012 DRUMS, FIBER

The heading indicates the number of commodities (#).
The Filter option is available to apply filter criteria to each table heading.

Field Description Notes
Commodities
Commodities (#)
Code Identifies the commodity code.
Last Update Supplies the date the code was last
updated in MM/DD/YYYY format.
Description Provides the description of the
commodity.
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PCard Transactions

The PCard Transactions category provides a table of details for associated purchase card transactions
over a specified period of time. To change the time frame, click the Settings option and select a
different time period for the PCard Transactions list in the Application Settings window.

Vendor Central ‘ Q, one-time
0
& Back ONE-TIME PAY - s C = S 0 3
E Vendor
PCard Transactions (11) $2,317.81 zmount total
B Invoices (22)
M Checks @ Transaction  Card Number Card Holder Statement Charge Date Amount Description Document
[E]  Purchase Orders (0) 1 0081 Badger, LeVonne 1 1010212018 85.08 FIREHOUSE SUBS #8 8170
B contracts (0) 2 0081 Badger, LeVonne 1 1010212018 500.00 GMP MUSIC 6171
B Addresses (0) 3 0061 Badger, LeVonne 1 1010212018 871 DAKOTAAUTO PARTS 6172
£ 1099 History 4 0081 Badger, LeVonne 1 1010212018 423.00 FREDPRYOR CAREERTRACK 6173
GO Commodities (0) 5 0061 Badger, LeVonne 1 10/02/2018 770.00 GIRTON ADAMS GO 6174
B  Pcard Transactions (1) 6 0061 Badger, LeVonne 1 1010212018 26.91 R &L SUPPLY LTD 6175
7 XXXX0061 FitzPatrick, Ryan 2 1010212018 190.00 CULLIGAN WATR COND 8176
8 XXXX0061 FitzPatrick, Ryan 2 1010212018 4526 R & L SUPPLY LTD 6177
9 XXXX0061 FitzPatrick, Ryan 2 1010212018 22042 BATTERY SYSTEMS #70 8178
10 XXXX0061 FitzPatrick, Ryan 2 1010212018 25.34 FASTENAL COMPANYO1 6179
. T
Field Description Notes

PCard Transactions

PCard Transactions (#)

Transaction Indicates the transaction number.

Card Number Identifies the card number used for
the transaction.

Card Holder Specifies the name of the person
listed as the card holder.

Statement Provides the statement number
associated with the transaction.

Charge Date Stores the date of the charge in
MM/DD/YYYY format.

Amount Indicates the amount of the
transaction.

Description Contains the description of the
transaction, or what the transaction
was for.

Document Identifies the document number

associated with the transaction, if
applicable.
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Business Licenses (Enterprise Permitting & Licensing)
The Business Licenses category provides a table of details for associated business licenses. If your
organization's Enterprise ERP environment is integrated with Enterprise Permitting & Licensing and the
selected vendor does not have associated business licenses, the "No business licenses found" status

message appears.

5 tyler

Your organization must have Enterprise ERP integrated with Enterprise Permitting & Licensing to view

this information.

»
%> Vendor Gentral Q  Britney's * & o ® ©
-
&  Back o BRITNEY'S RESTAURAMN ~ s C = $ B . 4
a8
2] Company Name: Britney’s Restaurant Description: Fine Dining Resturant
Ml Checks () se Numbe: lssued Date
E]  Purchase Orders ABLO00303-11-2017  Jjcoholic Beverage General Revoked 2017 2171111 7111
" " Alcoholic Bevera 0723 7-
B Conncs( ABLO0D160.07-2016 | jcoholic Beverage Ganeral Revoked 2016 yisndiely -2
B Addesses() ABLO00162.07.2016  ficonolic Beverage General Revoked 2018 ridicay
095 History BLO0D328-04-2018  Business License Nenw Revoked 2018 S
i e " i y . 2018-03-27- 2018-03-27-
[0 Commodities () BLO0O322-03-2018 Buginess License Commercial Active e 0400 0400
= PCard Transactions BLO00315-01-2018  Business License Commercial Revoked L 2018 el
E Business Licenses BLO00326-04-2018 Business License Commercial Revoked 2018 5216&5-{“-22-
BLODO343-11-2018 Business License Commercial lssued 2018 -l bl
BLO0D331-042018  Business License New Revoked 2018 <t
BLO00334-05-2016  Business License Commercial Revoked 2018 s
BLODO330-04-2018 Business License Commercial Revoked 2018 i
BLOD0329-04-2018  Business License Commercial ugd] tr v 018 i
BLO00333-05-2018 Business License Commercial Under Review 2018 ég‘:}%gb':"('
BLO0316-01-2018  Business License Commercial Revoked 2018 e
o N
Field Description Notes

Business Licenses

Company Name: [Name]

License Number

Indicates the business license
number.

License Type

Specifies the type of license, such
as Business License or Restaurant
Establishment.

License Class

Contains the class of license, such
as New, Commercial, or Food
Establishment.

License Status

Identifies the current status of the
license, such as Revoked, Active,
Issued, or Under Review.

Tax Year

Stores the tax year for the license.
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Field Description Notes
Applied Date Provides the date on which the

license was applied for, in

MM/DD/YYYY format.
Issued Date Displays the date on which the

license was issued, in

MM/DD/YYYY format.

Pending Receivables (Enterprise Permitting & Licensing)

The Pending Receivables category provides a table of details for associated pending receivables. Your
organization must have Enterprise ERP integrated with Enterprise Permitting & Licensing to view this
information.

. —————————————————————
*4s» Vendor Central Advanced search

L L= - - |

N 0
& Back A&A - /s C = & 0] ¥
B  Vendor
Company Name: Total Due: $76,660,870.17

B invoices(1)

__] Checks (0) Invoice Number Invoice Status Description Invoice Date Due Date Invoice Total Applied Date

E Purchase Orders (0) 00025039 Partial Payment, Past Due NONE 01/25/2019 02/24/2019 600.00 290.00

E Contracts (0) 00018280 Invoiced, Past Due NONE 1070172018 10/31/2018 1755.22 1,795.22
E Addresses (0) 00024158 Partial Payment, Past Due NONE 01/25/2019 02/24/2019 600.00 380.00
-’3 1099 History 00028071 Partial Payment, Past Due NONE 08/29/2019 09/28/2019 175513 163113
o Commodities (0) 00028123 Partial Payment, Past Due NONE 08/21/2019 09/20/2019 175513 1,655.13
B PCard Transactions (0) 00033308 Invoiced, Past Due NONE 02/04/2020 03/05/2020 76,655,158.69 76,655,158.69
=] Business Licenses (31)

Rows per page: 25 - 1-60f 6
S Pending Receivables (6)
Field Description Notes

Pending Receivables

Company Name: [Name]

Invoice Number Indicates the invoice number. Click
the link to view and maintain the
invoice details in Enterprise
Permitting & Licensing.

