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Work Instruction

Create Invoice or Credit Memo (purchase order
related)

When to Use

To verify and post incoming invoices in terms of their content, price and invoice total. Posting logistics
invoice updates purchasing document (PO) to Material management, Financial accounting and Funds
management.

This transaction should also be used when processing a PO related Credit Memo. See ""Description of
Field Content” for "Transaction' under the ""Field Name' column, below.

Steps

1.

2
3
4,
5
6

Receipt of vendor invoice

. Determine purchase order for incoming invoice

. Goods received in good order condition with appropriate authorization and/or signature

Goods receipt document have been posted which created a material and accounting document

. Create logistics invoice verification in FIS

. Record FIS logistics invoice document number on your supporting document and file

Detailed Procedures

Access the transaction using:

Transaction|ZIe]

Logistics >> Material management >> Purchasing >> Purchase
Order >> Follow-on Functions >> Logistics Invoice Verification
>> Enter Invoice

Enter Invoice: Company Code UofT
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Required
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Description of Field Content

Transaction| (0]

Specifies the type of transaction being processed.

Defaults to the last type of transaction used. Use Elo
choose either Invoice (i.e. to proceses a payment) or
Credit memo (i.e. to process a credit memo/note from
a vendor).

Document balance indicator. System can only post an
invoice if the difference is zero. If the difference is not
zero, investigate the cause by checking:

1. calculate tax indicator
2. gross (total) invoice amount including taxes
3. tax amount

4. unplanned delivery cost
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Document
Balance

5. amount on the item list

Type of messages:

EmRed ? Error message: Posting is only possible with a
zero balance

Bl yellow ? Warning message: Balance not yet
determined

™ Green ? Balance equal to zero. Okay to post
document.

?TIP:

If there is a small difference on your document balance of $ 0.01
cent (penny) +/-, system will post your document automatically.

( The document balance indicator (traffic light) is green .

3 | 4@ B SR DDoa0 B @B

Enzer Incoming Invoice: Company Cnda UOFT
Show PO stiuclure | Showwordist | B | Hold | [ simutate | @ Messages Il Help

Involce E 2,140.00
Basic data | .. : _:_ i %'ﬁ': ,; N0 |
Invaice date he.07.2007[3) Reference  c123456 If no further changes are
Pasting Dats LB 07, 2007 required far invoice header
Amaunt 2,140.00 cap’ ¥ Caleulate tax data (tabs) section e.g.
e S tHAlAL bLon n irvoicing party, complete the
Text C173456 Fisher Scienifi purchase order number field
Paymit tarms 25 Dy et and check your display variant
Basaline date 18.07.2007 satting.
Company Code  UOFT Univirsisy af Toromta =
PO refarence | GIL.
Purthase ﬁrdarﬁ:hadullng Agreeme _ -] A5SN00GEITE @ Goodsisarvice (lems B
Layoul MIRO CREATE LIVDETAILE @
ltem |Retdocno. |G Accoun..|Acct assgt Text [P0 tea 1
B 2o Guole LITGG353 Ghache
2 #2110 VITEMR1-% Vantage Enclosy
3 B2 VAT24381.X Vantage Enclos:
4 BzLL10 NISPT836- Vantage Entlos [«
N Ba1110 MILACNTE-X Steel Lacing Ba =
L*JIPJ__L!JI,L

Boa &g w

E3) search Term

0/ 10 Bems

se MIED
CREATE LIV
DETAILS display
ariant setting.

Lap0l | OV

Basic Data Tab

Field Name |Required

R 7

Description of Field Content
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Optional

)
. R Enter the date of the invoice. This date will be used to determine when the
Invoice date . .
cheque will be issued.
Posting Date R Defaults to the current date and should not be changed.
. Defaults to the current posting period based on the posting date. Period 1 to 12
Period R . s .
reflects the University's fiscal year of May to April.
Enter only the invoice number exactly as it appears on the invoice. Do not enter
Reference R any other text or prefixes. The information entered on this field will appear on the
cheque stub allowing vendors to match the payment with the invoice.
Enter the total amount to be paid to the vendor, including all taxes, as indicated
Amount R . ;
on the invoice.
Enter the currency that the cheque should be issued in. Use the matchcode
Currency R _
buttonk="'to see a list of currency codes.
Calculate tax R Defaults to checked on and should be left on
Toxt 0 Enter a description related to the payment being made. Text entered here can be

copied to the purchase order line item text.

For further changes to other header data tabs (Payment, Details or Notes), complete the PO reference tab
section to validate vendor information and purchase order line items with goods receipt confirmation.

