CREATE PO MATCHED INVOICE
AND UPDATE INVOICE COST -
DISTRIBUTION

QuicK REFERENCE GUIDE AP-30

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how to
Create PO Matched Invoice and Update Invoice Cost Distribution in the North Carolina Financial

System (NCFS).
Introduction and Overview
This QRG covers the steps to Create PO Matched Invoice.
Create PO Matched Invoice
To Create PO Matched Invoices in NCFS, please follow the steps below:
1. Login to the NCFS portal with your credentials to access the system.

2. Click the Payables Tab. Click the Invoices app.

¢ Re inagement Payables seneral A
QUICK ACTIONS APPS
_reate Invoice
= z
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QRG AP-30 - Create PO Matched Invoice & Update Invoice Distribution

3. Clickthe Tasks [ E ]icon. Under Invoices, click Create Invoice.

O s B &7

Invoices

Create Invoice

« Create Invoice from Spreadsheet
« Create Recurring Invoices
+ Manage Invoices

« \alidate Invoices

« [nitiate Approval Workflow

« Correct Import Errors

B « Import Invoices
A\

+ Import Payment Requests

|||I Accounting

+ Create Accounting
Accounting Paid EE + Create Adjustment Journal
Status Stati — . » Review Journal Entries

« Payables to Ledger Reconciliation

Unaccoun... N... 5/31/2

4. The Create Invoice page opens. On the Invoice Header section, enter the appropriate PO
number.

In this example, we choose EP4907296M3.

Create Invoice: @

4 Invoice Header show Mo

MieEntitying P EP40T296M3 Q * Numbi
* Business Ur EP4307296M3 PITHNEY BOWES INC 0200 ADMINISTRATIVE OFFICE OF THE COURTS REID, JEFFERY w
" Suppli More Standard w
lier Numbe:
Supplier Number Description
® Supplier Site w
Legal Entity

Invaice Group
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5. The Purchase Order number defaults other information in Business Unit, Supplier, Supplier
Number and Legal Entity fields.

a

Create Invoice: @

4 |nvoice Header show More

Identitying PO | EP4907296M3 Q

%

Business Unit A v

Supplier

Supplier Number 100419

Supplier Site | v

Legal Entity NC ADMINISTRATIVE OFFICE OF THE COURTS]

Invoice Group |

6. Choose the correct Supplier Site from the drop down. In example we choose R.02PT.04.

* Supplier Site

-]

Legal Entity

Invoice Group § R.02PT.04 (FITNEY BOWES INC) PO BOX 371887, PITTSBURGHPA

R.02PT.05 (PITNEY BOWES INCOR... PO BOX 921039, BOSTONMA, 0229.

R.OZFTW (PITNEY BOWES INCOR... CMRS 7247-0166, PHILADELFHIAP.

0200 ADMINISTRATIVE OFFICE .
0200 ADMINISTRATIVE OFFICE .

0200 ADMINISTRATIVE OFFICE .

= edl L]

7. Enter the Invoice Number and Invoice Amount.

In this example, we enter PO005678 and $193.

[ Invoice Header  show More

ldentifying PO | EP450T296M3 Q " Number | POSETS

Business Unit ¥ " Amount 19300

Supplier " Type | Standard w
Supplier Number 100415 Description
* Supplier Site | R.OZPT 04 b
Legal Entity NC ADMINISTRATIVE OFFICE OF THE COURTS

Invoice Group
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8. Click the Go icon to match the invoice line.

