NDE Interim Processes for NIS

April 29, 2003

DOCUMENTS

· PREPARER – Clerical/Secretarial or Administrative Support Staff and Central Accounting

Provide the document to be processed for payment to a preparer with the following information:

1. Business Unit and Object Code.

2. Signature of Authorized Staff.

3. Address Book Number.

4. Invoice Number – If there is not an invoice number, enter some unique information that would that would not cause a duplicate invoice error message. Examples would be program name, project number with date.

5. Remarks – Information that is provided to the vendor. If there is not an invoice, number then “NDE“ and any unique identifying information.

6. Explanation – Information for NDE records

Input staff will:

1. Verify the Address Book Number and Payee.

2. Input the above information into <NIS-Payable-Voucher Processing>.

3. EITHER/OR 

· Add Batch Number and Document Number to documentation, if not printing a voucher journal. 

· Print Voucher Journal <NIS - Payable-Voucher Processing-Print Voucher Journal>. If not putting a batch number and document number. (The minimum documentation to retain in the section would be the voucher journal or documentation with the batch number on it.  The original documentation is kept in accounting and can be accessed at anytime.)
4. Give everything back to an approver (for aid payment it is the accountant generating the payment).

· APPROVER – Staff with Approval Authorization

1. Go to <NIS–Payable-Voucher Processing-Voucher Review/Approval/Post>.

2. Enter the “Batch Number” in appropriate area.

3. Review the document detail, especially the Payment Terms - close out.

4. Do Row –Batch Approval-Approved- OK 

5. Close out.

6. Take Voucher Journal and/or payment documentation to Poster.  (The minimum documentation to retain in the section would be the voucher journal or documentation with the batch number on it.  The original documentation is kept in accounting and can be accessed at anytime.)
· POSTER – Central Accounting, Lori Adams and Sheila Hines

1. Go to <NIS –Payable-Voucher Processing-Voucher Review/Approval/Post>

2. Pre Audit – Print Pre-Audit Authorization 

3. Post the document

4. Print two General Ledger Posted Reports – no errors ready to file.  Errors return to person responsible for the invoice.

5. Forward General Ledger Posted Report with poster initials and date to appropriate Team. For Aid payments return to Fiscal Staff the Voucher Journal and form to process aid payments. 

6. File the Pre Audit Authorization, General Ledger Posted Report, and payment documentation in Central Accounting.

Questions can the preparer person also be the poster?   No, there should be three different individuals involved in processing a document,  preparer-approver-poster.

BILLING TRANSACTIONS - RECEIVEABLES

· PREPARER – Clerical/Secretarial or Administrative Support Staff and Central Accounting

1. Create account receivable invoice, Go to <NIS-Receivables, Accounts Receivable Processing, Invoicing>. Enter & Printing Invoices, IBT Invoice Entry.

· R6 (document type) = IBT

· RP = Ach on Deposit Screen

2. On the Work with Customer Ledger Inquiry Screen, click the Add button

· The Standard Invoice Entry window appears

· Auto creates batch number

3. Enter the following information in the header

· Customer – Customer number – Type F (facility=state agencies)

· Can click search type F to find someone

· If you see DOC or other set of 3 or 4 letters in front of the facility number you may not use it unless you are that person (only used by communications)

· Fund – Fund number

1. If more than one fund involved, pick primary fund and use this for the header only

4. Click the cursor in the Gross Amount field in the grid to refresh the window

5. Enter the following information in the grid:

· Gross Amount

· Remark – identify the invoice, optional

· G/L class - enter the appropriate offset code – this field is required with the general ledger distribution for a portion of the invoice will go to a fund other than the fund listed in the invoice header

6. Click Ok

7. IBT Invoice Entry – G/L Distribution window appears (allows for multiple funds)

8. Enter the following information in the grid:

· Account number – G/L number

· Amount should be negative

· Explanation – Remark – will default to the same as above or can be modified

· Add additional lines as needed and repeat steps above

· Amount field should show full distributed amount, Remaining field should be blank (remaining will be zero – that’s what you want to see)

9. Printing: print IBT batches

· Click OK

· Work with submitted jobs (look for it  - use Query By Example (QBE), when done you can view in Adobe Acrobat in PDF file.

· Select R03B505 job – pull that up and click view OSA instead of view PDF

· Print it off and send to agency

10. Approval – Pre Audit: - By Section

· Approve batch

· Posting process can take place automatically (would run every hour) – NDE choice

1. It would find ones with approval status and post them

2. System will set that up

       If you make a mistake you can change it until you get out of the batch

       If you try to go back into the batch after it has been created, there will be problems (still bugs)

11.  Forward the invoice to the Agency for payment.  Forward a copy of the invoice and backup documentation to Central Accounting.

Does the preparer also approve the IBT? No

ENTERING VOUCHERS WITHOUT PURCHASE ORDERS/IBT - Payables

· PREPARER – Clerical/Secretarial or Administrative Support Staff and Central Accounting

1. Enter the voucher (invoice/billing) – Go to <NIS, Payable, Voucher Processing, Voucher Entry without PO, Supplier Ledger Inquiry>

a. Click Add

b. Complete the following header fields:

i. Supplier Number – Type the supplier’s address book number (upper left hand corner of invoice)

ii. Invoice Number – Type the supplier’s invoice number

iii. Payment Terms – Will default from the supplier master, but can be overwritten

iv. Invoice Date – Type the date printed on the invoice

v. G/L Date- Type the current date.

vi. Remark – Any information a supplier may need to properly credit the payment.  This information will appear as transmitted data (to help NDE identify).

2. Complete the following for each detail line:

a. Account Number – Type the G/L account number to be charged for the expense.

b. Amount  - Type the amount of the pay item.

c. Unit – Optional, hours must be entered if paying for personal services contracts.

d. Explanation – Type a brief remark describing the reason for the payment.

e. Sub ledger

f. Sub Type

g. UM- optional


3. Move cursor down to create new line. Click OK to accept voucher information

4. Write down the batch and previous document (voucher) number.

5. Click Cancel.

6. Approval/ Pre Audit –Same process. – By Section

7. Forward to Central Accounting for posting.  Print Posted Report and put it with the documentation and file in Central Accounting.

Does the preparer also approve the IBT? NO
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