
1

 

Wh
nu

Th
be 
dep

Ex
PO
AP
 
 
OP
 
Cre
On

 
NO
Ch

 

OP
Pu

En
A/P

hy does the
umber?  How

e most comm
sent is differe
pending on w

xample:  Dell 
O Vendor # - 
P Vendor # - 

PTION 1:  If y

eate Purchas
nly vendor # 

OTE: It is not 
hange P.O. tra

PTION 2:  If y
urchase Orde

nter Incoming
P Only Vend

e vendor I a
w do I set u

mon reason fo
ent than the A

whether or not

Corporation
106083 
100333 

you know the

se Order Scr
in the Numbe

too late to ad
ansaction (ME

you did not k
er.  You can r

g Invoice Scr
or # in the Inv

  

m ordering
up a purchas

or a company 
Accounts Rec
t you are awa

n 

e Payment w

reen:  Go to t
er field. 

d the A/P On
E22N), as lon

know the pay
re-direct to t

reen:  Go to t
v. Party field

g from have 
se order an

having two v
ceivable Depa
are of the diffe

ill be sent to

the Partners

ly vendor # in
ng as you hav

yment needed
he A/P Only 

the Details ta
d. 

a “PO only
nd pay it? 

endor numbe
artment where
erent paymen

o a different a

tab in the He

n the Partners
ve not process

d to be sent 
vendor whe

ab of the Head

y” and an “A

ers is that the 
e payment is 

nt address at t

address whe

eader section.

s tab after the
sed the invoic

to a differen
n processing

der in Enter I

A/P only” ve

address whe
sent.    There
the time the P

en entering th

.  Enter PI in 

e P.O. has be
ce receipt yet

nt address w
g Invoice Re

Incoming Invo

endor acco

ere the purcha
e are two opti
PO is being cr

he Purchase

the Funct fie

een created us
t.   

hen entering
eceipt 

oice screen a

 
unt 

ase order will 
ons 
reated.   

e Order 

eld and the A/

sing the 

g the 

nd enter the 

Aug 2017 

Volume 4 

Number 8 

   

/P 

utoronto.ca
finance.utoronto.ca
http://finance.utoronto.ca/fast/
http://finance.utoronto.ca/fast/fast-tips-newsletter-archive/


2

 
 

 
 

Le

 

 

Ch
 
Th
the
ref
tha
 

 
 

Le

      

 
 

Re
 
We
 
If y
 

 
      

earn More: 

 Referen
 Referen

 

hanges to R

e University h
e University w
flect this chan
at reflects the 

earn More: 

 Referen
 

                          

equesting Id

e are always 

you have any

                          

nce Guide:  C
nce Guide:  C

Revenue Tax

has revoked t
will no longer k
nge. No chang

type of sales

nce: Tax Cod

                         

deas for FA

looking for fre

 suggestions 

                         

Create Purcha
Create Invoice

x Codes  

the special qu
keep any of th
ges in proces
s activity.   

de Summary T

                          

ST Tips Art

esh ideas from

for FAST Tip

                          

ase Order (se
e Receipt (se

uick method (
he HST it cha
ses are requi

Table  

                         

ticles and S

m our readers

p articles or si

FE

                          

ee page 7) 
ee page 8) 

SQM) electio
arges on sales
ired by depar

                          

Simulations

s.  

mulations, se

EEDBAC

                          

on for HST eff
s. All HST rev
rtments. Pleas

                         

! 

end us your 

K 

                          

fective Sept 1
venue tax cod
se continue to

                          

input in the f

                          

, 2017. This w
des have bee
o use the reve

                          

feedback lin

                          

will mean tha
en updated to 
enue tax code

                        

k below! 

                         

t 

e 

 

http://finance.utoronto.ca/wp-content/uploads/2015/11/Purchase-Order-Create-Converted.pdf
http://finance.utoronto.ca/wp-content/uploads/2015/11/Create-Invoice-or-Credit-Memo-purchase-order-related-Converted.pdf
http://finance.utoronto.ca/wp-content/uploads/2015/09/HST-Tax-Code-Summary-Table_updated-20161001.pdf
http://finance.utoronto.ca/fast-tip-survey/
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Thursday, September 7th           room 103 11:30am – 1pm FIS & RIS/MRA/MROL 

Tuesday, September 19th        room 103 12:30pm – 2pm FIS & HRIS 

    

 

TRAINING  

 Workshop: Reconciling & Reviewing Month-End Statements - REGISTER  
Wednesday, September 20, 2017 (1:30pm – 3:30pm) 
 

 FIS Training Calendar 
 

 FAST Tips Newsletter - Archive 
 

FAST STAFF 

 Financial Advisory Services & Training (FAST) 
 

 Subscribe to AMS Listserv 
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http://www.odlc.utoronto.ca/index.php?option=com_jevents&task=icalrepeat.detail&evid=4144&Itemid=69&year=2017&month=09&day=20&title=fisreporting-reconciling-month-end-statements&uid=0fab5f84565d96f94f256067e3b39ad1&catids=43
http://finance.utoronto.ca/events/category/training-support/
http://finance.utoronto.ca/fast/fast-tips-newsletter-archive/
http://finance.utoronto.ca/fast/fast-team-contacts-and-faculty-representatives/
https://easi.its.utoronto.ca/help/ams-listserv/