PO Reference Tab
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Enter Incoming Invoice.; Com,uany Code UDFT
ShowPO structure | Showworkist | (6 | Hold | [FE simutate | @ Messages [l Heip

Invoice ] 2,140.00'
Basic data. | | nl | Detaits | Tad | ¢is | Moie Vandor 000010 :
= Tab Canada =]

Invaice date m;ﬂ?.ﬁw‘r@ Ruferance  C123456 Pathinder Tab Canada
Postng Data 18,07, 2007 130 Sparks Ave.
Annount Z,140.00 CAD o] Calewtate ta Willowidale OM M2H 284
Tax smount 0.00 _ n Eai‘-ﬂiﬁ-aﬂﬂﬁ & crsaa7-s854
Ted C123456 Fisher Scientific
Paymiterms 25 Days net

Basaling date 16. 7. 2007 -Bankacct -
Company Code  UOFT Unharsity af Tarorta |

|_' [

POrefarence | GIL account
Purchase OrdarScheduling Agreeme_ & 4500069972 @ Goodsisarvice ilems [}
Layout MIRD CREATE LIVDETALS &
| [tem. R G Jacet i POt
2 #2110 TEMA1-X Vantage Enclosy
‘3| BzLLI0 MAT24361-K Vantage Enclost
o Em M3SPT8I6-M Vantage Enclos [«
o 110 WILACHNTE- Steel Lating Bal~
[l h__[*]Lﬂ

|3} seasch Term m T/ 10 mems

'3 it} ELiE
Reference Defaults to Purchase order/scheduling agreement. This field specifies the
document R . - . .
category document category to which the invoice refers. Do not change default setting.
Purchasing R Enter purchase order related to the invoice being processed.
Document
Goods/service
item + R Indicator for goods item, delivery cost or both.

delivery

Default display variant. Determines which columns are displayed, in which order
Invoice in the item list.

display R
variant Use MIRO CREATE LIV DETAILS for default invoice display variant. Do not
change default invoice display variant setting.

Choose checkmark @button or press ENTER key to validate purchase order number and PO line items
with goods receipt confirmations.

By default, all PO line items with goods receipt confirmation are selected. De-select any items
not included in the invoice or to be paid.

NOTE: If invoice includes returned or damaged good(s), incorrect pricing, or invoice item(s) not received,
[request vendor for amended invoice or credit note is recommended.

Required
(R)Y7/
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Field Name . |Description of Field Content
Optional

o)

Indicator that the last invoice for the item has been received and/or no further
invoice is expected.

Final invoi . L . - . [ . N

inat invoice © If final invoice and delivery completed indicator ISIESGt, for this PO line item,
remaining balance of purchase order commitment are reset (back to your account
available fund balance).

Acct. assgt (6] Refer to split account assignment text. See below.

Enter a description related to the payment being made e.g. vendor invoice
number + vendor name.

This text field is printed on financial reports e.g. Operating ( Funds Center and
Non-Research) Monthly reports for PO line item without split account assignment.

If PO line item has split account assignment, cIickmAccount assignment
button and complete text column on the multiple account assignment window by
entering a description related to the payment being made e.g. vendor invoice
number + vendor name. See Multiple Account Assignment screen below.

smount | Guantity GIL Accourt |BuL. |Cost Center |Grder iTan Icnrﬁ
Text 1,000 68 560 @25500 180011071 112346 Fisher Scientfic SUP. |
_ [1,600. 88 508 @25500  Hpoeji1e7e 112346 Fisher Selentific SUP

2,069, 00 § 2 itemis)

o Check  Back 3

Select' B3k hutton to go back to PO Reference tab (Enter Invoice: Company Code UOFT
screen).

Repeat entering related text descriptions on all PO line item text fields with single account assignment or
multiple account assignments until each PO line item has been completed.

NOTE: Text description in this field is printed in the Monthly Financial Reports (Statement of Accounts and
PI Reports).

If there are no changes or additional information required on the other header data tabs and the
LIV document is balanced, the invoice can be Bl POSTED now.