4 |Invoice Header show More

Identifying PO | EP4907296M3 Q
Business Unit

Supplier

Supplier Number 100419

* Supplier Site | R.02PT.04 v

Legal Entity NC ADMIMNISTRATIVE OFFICE OF THE COURTS

Invoice Group

b Lines @& Match Invoice Lines ol =

9. Select the Match check box for the required line(s), and validate the Quantity,
Unit Price, and Amount.

e You can update the Quantity if needed to match the invoiced quantity and the invoice
amount will auto calculate based on the updated quantity.

o Similarly for service POs the quantity can be updated to match the invoice. Please do not
update the Unit Price or Amount on a line for services. NCFS will update the Amount
automatically after the quantity is updated. (DO NOT CHANGE THE UNIT PRICE OR
AMOUNT, CHANGING THESE WILL RESULT IN PO LINE BEING CLOSED FOR INVOICING)

e Additionally, by clicking the Purchase Order Number link you can view and validate purchase
order details
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Match Inveice Lines *
b Search Advanced | Saved Search | Maich Invoice Lines v
vieww §7 [F &7 Detach | Allocate Distributions
Maich Line Purchase Order Receipt
Item Description Ship.-to Location g:::br tem Number
Quantity Unit Price * Amount Number Line Schedule Number Line
@ 193 1.00 193.00 “ Postage Meter L EP4307. 1 1 0200A0CNI-FO 322123
1.00 3 Postage Meater L EP4807 .. 3 1 0200A0CNIHPO 3022123
1.00 4 Postage Mater L 4 1 D200ACCNI-PO I2A23
Total 193,00 |
PO EP4907296M3, Line 1, Schedule 1: Details
Ordered 210 Recelved NIA
UOM  Dolar
Avallatie 193 Accepted NiA Match Basis  Cuantty
Billed ir Returned NiA Invoice Match Option  Ordar
Payment Terms  Neéd 30
Shipped 0 Consumed Ni&
Freight Terms
Apply | OK | Cancel

9. Click the Apply and OK button.

Match Invoice Lines »
k Search Agvanced | Saved Ssarch | Malch Invoice Lines »
vieww 57 [ o Detach | ANocate Distributions
Match Lina Purchase Order Receipt
Iem Description Ship-to Location H:l': by Iem Number
CQuantity Unit Price * Amount Number Line Scheduls Number Line
10 1.00 193.00 | | 1 Postage Meber L EF4307 1 1 0200A0CHI-PO 23
1.00 3 Postape Meter L 3 1 0200A0CHI-FO 2223
1.00 4 Postage Mater L 4 1 0200A0CHIFO Errlrs]
Total 193.00
PO EP49807296M3, Line 1, Schedule 1: Details
Ordered 210 FRceived MiA
UOM  Dodar
Avaalable 193 Accepted MiA Match Basis  Cuantity
Bilked 17 Beturned BIA Invoice Match Option  Ovder
Payment Terms  Ned 30
Shipped 1] Conswmed MAA
Freight Terms
Apply § OF § Cancel
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10. On the Create Invoice page, click the Save button.

4 Lines &

Craate lnvoice: &

venr + @ X §

" Mustee  Type

T Camil Lirs  DiSwDasioes

Dimiribvtion

EL (= . [

Beaciguinry Coniral

Fromie&Onss <o i r farsen

2 s Linvis

W e e

Rinbarnacs

Tax Cimnnification  $hip 31 Losation B

020G H-POEL v

EFSITE w

11. On Create Invoice page appears. Select Validate from the Invoice Action drop-down choice

list.

Manage Installments
Calculate Tax

Check Funds

Validate |

Request Qverride

Apply or Unapply Prepayments
Manage Holds

Approval

View Approval and Notification History
Cancel Invoice

Delete Invoice

Cirl+Alt+X

Clri+Alt+V ]

Last Saved

n _\ Mot validated I Save and Create Next Save and Close

1013
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QRG AP-30 - Create PO Matched Invoice & Update Invoice Distribution

12. Validate the Invoice. The status will be Validated.

n Validated Invoice Actions Save and Create Next m Save and Close

Last Saved 1073

" Number | PO00O567S

" Date | 1063723 Y
* Amount 193.00 ;
* payment Terms | Mat 30 v
Type R
" Terms Date | 10/323 Y
Description
Requester Q,

Attachments  Mone =

Mote E=

13. Once the Invoice is Validated, click the Invoice Action drop-down button. Select Approval
and Initiate from the Invoice Action drop-down choice list.