Invoice Status Identifies the status of the invoice.

Description Specifies the description of the
invoice.

Invoice Date Provides the date of the invoice in
MM/DD/YYYY format.

Due Date Stores the due date of the pending
receivable in MM/DD/YYYY format.

Invoice Total Indicates the total amount of the
invoice.

Applied Date Contains the date the receivable
was applied.
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Appendix C—Cash Disbursement Programs

If the AP Payment Manager is not enabled in your organization's Enterprise ERP environment, the
Enterprise ERP Cash Disbursement programs provide alternative methods of processing checks and
disbursements.

Note: If you attempt to run one of these programs while other Accounts Payable processing is
occurring, the program provides a warning message and exits automatically. Running the Accounts
Payable System Locks program can help you determine which programs are currently locked and, if
you have appropriate permissions, remove the locks.

Select Items to Be Paid

The Select Items to Be Paid program is used by accounts payable personnel to create a report of open
invoices that are due for payment by a particular date, or that have been preassigned a specific check
run/warrant or group number. The report lists key invoice information by vendor, prints the total amount
to be paid to each vendor, and prints the total amount posted to each cash account.

Typically, the Select Items to Be Paid report is generated just before checks are printed. Whatever
invoices appear on a report are paid when the Print Checks program is run for that item number. If the
report shows invoices that should not be paid, these invoices can be excluded from the check run
process.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm the following:

e Menu access is available for either the Select Items to Be Paid program or the Payment
Manager program.

e Settings have been established in the Accounts Payable Settings program.
o Printers are set up for Accounts Payable checks.
e Accounts Payable Invoice Entry program processing is complete.
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Procedure
Complete the following steps to select invoices to be included in a check run:
1. Open the Select Items to Be Paid program.
Financials > Accounts Payable > Cash Disbursements > Select Items to Be Paid

'-::5-. Select Items to Be Paid

Execute this report Now

Check Run *

Check Run date 04/22/2021

Next Check Run date

Invoices with no Check Run Include Exclude

Check Run Preliminary Non - Preliminary

Cash Account 1000 1010 CASH
Budget Current year Next year

Print cash account balance None
Print cash balance warning
Print certification page
Print vendor receipts due
Include credit memos with ne check run for associated POs

Don't include positive inveice amounts until all eredits can be applied

=

clude on Report nvoic

=)
w

Define Check Run list.

Click Define.
Compilete the fields according to the following table.
Field |Description \Notes
Report Criteria
Execute This Determines when to process the report
Report when Enterprise ERP Scheduler is
enabled.

e If you select Now to process the
report immediately, use the output
options to view, print, or save the
report.

e If you select In Background (Now) to
process the report a single time using
the event log and email notification
features or At a Scheduled Time to
establish when the report runs, the
program uses Enterprise ERP
Scheduler.
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Field

Description

Notes

[Check Run]

Provides the check run or warrant
identifier to use for this report.

Any open invoices with this number are
included in the active set.

The program enters a check run code if
the Include Invoices with No Check Run
checkbox is selected and the invoice
does not have an associated check run
code.

This field is required.

The check run defines this report as a
unique document. Do not reuse this
number as it could cause paid invoices
detailed on the original to appear again
as prepaid.

Note: The label for this field varies based
on your organization's settings. The value
stored in the Invoice/Check Grouping
Label field on the Check Settings tab of
Accounts Payable Settings controls this
label and others on this screen. Typically,
organizations use Check Run or Warrant
for the label.

[Check Run] Date

Indicates the date of the defined check
run or warrant.

The default value is the current date, but
you can change this.

Next [Check Run]
Date

Contains the date on which the next
check run will be performed.

The box is not available if your
organization has cleared the Allow Check
Printing Schedules checkbox in Accounts
Payable Settings.

Select Items to Be Paid uses the current
date, the next check run date, and the
check processing lead times alongside
the discount and due dates from unpaid
invoices to determine which invoices
should be included in the current check
run.

Invoices with No
[Check Run]

Determines whether to include invoices
that have no assigned warrant/check run
or exclude them.

[Check Run]

Indicates if the check run is a preliminary
or final (nonpreliminary) check run.
When the Print Certification Page
checkbox is selected, certification text is
automatically included in the preliminary

and nonpreliminary reports.
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Field

Description

Notes

Cash Account

Identify the org, object, and project codes
for the cash account associated with the
check run.

The default value is the cash account
identified in Accounts Payable Settings,
but you can change this.

For organizations using pooled cash, the
program checks the fund and object
codes associated with the account to
ensure that the correct cash account
balance displays.

Budget

Determines the budget to compare the
totals against: Current Year or Next Year.

Print Cash Account
Balance

Sets the source from which the program
prints the cash account balance at the
end of the detail invoice list:

e None

e AP Cash

e Expense Fund

Print Cash Balance
Warning

Directs the program to print a warning
message for an insufficient cash balance
on the Full (132-column) report if the cash
account balance is less than the check
run total, when this checkbox is selected.
If the value of the Print Cash Account
Balance list is None, this checkbox is not
accessible.

Print Certification
Page

Causes the program to print the
certification page with the report, when
selected.

If certification text exists, it is defined in
Accounts Payable Settings by clicking
Text. If there is no text in Accounts
Payable Settings, the program indicates
that certification text has not been
defined.

When this checkbox is selected,
certification text is automatically included
in the preliminary and nonpreliminary
reports.

Print Vendor
Receipts Due

Instructs the program to cross-check
Accounts Payable with Accounts
Receivable to identify delinquent vendors,
when selected.

When this checkbox is selected, the
report includes the vendor, customer,
amount owed, AR category/code, bill due
date, and bill number.
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Field

Description

Notes

Include Credit

Memos with No
[Check Run] for
Associated POs

Directs the program to examine each
invoice in the check run with an
associated purchase order for credit
memos with a blank warrant number,
when this box is selected. The program
includes these credit memos in the check
run.

The program does not process credit
memos that a user cannot access due to
entity code restrictions. If this situation
occurs, the program displays a warning
message.

Include Invoice
Check Comments

Causes the program to include check
comments in the report, when selected.
This option only appears if AP Check
Comments codes exist in the Accounts
Payable Miscellaneous Codes program. If
the codes do not exist, this checkbox is
hidden.

Don't Include
Positive Invoice
Amounts Until All
Credits Can Be
Applied

Instructs the program to exclude from the
report any positive invoices that do not
have an amount large enough to use up
credit memos for that vendor, when this
box is selected.