If changes or additional information are required, continue by choosing applicable header data tab(s)
(Payment, Details or Notes ) to:

o0 activate Individual payee indicator to re-direct payment,
0 change baseline date (BaselineDt),
0 set Payment block (Pmnt block),

0 add or change Invoicing party (Inv.party) or

0 enter Notes related to the invoice transactions.
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Payment Tab

e

Emnler Involce: Company Code UOF
ShowPO stuckre | Showwondst | @ | Mo [ Smuatn | wecceors B Hen

BasslinaDi 11 002004 Pmntierms TS 25 Das
D i 25 B4 2604 D

Dags et Detail icon

for vendor
Pl math, Pt el sup Pmnk black Free b paymerd | master data
i el

[indtecus paven g

Individual
Payee

. indicator
Purchase cedervicheduling agreemeni | 450060072 _ﬂ Copduisemics ems ] {ﬁltEI‘ﬂﬂtE
Cosiday waiian WEG CREATELIWDETAILE @
Payee
Address in
Document)

Field Required (R) |Description of Field Content
Name / Optional
©
Individual 0] Select indicator to activate Alternate Payee Address in Document
payee function. Click here to display Alternate Payee in Document
documentation.

Details Tab
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http://finance.utoronto.ca/wp-content/uploads/2015/10/altpayee.pdf

e b
Enter lmvoice: Coampany Code UOFT
Show PO shuckes | Showwandst | o | Hod | R simuiste | decceoes [ Hein

En rate 1 Geang

RR PO Insmice recaip = b pary 1pesar

Busrwocies 1000
O sccoun]  ST0GN

Purthase ordefiacheduling agreemenl B 4500089972 ‘B Congsteentis fiems [}
Doy watiail w0 CREATE LW DETAILE @

Field Required (R)|Description of Field Content
Name / Optional
©)

Unpl. del. (0] Enter cost of delivery as per vendor invoice excluding applicable

csts taxes. Unplanned delivery costs are posted in a separate posting
line.

Doc. type R Default is Net vendors (RN) and should not be changed. The
document type determines the document number range.

Inv. Party (0] Enter invoicing party vendor number when sending payment to
a different address.

Assignment o] Previously referred to as the allocation field. Defaults to the
document number and fiscal year. (18 characters)

HeaderText (0] Enter the invoice number and vendor's name. Previously

referred to as the document header text.
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Enter Involce: Company Code UOFT
Show PO shuckrs | Srowwariast | @ || Hoit | B Smuisie | wecioo B e

Eupthass crterinchiduling agresmenl B 45000068972 (8] covdsisemieflems B
[eplay wanant WRD CREATE LW DETAILE §

Field RequiredlDescription of Field Content

Name| (R) 7/
Optional
©
Item 0} Enter long text related to the document. Long text is not required but can
long be used to store pertinent information that may be useful as a reference
text point in the future. Special circumstances, problems, terms or other
information can be entered here.

G/L Account Use G/L account tab to process the difference between purchase

Tab order and actual invoice amount.
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Enter Incoming Invoice: Company Code UGFT

- ShawPO structure | Showworkist | (@ | Hoid | [ simuats | @ Messages |

®

16,07, 2007
2, 140,00
0.00

C123456 Fishar Sclantific

25 Days net
18.07. 2007
UGFT Universisy of Toraria

123456 Paihfinder Tab Canada

130 Sparks Ave.
Willcvwedale OMN M2H 284

Eauﬂﬁms

-Bank acct

CAD ¥ Calcutatn tax

lmwwmau

Line tem Eniry- FBGD + FRES @

I Debit F 0FT p21232 102123

Debit
Debit

Debit @
pebit @
|Required
Field Name| (R)/ Description of Field Content
Optional
©)

\L/):FF;?I{ 0] Choose: Line Item Entry-FB60 + FB65 (Recommended)

Enter the G/L account number identifying the type of expense. If the
G/L acct. R G/L account number is unknown use the matchcode =0 perform a

search.
D/C R Defaults to debit for invoices (equivalent to post key 40 in prior

version).
Amount in R Enter the amount, excluding taxes, to be posted to the FIS accounts.
doc. curr.
Company R Defaults to UofT and should only be changed when processing cross
code company code entries.

Enter the appropriate tax code, based on the taxes indicated on the
Tax code R linvoice. Click on the matchcode button [@to view a list of available

tax codes.
Business All areas except the ancillary operations enter business area 1000.
area R Business area will default based on the cost center or internal order

entered.
Cost center R Enter the cost center number that the expense is to be posted to.

|Must enter either a cost center OR internal order (not both).

I

10
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Enter the internal order number that the expense is to be posted to.