0 v pT—— pomp—r—

Manage Installments

1| Last Saved 10373

Calculate Tax Cirl+AR+X
Check Funds
" Number | POO0SGTS Validate Clrl+ AR+
* Amount 193.00 Request Overrida
Tvpe Apply ar Unapply Prepayments
Manage Holds
Description
| Approval Initiate
View Approval and Motification Histery mw
Cancel Invodce Resubmit
Dealete Invoice Approve
Rajmct
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14. Click the Validated Status link. The status here is Required.

E Validated Invoice Actions w Save and Create Next Save Save and Close Cancel
Invoice Summary X
A
Status Holds
Validation Validated Installments &0
Funds Reserved Line Variance S0
Approval A Required Distribution Variance ~ @& 0
Accounting Unaccounted Manual Holds &0
Payments Unpaid System Holds S0
a 172
Due Date 112123 Supplier Site & No
O

15. Click the Cross [ X ] icon to close the Invoice Summary pop-up.

n Validated  Invoice Actions = o and Create Ne ave e and Close
Invoice Summary x
M
Status Holds
Validation Validated Installments &0
Funds Reserved Line Variance &0
Approval £\ Required Distribution Variance @& 0
Accounting Unaccounted Mariual Holds 0
Payments Unpaid System Holds O 0
Due Date 12023
Supplier Site & No

16. Click the Save and Close button. This directs you back to the Invoice dashboard page.

n Validated Invoice Aclions w Save and Create Next Save Save and Close Cancel

Last Saved 10/3/23 11:45 AM

* Date ‘ 103123 e
* Payment Terms ‘ Net 30 -
* Terms Date ‘ 1013123 fe
Requester ‘ O\.-

Attachments None ==
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Steps to Update Invoice Cost Distribution

There are two methods to update Invoice Cost Distribution. Method one — from line level and
method two - from the distribution level.

Method 1 : Navigate to the Invoices dashboard. (Home page > Payables tab > Invoice app):
1. Click the Tasks icon.

2. Click Manage Invoices.

Invoices @ Invoices
« Create Invoice
Recent 24 Hours Holds Approval Prepaid «» Create Invoice from Spreadsheet

2 = Create Recurring Invoices

O » Validate Invoices
O O O 1 « Initiate Approval Workflow
. « Import Invoices

O « Correct Import Errors
v v v
\
i IIIl
View v 7§ | Detach —
Invoice Number Amount Supplier Supplier Site Validation Status  Accountil C,E

3. Enter details in at least one of the fields marked "**". In this example, the Invoice Number
has been entered.

4. Click the Search button.

Manage Invoices @ m

Search Results

4 Search: Invoice Advanced | Saved Search | All Invoices v
Business Unit L4 ** Supplier Number
Q ** Inveice Number | INV Supplier Site v
Invoice Amount Taxpayer |D
** Invoice Date | 1 Y ** Invoice Group
** Supplier or Party Q

Search §| Reset | Save..
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5. Click the Invoice Number link of the required line.

Manage Invoices @ m
Search Results
4 Search: Invoice Advanced | Saved Search | All Invoices -
Business Unit - ** supplier Number
Q ** Involce Number | [NV Supplier Site -
Invoice Amount Taxpayer ID
** Invoice Date | fe ** |nvoice Group
** Supplier or Party Q
Search || Reset | Save...
6. On the Manage Invoices page, click the Actions drop-down choice list.
7. Select Edit from the drop-down choice list.
Manage Invoices @
Invoice Details Net Save | SaveandClose  Cancel