Include on Report

Specifies the number to include on the

report: Document, Invoice, or Both:

e Select Document to include only the
document number on the report.

e Select Invoice to include only the
invoice number on the report.

e Select Both to include both the
document and invoice number on the
report.

4. Click Accept to select the invoices that met the provided search criteria.
In the status bar, the program displays the number of invoices that were selected.
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5. Click Select to review the invoices to be included in the check run.
The program displays the Select Invoices for Check Run screen.

%+~ Select Invoices for Check Run

Warrant/Group

Check Run KNM&30 Date | 04/22/202

Include Vendor Name Vendor | PO # Document Invoice Type Amount | Check Run Check Comment
DEF SUPPLY COMPAN 1000 5867 5867 INV 1,000.00 KNM630
DEF SUPPLY COMPAN 1000 5868 5868 INV 1,200.00 KNMB30
DEF SUPPLY COMPAN 1000 5943 5943 INV 100.00 KNM630
GENERAL MOTORS 1009 5927 5927 INV 5,000.00 KNM630
MILIKEN 1020 5904 5904 INV 50.00 KNM630
ANDREW KONSTANOF 1120 5914 5914 INV 1,350.00 KNM630
ANDREW KONSTANOF 1120 5916 5916 INV 58.50 KNM630
ANDREW KONSTANOF 1120 5918 5918 INV 585.00 KNM630
ANDREW KONSTANOF 1120 5919 5919 INV 89.10 KNM630
ANDREW KONSTANOF 1120 5922 5922 INV 105.00 KNM630

6. To exclude invoices from the check run, click Update and clear the Include checkbox for those
invoices. All remaining invoices will be included.

Click Accept to save your changes.
Click Back to return to the Select Items to Be Paid screen.
Select an output option to view the check run report.

10. Choose whether to create the report output using the New Report or Legacy Report format. If you
select Legacy Report, choose whether to create the Full (132) or Condensed (80) version of the
report.
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Viewing the Check Run Report

The first section of the Check Run report is the Detail Invoice List, which supplies various details,
including the vendor number, vendor name, purchase order (PO) number (if applicable), due date, and
invoice number. At the end of the section, the report shows how many invoices are being paid and the
total of the check run.

*$i% munis

MuniS - - gt . atyler erp solution
PRELIMINARY CHECK RUN REPORT
Detail Invoice List

CHECK RUN:  KNMB30 02/05/2020
DUE DATE:  02/05/2020
CASH ACCOUNT: 1000 1010 CASH
VENDOR REMIT PO TYPE DUE DATE INVOICE AMOUNT VOUCHER CHECK
1000  DEF SUPPLY COMPANY 0001 INV 02/05/2020 5867 75
ACCOUNT DETAIL LINE AMOUNT
1 1,000.00
1,000.00
CHECK TOTAL 1,000.00
1 INVOICES WARRANT TOTAL 1,000.00 1,000.00

The second section of the Check Run report is the Check Run Summary. This section shows a financial
summary of how much and what types of expenditures are being made. This is summarized by
org/obj/fund, giving you a total by fund. This section is typically valuable to a treasurers’ office for fund
distribution.

*$2% mMunis

Munis _—— - o 4 g Abyler erp solution
PRELIMINARY CHECK RUN REPORT

Preliminary Check Run Summary
CHECK RUN:  KNMEB30 02/05/2020
DUE DATE: 02/05/2020

UND ORG ACCOUNT AMOUNT AVLE BUDGET
1000 110001 1000 110001 CASH 1,000.00 0.00
FUND TOTAL 1,000.00
WARRANT SUMMARY TOTAL 1,000.00
GRAND TOTAL 1,000.00
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The third and final section of the Check Run report is the Check Run List by Voucher. This section lists
each invoice by voucher number.

is

Munis

CHECK RUN REPORT
Check Run List by Voucher

CHECK RUN:  KNMB30 02/19/2019
DUE DATE: 02/19/2019

r erp solution

'OUCHER VENDOR INVOICE PO TYPE DUE DATE AMOUNT COMMENT
112 1020 MILIKEN 5904 INV 08/23/2013 50.00 ITEMS
124 1120 ANDREW KONSTANOPOLIS 5914 INY 04/11/2009 1,350.00 PAYMENT FOR SERVICES
126 1120 ANDREW KONSTAMOPOLIS 5918 INW 04/11/2009 58.50 PAYMENT FOR SERVICES
128 1120 ANDREW KONSTANOPOLIS 5918 INY 04/15/2009 585.00 PAYMENT FOR SERVICES
129 1120 ANDREW KONSTANOPOLIS 5919 INY 04/15/2009 89.10 PAYMENT FOR SERVICES
130 1120 ANDREW KONSTANOPOLIS 5922 INV 03/01/2009 105.00 SERVICES CONTRACT
133 1009 GEMERAL MOTORS 5927 INY 03/23/2009 5,000.00 NEW ENGINE
154 1000 DEF SUPPLY COMPANY 5043 INW 04/28/2014 100.00 ASSET IMPROVEMENT
75 1000 DEF SUPPLY COMPANY 5867 INY 08/06/2009 1,000.00
76 1000 DEF SUPPLY COMPANY 5868 INW 08/06/2009 1,200.00
WARRANT TOTAL 9,537.60
Results

The invoices are now ready to be paid through the Print Checks program or the EFT Processing
program.

What’s Next?

The invoices are assigned to the check run through this program. This report can be reviewed to
determine if a temporary loan is required to fund the check run. Once this is completed, the invoices
can be processed through the EFT processing and check printing programs.
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Accounts Payable Print Checks

The Print Checks program is completed by accounts payable personnel once the Select ltems to Be
Paid report is reviewed and approved, as applicable by your organization. This program can be run to
generate a batch of checks to pay invoices for a specified check run code or it may also be used to
rerun checks for a check run, print single checks, and process manual check payments.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm the following:

You have menu access to the Print Checks program.

Accounts Payable settings are in place.

Accounts Payable Invoice Entry program processing is complete.

Select Items to Be Paid program processing is complete.

Printers are set up for Accounts Payable checks.

MICR toner is installed in the check printer.

The signature card required for print checks is secured for printing checks.