Order R Must enter either a cost center OR internal order (not both).
Enter the funds center number that the expense is to be posted to.
Funds The fund center identifies the budget which the expense will be paid
center R from. (Note: When funds center and fund are both entered the
expense is posted against the budget in the funds center/fund
combination).
Enter a fund in combination with a funds center to post the expense
Fund 0] against the budget in the funds center/fund combination. A fund
cannot be entered without a funds center.
Commitment item defaults from the G/L account entered and should
not normally be changed. The commitment item must be changed to
Commitment R post expenses against budgets in specific commitment items (i.e.
item EXP-UTFA, SPECIALS). When a commitment item is changed a
warning message will appear. Hit enter to acknowledge the warning
message and continue.
Previously referred to as the allocation field. This is an open text
field that can be used to further track and report on postings. Entries
Assignment 0 made at t_h_e time of posting can be reported on. Assignment field is
case sensitive.
(18 characters)
Enter a description related the payment being made. Entering a plus
Text (0] A : S 2
sign "+" will copy text from the previous line item.
Enter a manual reserve (earmarked funds) document number to post
Earmarked 0 the expense directly against the manual reserve. Account
funds assignment information will be taken directly from the manual
reserve.
Ej;cr;‘;érked Enter the appropriate line item on manual reserves with multiple line
) (0] items. No entry is
Document - . .
item required for manual reserves with only one line item.

After completing the line item entry, check to ensure the document
balance is zero and the traffic light is green (see above). If the balance
is not zero or the traffic light is red - additional information or line items
are required.

The following processing options are available:

Action

Check

Icon

pmm————
"

Description

Check to ensure that all required fields have been completed and
additional data necessary have been entered to the header note
or item text fields as necessary.

Hold

Hold

Holds the document using a user defined temporary document
number. A Document does not have to be balanced in order to be
held. The document can be retrieved using the temporary
document number and processing can be completed. There is no

11
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impact on funds availability.

|Posts the document and provides a document number. Record
document number on original invoice and file.

imulate to go to the Document Overview screen.

Enter Invoice: Company Code UOFT

12
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@

pmm 18.07. 2007
e

Ted

- Goodsfsenice fems B
 MIRO CREATE LWDETALS &

o retrieve the last invoice document you have posted, go to the header menu:
TIP Q

1. Choose: Invoice document >> Display .

|Disp|ay Invoice Document 52XxxxXxXxxxx 200x

13
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12.12.2002

Amaunit 4,456.25 €T W Calculate tax

Tax amount T

o 195739 Vincard.
Paymtterms 25 Digys et
Baselinedale  12.12.2002
CompanyCode  UOFT University of Torania

CH BT STR.§

Manbreal GC HIC 5HI

mmmr #e  |Sloosast-roes
)

Layaut MIRO CREATE LIVDETALS @

. |Matertal Group |Matenal VO | Guanitty |1axc.. Net price LR e CANCHL SN JET

'EY) 3B B

=

Ll A 3 searenTerm

D I |

R CA

List of Documents in Accounting is displ

ayed.

Frofit center doc. 6343815
Cost accounting doc. 105254383
Funds Management doc 105841683

Recounting document 5100105007 Mepem— i0inal invoice and file.

Record the Accounting document number to the

14
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End of Procedure

Related Topics/Sites

Create Standard PO from Radioisotope Purchase Requisition
Create Goods Receipt

Create Personal Settings for a Purchase Order

Print an Additional Copy of a Purchase Order

Repeat Account Assignments/Multiple Account Assignments

Resource Information

Procurement Policy (For the Acquisition of Goods and Services)

Administrative Regulations

How To Purchase Goods or Services
How To Purchase Restricted ltems
Guide to Financial Management

Purchasing and Payments to Vendors
Purchasing (including Policy and Regulations)

15
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http://finance.utoronto.ca/wp-content/uploads/2015/11/PO-Create-from-Purchase-Req-for-Radioisotope-Converted.pdf
http://finance.utoronto.ca/wp-content/uploads/2015/09/grcreatereverse1.pdf
http://finance.utoronto.ca/wp-content/uploads/2015/11/Set-Personal-Settings-PO-Converted.pdf
http://finance.utoronto.ca/wp-content/uploads/2015/11/Print-Additional-Copy-of-PO-Converted.pdf
http://finance.utoronto.ca/wp-content/uploads/2015/11/Repeat-and-Multiple-Account-Assignments-Converted.pdf
http://www.procurement.utoronto.ca/programs-and-services/purchasing-goods-services
http://finance.utoronto.ca/policies/gtfm/purchasing-and-payments-to-vendors/purchasing-usource-and-pcard/purchasing-including-policy-and-regulations/administrative-regulations-purchasing/
http://www.procurement.utoronto.ca/programs-and-services/purchasing-restricted-substances
http://finance.utoronto.ca/policies/gtfm/purchasing-and-payments-to-vendors/
http://finance.utoronto.ca/policies/gtfm/purchasing-and-payments-to-vendors/purchasing-usource-and-pcard/purchasing-including-policy-and-regulations/
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