Invoice Date
Invoice Type
Supplier or Party

Supplier Site

Address 0

101123

Invoice Amount 29 USD
Standard Payment Bug Check Funds JENT OF REVENUE
Applied Prepayments 0.00 USD
TRIAMGLE SYSTEMS Payn  Validate
Unpaid Amount 54026 USD Paymenl  Request Ovemde
Holds 0
A Approval
Notes 2 Cancel Invaice

JENT OF REVENUE

8. Click the + button to add a new line.

3 @l Match Invoice Lines v ©
S TR
Jistribution  Budgetary Contrel | Reference

* Number * Type * Amount

Distribution Set

Allocate ¥ | CancelLine  Distributions

Distribution Budgetary Control Reference

Prorate Across All Budget Date

Item Lines Status

Distribution Combination Accounting Date Description

101723 10011723

te (@ | Not attempted

9. Enter the original cost distribution from the PO as a negative line to negate the existing line.

dLines (D | maten invoice Lines vie
Vieww < B ¥ 77 [§ = Detach | Allocate | ¥ | CancelLine Distributions
ontrol | Reference x  Purchase Order
Distribution Budgetary Control Reference
* Number * Type * Amount
. . P Prorate Across All -
Di [ "
Distribution Set Date Item Lines Budget Date Status Description
1 ltem 54029 0111723 1011123 Not attempted 4 Lot #2-NC Regular Semiweekly Withhol
2 lem ~ 540.20 4500-104922-52850001-0000000-00000 | 101123 [ 101123 B | Notatiempted I
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10. Click the + button to add a new line.

-]

Detach

Match Invoice Lines A

4 Lines @
X 5 & Allscate ¥  CancelLine | Distributions

venw | 4 |8
o Ty P caetany Cont

Distribution Budgetary Control Reference

* * *
Number * Type Amount
" " Prorate Across All "
D [ -

Distribution Set Date ftem Lines Budget Date Status Description
1 tem 540.29 10011723 1011723 Mot attempted 4 Lot #2:NC Regular Semiweekly Withhol.
2 tem v 540, 4500-1049; 2850001-0000000-00000 | 1011123 e 011723

11. Enter details in the new line.

This distribution in this line should be the new distribution you

want to use for the PO and should be equal to the previous negative line.

4 Lines @

Match Invoice Lines

View

-

+ B XEFE

Reference

ML

Detach

Allocate | ¥ | Cancel Line

Distributions

Tax | Purchase Order

Distribution

Budgetary Control Reference
" Humber | Type  Amount Distribution Set Distribution Combination Accounting Date Pmrl‘::f“'ﬂl_c‘:‘“:: Al o Budget Date Status Description
1 I 1011123 1011723 4 Lot #2.NC Regular Semivreekly
2 Item 54020 4500-104922-52850001-0000000-0000000-0000- 101123 1011123 Reserved

ﬂ 3 Item 54029 1wizz Gg I'-:-'w 23 (@ Reserved

Method 2 : Navigate to the Invoices dashboard. (Home page > Payables tab > Invoice app):

12. Click the Tasks icon.

13. Click Manage Invoices.

anOices @ Invoices
Recent Holds Approval Prepaid
S il
View w b Detach Create —
=]
Invoice Number Amount Supplier Supplier Site Validation Status  Accountil L:,E

14. Enter details in at least one of the fields marked "**". In this example, the Invoice Number
has been entered.
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15. Click the Search button.