If your organization is integrated with ReadyForms™, ReadyForms delivery definitions are
established and forms have been appropriately configured and tested.
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Procedure

To complete the Print Checks program:

1. Open the Print Checks program.
Financials > Accounts Payable > Cash Disbursements > Print Checks

'03:5'. Print Checks

5 tyler

x |3 & 8 B | e o 6 0

Check Information
Execute this report Now
Cash account * 1000 010 CASH
Check Run *
Check date * 04/22/202
Checks EFT Printed
First check number * 0
Check format X - AP CHECK EXPORT FILE
Register
Laser format
Max inv per check

Print invoice comment on stub

Include greater than maximum invoices printed per check

Print separate remittance advice for multiple GL accounts
Totals
Number of invoices
Number of checks
Number of prenotes
Amount of checks

Define and select the unpaid invoices for a warrant. (P)

2. Click Print Options.

3. Complete the fields as required, using the following table as a guide.
Field Description Notes
Check Information
Execute This Report |Allows you to use Enterprise ERP

Scheduler to process the report.

e If you select Now to process the
report immediately, click an
output option to view, print, or
save the report.

¢ |If you select In Background (Now)
to process the report a single time
using the event log and email
notification features or At a
Scheduled Time to establish

Enterprise ERP, powered by Munis®
Accounts Payable 2021.6 Page 185



5 tyler

Field

Description

Notes

when the report runs, the
program uses Enterprise ERP
Scheduler.

Cash Account

Provide the org, object, and project
codes for the general ledger account
affected by the check processing.
The default value is the cash account
found in Accounts Payable Settings,
but you can change it.

You can leave these boxes blank if
your organization has selected the
appropriate permission in Accounts
Payable Settings. Doing so causes
the program to select all invoices with
the defined check run code to be part
of the print run. If you leave the
boxes blank, you can only use format
X for the print run.

You must enter a cash account for
manual and rerun print runs.

[Check Run]

Identifies the check run code or
warrant identifier containing the
invoices to select for inclusion in this
check print run.

Open invoices with this check run
code are automatically included.
Invoices with anything other than this
check run code are excluded.

This field is required.

Note: The name of this field varies
based on the value your organization
has defined in the Invoice/Check
Grouping Label field on the Check
Settings tab of Accounts Payable
Settings.

Check Date

Contains the date that prints on each
check in the run.

The date cannot be more than 30
days from the current date.

The check date is required.

Checks

Determines whether to transfer funds
electronically or to create printed
checks.

When you select electronic funds
transfer (EFT), only invoices with an
EFT Payment Method are selected.
When you select Printed, the
program enters the next available
check number in the First Check
Number box, and only those invoices
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Field

Description

Notes

set to a normal payment method are
selected. If a check run has both EFT
and normal invoices, then you need
to complete the process twice, once
for EFT and once for the regular
checks.

The Rerun option is not available for
EFTs.

First Check Number

Specifies the first available check
number in stock.

Typically, this is the second check in
the series since the first check is
used for alignment.

Enter the first check number
manually or click +1 to select the next
available number to assign.

Check Format

Determines the check format to be
used.

e Depending on the selected
check format, the Print
Checks program
accommodates 8-digit, 9-digit,
or 10-digit check numbers.
Check formats A—K print the
9-digit check number, with the
ninth digit as the prefix for the
current check number so the
check number remains right-
justified. Format X
accommodates a 10-digit
check number.

e For check formats A-K and
M, the invoice number prints if
a document number is not
found. However, only the first
12 characters of the invoice
number print.

e Check format N creates three
export files: a warrant file, a
warrant distribution file, and a
bank distribution file. The
program also includes a
register number, as defined in
the Register field.

e Check format P prints the org
and obiject in place of the
voucher number.

e For check formats L and X,
the invoice number is

included at the end of the
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Field

Description

Notes

export file. If the invoice
number is blank, the
document number is included
at the end of the file. Also, if
EFT is selected in the Checks
group, an advice list is
available for these formats.
For format L, the advice list
can be saved only.

e For check format X, the full
account number is included.
The program uses the
delivery method defined in
Vendor Remits, if a remit
number is entered on an
invoice in Invoice Entry/Proof.
Otherwise, the program uses
the delivery method defined
on the Terms tab in Vendors.

e Check format Y is required for
ReadyForms and Tyler Forms
processing. When this check
format is selected, only the
Max Inv Per Check field
remains accessible on the
rest of the screen.

Register

Contains the register number, which
is used for check format N. Register
numbers are sequential and are
stored by the program for the next
time you print checks.

Laser Format

Provides the laser printing format
options.

This list is accessible when you are
using a laser printer check format (C,
H, or M).

The format entries are established in
Accounts Payable Settings. Choose
Print Electronic Signature on Check
to print signatures on laser checks.

Max Inv Per Check

Defines the maximum number of
invoices that print on the check.

If the value of the Check Format list
is X orY, you can leave the box
blank to indicate there is no limit to
the number of invoices to print on a
check.

If the maximum number of invoices
that print on the check has been
defined on the Check Settings tab in
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Field Description Notes

Accounts Payable Settings, you
cannot change it here.

Print Invoice Causes invoice comments to print on
Comment on Stub  |the check stub, if selected.

This box is accessible when the
value of the Check Format list is A.

Include Greater Than|Controls overflow check processing,
Maximum Invoices |when selected.

Printed Per Check |Selecting this checkbox produces
one check for the total amount. The
check stub states “See attached list”
instead of printing the invoice detail.
The attached list, or advice, is
created at the second output screen,
which appears after the checks have
been generated.

If you have a large number or dollar
amount of credits, select this
checkbox to make sure that all
invoices/credits are processed.

Print Separate Causes the program to print a

Remittance Advice |remittance advice for each general

for Multiple GL ledger account, if selected.

Accounts This checkbox is accessible if the
value of the Check Format field is I,
J, or K.

Totals

Number of Invoices |Displays the number of invoices.
Number of Checks |Indicates the number of checks.
Number of Prenotes |Provides the number of prenotes.
This information displays for EFTs
when the prenote option is selected
on the vendor record.

Amount of Checks |Calculates the dollar amount of the
checks.

4. Click Accept to save the print options and gather the records for the identified check run.
The program displays the number of invoices, checks, and prenotes matching the selection
criteria.

5. Select an output method.

6. Inthe Printer Name box, type the name of the form printer where forms have been installed, or
click the field help button to select the printer.
Important: It is extremely important that you choose the correct printer for check printing because
the print name invokes the forms software to create the form and merge with the signature card for
printing.

7. Select the TylerForms printer for your organization to ensure the checks print on the appropriate
printer. It is important that you select the correct printer as the printer selection initiates the
TylerForms software to create the form and merge with the signature card for printing.
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8. Click OK to print the checks.
Note: The signature key, check stock, and magnetic toner should all be in the printer designated
for printing checks at this time.

Additional Options

Button

Action

Change Check

Changes the value of the First Check Number box on the screen. The print
program increases this number by one each time a vendor check prints; you
should only use this option when a new box of checks is used that is not in
concurrent, numeric sequence with the last box.

Align Prints an alignment pattern on a single check. This alignment pattern prints
all alphanumeric check fields as X and all numeric fields as 9.

Use the pattern to position the check (up, down, left, or right) so that
all fields are in their assigned print areas.
Reprint the pattern until the alignment is correct.
Ensure that the first check is aligned by positioning it at the same
point as the successful alignment, and then click Print. Once the
checks are properly aligned, you do not need to run it again. You
can physically mark the printer accordingly.

Rerun Reprints checks when a check run has failed to complete properly.

Manual Single

Displays the Print Checks screen to define and update existing invoices with
the check number, check date, and check run when those invoices were
used to create a single handwritten check or print a single check.

Check Sort Method

Displays the Print Checks screen where you can choose whether to sort
checks by Invoice Dollar Amount or by Document Number.

Invoice Order
Method

Displays the Print Checks screen where you can choose whether to order
invoices on the check stub by Invoice Dollar Amount or by Document
Number.

What’s Next?

The next step is to rerun the Print Checks program to complete EFT processing. If there are no EFTs to
be run at this time, then the next step is to use the Cash Disbursements Journal program to post the
cash disbursements journal.

If prenotes are found, after you print EFT advices, run the EFT Processing program to create a bank file
that includes a $0 amount line for the applicable vendor payments. Run the Print Checks program
again with the Checks option set as Printed to generate a printed check for vendors marked as

Prenote. (The Prenote option is cleared during this step and subsequent payments will default to EFT.)
Then, validate your bank has processed the EFT file successfully before you attempt to pay vendors
that have been through the prenote process.
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Accounts Payable EFT Processing

In Enterprise ERP Accounts Payable, when the principal account clerk processes an EFT check run,
they are required to generate an EFT electronic file that they must send to the bank before the Cash
Disbursements Journals program can be completed.

Note: The transfer of this file to the bank is not a Enterprise ERP function and must be performed
according to your organization’s guidelines.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm the following:

¢ The vendor record has the Payment Receipt Method set to Electronic Funds Transfer with the
bank code, routing number, account number, and account type information completed. These
fields are defined on the General tab of the Vendors program.

e Bank codes exist in the Bank Codes program for all participating vendor banks.
¢ Invoices have been proofed and posted with a payment method of EFT.

e Select Iltems to Be Paid program processing is complete.

e Print Checks program processing is complete for EFTs.
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Procedure

To create an EFT electronic file:

1. Open the EFT Processing program.

Close Define Registe

Cash account 1000

Check Run

Company name *

Company bank code *
Company descriptive date
Company discretionary data
Company entry description *
Customer checking account *
Reference code

ANSI 1D code

TaxID™*

Origin/sending #*
Transit/routing #

Origin/DFI ident

Batch number *

Effective date

EFT records

Define the selection criteria.

Financials > Accounts Payable > Cash Disbursements > EFT Processing

010 | CASH

General Output options Override fields Custom header

FLT FLEET BANK

TEST

012345678

5 tyler

2. Click Define to begin the process of selecting items to be paid.

3. Complete the fields for each tab, referring to the following tables for details.

Field

Description

Notes

Cash Account

Identify the org, object, and project
codes for the cash account number
that was entered for the check.
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@
Field Description Notes
The default value is the cash account
selected in Accounts Payable Settings.
[Check Run] Specifies the check run or warrant
identifier of the invoices paid by this
check.
Note: The label for this field varies
depending on your organization's
settings.
General Tab
General e e fie ustom header
Company name * T
Company bank code * FLT FLEET BANK
Company descriptive date 4722/202
Company discretionary data
Company entry description * TEST
Customer checking account *
Reference code
ANSI ID code
Tax ID* 012345678
Origin/sending # *
Transit/routing #
Origin/DFI ident
Batch number *
Effective date 4/22/202
EFT records
Field Description Notes

Company Name

Identifies the name of the company.

Company Bank Code

Contains the code of the company’s
bank to which the file is being
transferred.

The bank code is maintained in the
Accounts Payable Bank Codes
program.

Company Descriptive
Date

Displays institution-specific
information. Contact the financial
institution for more information on this
field.

If you are using this field for same-day
ACH processing, the ODFI may require
a format such as SDMMDD or

SDHHMM. SD indicates Same Day
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Field

Description

Notes

and the remaining characters identify
the month/day or hour/minute
combination (using a 24-hour clock) for
the intended settlement. For example,
SD0102 for a settlement on January 2
or SD1700 for a settlement at 5:00 PM.

Data

Company Discretionary

Displays institution-specific
information. Contact the financial
institution for more information on this
field.

Company Entry
Description

Identifies institution-specific
information. Contact the financial
institution for more information on this
field.

Customer Checking
Account

Identifies the customer’s checking
account number.

Reference Code

Specifies the code used to define the
transfer.

You can enter up to ten alphanumeric
characters.

ANSI ID Code

Contains ANSI identification codes.
The ANSI ID code is related to the type
of tax ID number entered in the Tax ID
field.

Tax ID

Indicates the nine-digit federal tax
identification number.

Origin/Sending #

Identifies the immediate origin number
(Federal Reserve Routing Number,
ABA Institution ID, and Check Digit).
This number must be 10 digits and
cannot have spaces.

Transit/Routing #

Stores the transit/routing number of the
sending institution.

Origin/DFI Ident

Indicates the originating depository
financial institution (ODFI) identification
number.

The identification number can be up to
eight digits.

Batch Number

Establishes the batch number of the
transaction. Zero is a valid entry.

Effective Date

Sets the date the transaction affects
the general ledger.

EFT Records

Displays the number of EFT records.
This box is not accessible.
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Output Options Tab

Genera Output options

File name *
Create debit entry
Use origin/sending number
nclude line feeds

File type

Export EFT advices
ASC X12 addenda information
Interchange sender type
Interchange sender code

Application sender code

Generate both CCD and PPD files containing invoices based on the vendor's EFT File Type

5 tyler

Field

Description

Notes

File Name

Identifies the name of the file.
The file name can be up to 20 alphanumeric
characters and cannot include spaces.

Create Debit Entry

Indicates that the transaction is a debit
entry, if selected. Selecting this option
creates an additional line in the EFT file
equal to the amount of the credit entries to
each vendor to debit the bank account.
Some banks may require this information.

Use Origin/Sending
Number

Directs the program to use the
origin/sending number when sending the
transaction, if selected.

If this checkbox is not selected, the program
uses the tax identifier number.

Include Line Feeds

Instructs the program to print each record on
a separate line, if selected.