Manage Invoices @

Search Results

4 Search: Invoice

Business Unit v
** Involce Number | INV
Invoice Amount
** Invoice Date | m/diyy ‘e
** Supplier or Party Q

-

Supplier Number
Supplier Site
Taxpayer ID

** Invoice Group

Agdvanced | Saved Search | All Invoices w

= AL sl one S required

16. Click the Invoice Number link of the required line.

Manage Invoices @

Search Results

b Search: Invoice

Actions w Vieww 5 4 R B Detach

Invoice Number

AT
INV

Validate  Pay in Full
Invoice Date  Creation Date  Supplier or Party Supplier Site
25123 52523 920AM FORMS & SUPPLY |

52423304 AM  FORMS & SUPPLY |

51523 51523 9.08AM FORMS & SUPPLY |

Approval | ¥

ROIPTA

R10PTA

ROZPTA

Unpaid Amount

Post | ¥

Invoice Amount

50.00 UsD 50.00 UsD
100.00 USD 100.00 USD
100.00 USD 100.00 USD

Invoice Type Source

Standard

Standard

Standard

Agdvanced Saved Search All Invoices hd

Validation Status Approval Status

Manual Invoce

Validated Workflow appro
Manual Invoice Mot validated Required
Manual Invoice Validated Rejected

17. On the Manage Invoices page, click the Actions drop-down choice list.

18. Select Edit from the drop-down choice list.

Manage Invoices @

Search Results  INV

Invoice Details
Invoice Date 52523
Invoice Type Standard

Supplier or Party FORMS & SUPPLY INC

Supplier Site "ROTPTA
PO BOX 563953, CHARLOTTE
Address - Hg55

Installments

Lines  Holds and Approvals  P:

Involee Amount

Applied Prepayments

Unpaid Amount

Holds

Notes

50,00 USD

0,00 USD

50.00 USD

Validated Save | Save and Close = Cancel

[SGENERAL ASSEMBLY

SENERAL ASSEMBLY

Validate

Pa Request Override
Approval »

Cancel Invoica

Post to Ledger

Account in Draft
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19. Click the Distribution button to update/correct the Distribution Combination.

» Invoice Header show More
4 Lines @ Match Invoice Lines Ry~
View w + B X 7 " Detach Allocate ¥ | Cancel Line | Distributions
Distributior Budgetary Control Refarence Tax Purchase Order Income Tax Assel Project
Distribution
* Number * Type * Amount
R P — " Prorate Across .
Distribution Set Distribution Combination Accounting Date Al ltemn Lines
1 Item 50.00 6/26/23 e f
v

20. Click the Reverse button to reverse the distribution. This automatically creates a negative
distribution line for what is being reverse.

Manage Distributions x
vieww o X F = Detach  Invoice Line |1 v Adjust Tax Recovery = Check Funds  View Results
20 »
Line * Distribution * Type * Amount Ac::::t:‘: * Distribution Combination Related Retainage Distribution  Retained Invoice Distribution
1 1
Distributions Total Amount 50.00
Remaining Amount & 000
Line Amount 50.00
Save and Close Cancel

21. Click the + button to add a new line.

Manage Distributions x
View w X 78 " Detach Invoice Line 1 v Reverse  Adjust Tax Recovery = Check Funds | View Results
21 »
i % Pietribubion * * Accounted . oo it Balated Bafai cetribti Betainad P ettt
Line * Distribution * Type Amount A Distribution Comt ge D Invoice D
mount
1
1 2
3
Distributions Total Amount 0.00
Remaining Amount 50.00
Line Amount 50.00
Save and Close Cancel
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22. Enter details in the new line. This distribution in this line should be equal to the updated /
corrected charge account.

23. Click the Save and Close button.

Manage Distributions

View w 4+ X J_ O Detach  Invoice Line | 1 ¥ Reverse  Adjust Tax Recovery  Check Funds | View Results
»
P & Mgt bt . - Bccounted . .. o - . S _ )
Line * Distribution * Type Amount Amount Distribution Combination Related Retainage Distribution  Retained Inveic
v 200 2 010-0201600.

a 1 3 tem

1

2

Distributions Total Amount 50,00

Remaining Amount & 0.00

Line Armaouint 50,00

23

Wrap-Up

Create PO Matched Invoices and update invoice cost distribution using the steps above.

Additional Resources

Virtual Instructor-Led Training (vILT)

e AP101: Invoice Management
e PO001: PO Inquiry
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