If this checkbox is not selected, an EFT file
prints on a continuous line.

File Type

Indicates the file type of the payments being
made:

e CCD (Cash Concentration
Disbursement)—The records are to
be deposited to commercial
accounts.

e PPD (Pre-arranged Payment or
Deposit)—The records are to be
deposited to personal checking or
savings accounts.

e CTX (Multiple addenda records)—
The records contain invoice and
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Field

Description

Notes

payment information for combined
payments to a single vendor. CTX
data can be entered in Vendor
Maintenance using the ASCX12
button on the Terms tab.

e UIG (Utility Industry Group)—The
records are formatted according to
standards commonly used by
utilities.

For CCD and PPD, the file structure and
format are the same. Columns 5153 on the
Report 5 Batch Header record contain either
CCD or PPD, depending on the file type
specified.

Generate Both CCD
and PPD Files
Containing Invoices
Based on the Vendor's
EFT File Type

When selected, directs the program to
generate both a CCD-formatted file for all
invoices from CCD vendors and a PPD-
formatted file for all invoices from PPD
vendors from a single warrant or check run.

Export EFT Advices

Directs the report to show whether the
vendor requested that an extra copy of the
EFT advices be printed, sent by fax, or sent
by email, if selected.

When you generate the EFT advices, a
Register Report is created that includes the
Print, Fax, and E-mail columns indicating
how the EFT advice is distributed to the
vendor.

When this checkbox is selected, the EFT
Register/Media report includes the remitter
EFT delivery information. If there is more
than one remittance address, the EFT report
shows only the first address. If there are no
remit addresses associated with a
disbursement, the delivery method is
entered from the Accounts Payable Vendors
program.

ASC X12 Addenda Information

Interchange Sender
Type

Indicates the Interchange ID qualifier that
identifies the sender to the vendor's bank.

Interchange Sender
Code

Stores the sender code associated with the
Interchange Sender Type. For example, if
the sender type is 30, type the Tax ID
number in this box.

You can enter up to 15 characters.

Application Sender
Code

Contains the value agreed upon by the
sender and vendor that identifies the party
sending the transaction.
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If the Use Origin/Sending # checkbox is
selected on the General tab, this replaces
the Origin/Send # box.

Field Description Notes
You can use a minimum of two characters
and a maximum of 15.
Override Fields Tab
Genera Output options Override fields Custom header

mmediate

Originating company

Destination bank

Destination name

mpan

Batch header

Batch control

Originating DF

Batch header

Batch control

Individual 1D number (debit entry)
Field |Description |Notes
Immediate
Originating Indicates a file header field that replaces
Company the Tax ID field on the main screen.

Destination Bank

Identifies the name of the destination bank.
This text is used in positions 4-13 of the '1'
record (File Header) R/T number of client's
bank.

This field is optional.

Destination Name

Specifies a file header field that replaces
the Company Name on the main screen.
This box uses positions 41-63 of the '1'
record.

This box is optional.

Company ID

Batch Header

Contains a batch header that replaces the
Tax ID box. This text uses positions 41-50
of the '5' record.

This box is optional.

Batch Control

Stores a batch control field that replaces the
Tax ID box. This text uses positions 45-54
of the '8' record.

This box is optional.
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Field [Description INotes
Originating DFI ID
Batch Header Indicates the batch header field that

replaces the Origin/DFI Ident box on the
main screen. This box uses positions 80-87
of the '5' record.

Batch Control Identifies a batch control that replaces the
Origin/DFI Ident box on the main screen.
Individual 1D Completes the Identification Number box on
Number (Debit a debit entry record that is created when the
Entry) Debit Entry checkbox is selected. This text

uses positions 40-54 of the '6' record.

Custom Header Tab

Genera Output options Override fields Custom header
Record length
] neade
Field Description Notes
Record Length Stores the length of the custom header record.
The length must be between 0 and 70

characters.

Custom Header Displays custom header text. You can add up to
three individual lines of header text. There is no
word-wrap functionality for these boxes.

4. Click Accept to save the EFT file.

5. Click Register to create a report of EFTs included in the ACH file.
The program displays the Output screen.

6. Choose the output type option or printer you would like to use for the Vender EFT Register, and
then click OK.
Note: To generate the EFT file, you must print or save the Vendor EFT Register Report. The
Display output option should only be used for proofing purposes.

7. Proof the Vendor EFT Register Report.

8. On the main EFT Processing screen, click Generate to create the EFT file.
If the EFT Register Report has not been printed or saved, the program displays the following
message: “An EFT register has not been printed. Are you sure you want to continue generating the
EFT file?”

9. Click No, print the register, and then click Generate again.
When the EFT generation process is successful, the program displays a message in the status bar
that the process is complete.
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Results
The EFT file is now ready to be retrieved from the Enterprise ERP Saved Reports directory, and then

distributed to your organization’s bank as required.

Status Change
When the EFT Processing program completes, the invoice check status is changed to P—Printed so the
Cash Disbursements Journal recognizes that the EFT report has been run.

What’s Next?

The Cash Disbursements Journal program can now be completed to post the printed checks and EFT
payment transactions to the general ledger.

Enterprise ERP, powered by Munis®
Accounts Payable 2021.6 Page 199



5 tyler

Cash Disbursements Journal
The Cash Disbursements Journal program should be run at the end of each day. The program
performs two functions:

e |t prints a list, or journal, of all checks processed in the Print Checks program, and those created
as direct disbursements in the Invoice Entry program.

e It creates journal entries to the cash and accounts payable accounts associated with each
invoice record created. An audit record is written for a check if the invoice paid liquidates a
purchase order and the purchase order activity has an existing inventory proof posted record for
the paid invoice. You can see this record by selecting the Activity option in Purchase Order
Inquiry.

The successful execution of the Cash Disbursements Journal is a mandatory step in the accounts
payable process. This program cannot be run if certain other programs, such as Invoice Entry, Print
Checks, or another Cash Disbursements Journal, are being executed simultaneously.

The program makes the necessary journal entries, debiting the accounts payable accounts and
crediting the cash accounts related to each invoice. Due-to/due-from accounts, if necessary, are
debited or credited. The source journal type for these transactions is APP—Accounts Payable
Payments.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm the following:
¢ You have menu access to the Cash Disbursements Journal program.
Invoice Entry program processing is complete.
Select Items to Be Paid program processing is complete.
Print Checks program processing is complete for EFTs.
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Procedure
To complete the Cash Disbursements Journal process:

1. Open the Cash Disbursements Journal program.
Financials > Accounts Payable > Cash Disbursements > Cash Disbursements Journal

00
..

X ‘ i ‘ 3 & [E B
. POF Define
Check Information
Execute this report Now v
Cash account 1000 s 1010 CASH
Check Run
Checks dated through Enter Check Date - 04/22/2021 0

Include alignments/checks without Check Runs

Include void checks Exclude void checks Select only void checks

Journal Entry Data

GL effective date  Enter Effecti v || 04/22/202 )
Year/period Within year/period ~ 2020 7 JAN
Reference *
Print Options

Include the invoice GL accounts

Print Org/0bject/Project Full Account

Include invoice project accounts.
Include invoice detail descriptions
Include invoice number

Include document number

Include voucher number

Positive Pay Options

Generate positive pay XML file

Bank account 123456789112

Define cash disbursements for journal.

2. Click Define.

3. Complete the fields as required. Refer to the following table for specific field details.

tyler

Field Description Notes

Check Information

Execute This Report |Allows you to use Enterprise ERP
Scheduler to process the report.
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Field

Description

Notes

¢ If you select Now to process the
report immediately, use the
output options to view, print, or
save the file.

¢ If you select In Background
(Now) to process the report a
single time using the event log
and email notification features, or
At a Scheduled Time to establish
a specific time when the report
runs, the program uses
Enterprise ERP Scheduler.

Cash Account

Specify the org, object, and project
codes for the cash account number
for the checks that were printed and
need journal entries created for
them.

Because it is possible to post
disbursements to more than one
cash account, run this journal for
each cash account used when
creating vendor checks.

The default value for this box is the
cash account established in
Accounts Payable Settings, but you
can change this.

[Check Run]

Indicates the check run or warrant
identifier for the group of checks that
were processed.

Note: The label for this field varies
depending on your organization's
settings.

Checks Dated
Through

Specifies the date through which
checks are included in the journal.
Each selection updates the dates in
the Date box. The program uses the
dates relative to your selection at the
time you execute this report. For
example, if you select Today, the
program uses the current date at the
time the report is run.

If you select Enter Check Date, you
must complete the subsequent Date
box with a specific date through
which you want checks to be
selected. The current date is the
default value, but you can change
this.

The date is required.
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Field

Description

Notes

Include
Alignments/Checks
Without [Check Runs]

Directs the program to include all
void and alignment checks in the
journal posting process up to the
defined Checks Dated Through date,
if selected. If this checkbox is not
selected, the program only includes
checks with the defined Check Run
number in the journal posting
process.

This checkbox is only accessible if
you define a check run number.
Note: The label for this field varies
depending on your organization's
settings.

Include/Exclude/Select
Only Void Checks

Controls whether voided checks are
included or excluded from the
journal, or if the journal should
include only voided checks.

Journal Entry Data

GL Effective Date

Identifies the effective date the
program uses to select records for
the report. This is the effective date
to be recorded on the journal entries
being created. This date does not
determine the period the journal
entries post, but is informational,
indicating the date they were
created.

Each selection updates the dates in
the Date box. The program uses the
dates relative to your selection at the
time you execute this report. For
example, if you select Today, the
program uses the current date at the
time the report is run.

If you select Enter Effective Date,
you must enter a specific effective
date in the subsequent Date box.
The default values are a blank value
to the current date.

Year/Period

Specifies the year and period for the
journal entry records. The default
value is the value of the Default
Year/Period box in General Ledger
Settings, but you can change this if
you have the appropriate
permissions.

If you do not have Override
Accounting Period permissions,
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Field

Description

Notes

these boxes are not accessible. You
can only post to the default year and
period.

Each list selection updates the dates
in the Year and Period boxes. The
program uses the dates relative to
your selection at the time you
execute this report. For example, if
you select Today, the program uses
the current date at the time the
report is run.

If you select Within Year/Period, you
must complete the subsequent Year
and Period boxes to establish when
the transactions are posted.

Reference

Allows you to enter any reference
information that should become part
of each journal entry created. For
instance, the initials of the person
who updated the journal.

This box updates the Ref 1 box in
Journal Entry/Proof.

Print Options

Include the Invoice
GL Accounts

Includes invoice general ledger
accounts in the report, if selected.

Print

Causes the program to print either
the org/object codes or the full
general ledger account number.

This option is accessible and
required if the Include the Invoice GL
Accounts checkbox is selected.

Include Invoice Project
Accounts

Directs the program to include the
project account strings in the report,
if selected.

Include Invoice Detail
Description

Includes the invoice detail
description on the disbursement
report, if selected.

If checked, the invoice detall
description prints on the second line
of the invoice detail.

Include Invoice
Number

Causes the report to include invoice
numbers, if selected. The default
value is not selected (No).

Include Document
Number

Includes document numbers on the
report, if selected. The default value
is not selected (No).
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Field Description Notes

If you clear the Display Document
Numbers checkbox in Accounts
Payable Settings, this option does
not function.

Include Voucher Causes the report to include voucher
Number numbers, if selected. The default
value is not selected (No).

If you clear the Display Voucher
Numbers checkbox in Accounts
Payable Settings, this option does
not function.

Positive Pay Options
(This group is intended for organizations using BizTalk software, but it may be applicable to other
organizations.)

Generate Positive Pay |Directs the program to generate a
XML File positive pay export file in

XML format, when selected. This
export file is saved to the directory
that was defined during initial setup
of your organization's BizTalk®
interface with Enterprise ERP.

Bank Account Contains the bank account for which
to generate the positive pay file. The
program retains the last entered
bank account number as the default
value for all program screens that
contain a Positive Pay Options
section. Updating the default bank
account causes the new entry to
become the new default value.

Click Accept.
The program displays the number of checks found matching the selection criteria in the status bar
of the screen.

If more than one check was found, click Browse to view a list of journal entries containing account,
check or invoice number, and amount details. To output a list of checks, click an output option to
view, print, or save the report.

Close the browse screen to return to the Cash Disbursements Journal screen.

Click Save and then click OK.

If the Update Cash During Cash Disbursements Journal checkbox is selected in Accounts Payable
Settings, when you choose the Print or Save option to create the Cash Disbursements Journal
report, the program displays the AP Cash Disbursements screen for entry of a cash flow reference
code.

Enter the reference code and click Accept to continue.
The program displays a confirmation message to post the disbursements journal.

Click No to proof the journal report before you post it.
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10. Open the Saved Reports program.

Saved Reports

X‘O\‘i‘ﬁ@v@‘e‘
Mode
- INITIAL MODE --
Please choose the 'FIND' option to build a list of saved files.

You can also use the 'Retrieve - TylerCM' option to build your list

User ID Report File Name Report Title

Retrieves documents from TylerCM.

Enterprise ERP > Departmental Functions > Saved Reports

Retrieve
- TylerCM

Date

(]
()
L )
.....C
L

tyler

°

Time Pages

11. Click Search and then click Accept to display a list of all saved reports.

12. Locate the report and double-click it to display it for review.
The first section of the report is a detailed list of the cash disbursements to be included in the cash

disbursement journal, including the grand total.

02/08/2020 14:03

1B

|A/P CASH DISBURSEMENTS JOURNAL Iapcshdsl;
CASH ACCOUNT: 1000 1010 CASH
CHECK NO CHK DATE TYPE VENDOR NAME INV DATE PO CHECK RUN NET
40025089 01/07/2020 PRTD 1000 DEF SUPPLY COMPANY 01/07/2020 CHECK 4.85
CHECE 40025089 TOTAL: 4.85
NUMBER OF CHECKS 1 *** CASH ACCOUNT TOTAL *** 4.65
COUNT AMOUNT
TOTAL PRINTED CHECKS 1 4.685
*** GRAND TOTAL *** 4.65
, o
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The second section of the report displays any related cash flow information, if applicable.
“ ".::9. munis

s tyler erp solution

02/08/2020 14:03 P 2

|A/P CASH DISBURSEMENTS JOURMAL - CASH FLOW | apcshdsb
CASH ORG CASH QOBJ AMOUNT REFERENCE MESSAGE
1000 1010 -4.65 172

The third section of the report displays the journal entries to be created at the time the Cash
Disbursements Journal is posted.

*L munis

_giatyler e solution

02/08/2020 14:03 |P 3
tia.menera |A/P CASH DISBURSEMENTS JOURNAL = CASH FLOW | apcshdsb
JOURNAL ENTRIES TO BE CREATED

CLERK: tia.menera

YEAR PER JNL

SRC ACCOUNT ACCOUNT DESC T OB DEBIT CREDIT
EFF DATE JNL DESC REF 1 REF 2 REF 3 LINE DESC

2020 8 3

PP 100 ACCOUNTS PAYABLE 4.65
02/08/2020 CHECK KNM AP CASH DISBURSEMENTS JOURNAL

RAPP 100 CASH 4.865
02/08/2020 CHECK KNM AP CASH DISBURSEMENTS JOURNAL

JOURNAL 2020/08/3 TOTAL 4.65 4,65

The last page of the journal details the journal entries that are made once the update occurs.

*$% munis

@ tyler erp sclution

02/08/2020 14:03 . 153 4
|A/P CASH DISBURSEMENTS JOURNAL - CASH FLOW lapcshdsb
JOURNAL ENTRIES TO BE CREATED

FUND BALANCE SEG YEAR PER JNL EFF DATE DEBIT CREDIT
ACCOUNT ACCOUNT DESCRIPTION
1000 GENERAL FUND 2020 8 3 02/08/2020
100 CASH 4.65
100 ACCOUNTS PAYABLE 4.65
FUND TOTAL 4.65 4.65

** END OF REPORT - Generated by tia.menera **

13. Once the Cash Disbursement Journal has been proofed, close it and output the report again.

14. On the Output screen, choose the output type or printer to use, and then click OK.
The program displays the Post Disbursements Journal confirmation message.

15. Click Yes to output and post the journal.

Results
The checks have been posted to the general ledger.
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GL Impact

A journal entry is created with a source code of APP that credits Cash and debits Accounts Payable.

What’s Next?

The positive pay file can be created and transmitted to the bank.
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Void Checks/EFTs

The Void Checks program voids individual vendor checks. In addition to voiding the check, the program
reopens the accounts payable invoice that was paid by the check by changing the status of the invoice
from Paid to Approved. Voided checks display the original check amount. Any type of check (printed,
manual, direct disbursement, or EFT) can be voided by this program. This program does not allow
checks that have been cleared through Check Reconciliation to be voided.

Prerequisites

Before you can successfully complete this process, you must ensure that roles granting the necessary
permissions have been assigned to your user account. If the roles have not been established, contact
the system administrator to have them updated or added into the Enterprise ERP system.

Confirm that AP checks have been written in Enterprise ERP and the Cash Disbursements Journal has
been posted.

Procedure
To void an accounts payable check:

1. Open the Void Checks program.
Financials > Accounts Payable > Cash Disbursements > Void Checks

Cash Account * 1000 1010 CASH
Check number * to
Date to

Check Run

Check number Warrant Vendor number Vendor name Check date Amount Type Number of invoices Fiscal year Comment

2. Click Search.

3. Complete the fields, as required, to find the accounts payable checks to void. Use the following
table as a guide.

Field Description Notes

Cash Account Provide the org, object, and project
codes for the cash account associated
with the check run. The default values
are the codes for the cash account
identified in Accounts Payable Settings,
but you can change this.

Check Number Define the range of check numbers to
be voided. Check numbers are required.
Type the beginning and ending check
numbers in the boxes to select a specific
range of checks, type the same check
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Field Description Notes

number in each box to select one check,
or leave the default values of 1 to all 9s
to select all checks for the specified
account.

Date Specify the date range of the checks to
be voided.

Type the beginning and ending dates in
the boxes to select checks for a specific
range of dates, type the same date in
each box to select checks for one date,
or leave the default values of the current
date to 12/31/9999 to select checks for
all dates for the specified account.

[Check Run] Contains the check run or warrant
identifier for the invoices that were paid
by this check. Type the identifier in the
box or click the field help button to select
it from a list.

Note: This label varies depending on
your organization's settings.

4. After you have entered values in the required fields, click Accept.
The program displays all the checks that match your search criteria in the table.

5. Click Select.
The program displays a checkbox next to each check record in the list.

6. Select the checkboxes for each check to be voided.

7. Click Void to void the selected checks.
The program displays a confirmation message indicating the number of checks to void.

8. Click Yes to void the selected checks.

Results

You have voided the selected accounts payable checks. In addition, the associated accounts payable
invoices now have a status of Approved and can be included in the next check run for repayment.

GL Impact

Voiding a check has no impact on the general ledger until a Cash Disbursements Journal is run for the
voided check. A journal is created with a journal source code of APP, which will debit cash for the
amount of the voided checks and credit AP liability for the amount of the voided checks.

What’s Next?

The Cash Disbursement Journal program must be completed at this time to update the cash for the
voided amounts. Typically, another individual, such as a senior administrative analyst, completes the
Cash Disbursement Journal program. This provides a check and balance on the voiding and posting of
checks and EFTs.

If a check will be reissued for associated AP invoices, be sure to include invoices with no check run the
next time you complete the Select Items to Be Paid program. If the check will not be reissued, the
invoices need to be voided through the Modify Invoices program.
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