Posting Receipts and 3-Way Voucher Match


· A three-way match compares the voucher you are entering to: 

· The original Purchase Order Number

· The Vendors invoice

· The purchase order receipt record for the items that were received 

Three-way matches are generally used for purchases of finished goods. The item must have a receipt record showing that it was received before it can be entered as a voucher, using three-way match. This helps you avoid paying for items that you have not received, but for which the Warehouse/Supplier has issued to you.

Entering Service Receipts by PO

Overview

Enter receiving information into NIS.  Using the PO for an order, the user is able to receive Services into NIS.

Navigation

Purchasing > Purchasing – Statewide > Contracts for Services > Agency Processed Services Contracts > Purchase Order (O9) Management > Receive Services Against PO


Steps

Enter Receipts by PO

Start this instruction from the Receive Services Against PO – Work With Purchase Orders to Receive window.
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1.
Enter the criteria for information you want to view in the appropriate field(s), including:

· Order Number – can use an asterisk "*" if you wish to look as all orders with a given document type.

· Order type – can use an asterisk "*" or O9 for service  purchase orders 

· Inventory number – optional

· Account Number – optional

2.
Click Find.
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3.
Choose the Order Number you want to receive against, if not defaulted.

4.
Click Select.  Receive Services Against PO –  Purchase Order Receipts window appears.
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5.
Enter the Receiving Option into the Rec Opt field for each line.

· Rec Opt, receiving option, allows receiver to indicate if the order has been completed or if the receipt is a partial receipt and additional items against this line are expected to come in at a later time.

· Rec Opt defaults to "1".

· Options are:

· 1  Receive Purchase Order (if receipt is partial, balance to be received will remain open)

· 4  Receive into Multiple Locations (Do Not Use – Stock Items only)

· 7  Receive and Close Purchase Order

· 9  Cancel Purchase Order Line

6.
Enter the quantity in the Quantity field.
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If you are receiving only a partial order (all lines on the PO are being received against), you must change the Rec Opt to a blank field.
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If you are receiving a partial order against a particular line, the Amount field must be cleared in order for the system to recalculate extended total for the quantity of items received.

7.
Click OK.  The Receive Services Against PO – Work With Purchase Orders to Receive window appears.

8.
Click Find.  The lines previously received do not appear.
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NIS assigns a receipt document number, document type OV and a batch number for further reference of this activity.

9.
Record the Receipt Doc Number and Batch Number.
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10.
Click Close.

Posting Service Receipts 

Overview

Receipts create journal entries that must be posted to the general ledger. 

An Accounting Function, the user must be aware that running this report will create accounting entries to be placed onto the State’s general ledger.

This report takes qualified batches of un-posted transactions from the Account Ledger table (F0911) and posts them to the Account Balances table (F0902).  The transactions are marked as posted in the Account Ledger table and the Batch Control table (F0011).

There are many posting reports used by accounting.  

Navigation

Purchasing > Purchasing – Statewide > Contracts for Services > End of Day Processing – Receipt Posting > Review G/L Receipts Journal

Steps

Post Receipt Batches

Start this instruction from the Review G/L Receipts Journal – Work With Batches window.
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1. Enter the batch number from the receipt document.
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To find the batch you must make sure that the radio button for Unposted Batches is selected.  

2.  Click Find
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3.  The Unposted Batch will appear.  

4.  To Post the Batch Click the box left of the Batch Type O and click on ROW – Post by Batch
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5.  The Printer Selection Screen will appear – Click OK
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Review and Print Posted Batch Reports 

Navigation

Menu Screen > View Job Status 
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Steps

Review and Print Posted Receipt Batch Reports

Start this instruction from the Work With Servers window.

1.
The Work With Servers window appears.
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2.
Click Find.

3.
Choose the appropriate server.
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4.
Click Select.  The Submitted Job Search window appears.
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5.
Choose the batch report to print.
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The Posted Batch report for vouchers will start with R09801_ZJDE****.

6.
Click Row, View PDF to launch Adobe® Acrobat Reader and display the report online.
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7.
Review the report.

8.
If you want to print the report, use the Windows function, click the Printer icon at the top of the window; or Click File, Print, select your printer and settings, and click OK.

9.
Click File, Close to close Adobe® Acrobat Reader and return to the Submitted Job Search window.  

10. Click Close, twice.

Entering Vouchers Using Three-Way Match
Overview

In order to use the 3-way match, the item must have a receipt record showing that it was received AND posted before it can be entered as a voucher, using three-way match. This helps you avoid paying for items that you have not received, but for which the Warehouse/Supplier has issued to you.

Navigation 
Payables > Voucher Processing > Voucher Entry with PO

Steps

Enter a Voucher Using Three-Way Match 

Start this instruction from the Voucher Entry with PO - Supplier Ledger Inquiry window.
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1. Click Add. The Voucher Entry with PO - Voucher Match window appears.
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2. Complete the following:

· Order Number - Type the purchase order number (O9 document) to be matched to the voucher. 

· Supplier - Type the Supplier/Vendor's Address Book number. 

· Invoice Num. - Type the document number from the vendor’s invoice

· Gross Amount - Type the amount of the pay item. 

· Invoice Date - Type the date printed on the supplier's invoice. 

· G/L Date - Type the current date. 

· Co. (Fund) - Type the number of the fund responsible for the voucher. 

· Business Unit - Type the business unit number. 

Following is a screen shot with the information typed correctly in the fields.
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If you enter more than one voucher, the system will default the date entered for the first voucher to all subsequent vouchers.

3. Click Form, Receipts To Match.
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The Voucher Entry with PO - Select Receipts to Match window appears.
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4. Click Find, if needed, to display a list of receipts to match.
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If no available receipts display, a voucher has already been created or the items have not been received and batched on line.

5. Choose one or more receipts to match.

6. Click OK to display your selection on the Voucher Entry with PO - Voucher Match window.


[image: image26.png]Voucher Entry with PO - Voucher Match

OK_Dekte Cancel Form Row Tooks

H & B =

Order Number i3 fs | [ Business Unit | 27227150

Voucher Nur. [B53622 v 7o Bateh[f10778
supplier  [F38223 NEBRASKA NOTARY ASSOCIATION
Invoice Num, ~[ABC123 co. 2o

Gross Amount 5350 Tax | Taable Art. |

Invoice Date 702003 | DiscountAmt. | Retained A, |

GiLDate  [oeioz0ns Rernaining

customize o1y Records 1.4
Change o Guantty | Tr. | Amount

® order Number SUPPIeT | 1o Voucher | UoM | ToVoucher

@] o eoss s36223 =) 2350

@] w0 eosts s30223 =) 000

0 o0 eose 0223 =S 3000





7. Write down the system-assigned numbers in the Voucher Num and Batch header fields.

8. Change the following, as needed, to reflect the vendors invoice:
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Changes must be made on the original line, not on the blank line at the bottom.

· Quantity to Voucher - Type the quantity. 

· Amount to Voucher - Type the unit price if the current price differs from the voucher. 
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The Amount or Quantity may exceed allowable tolerances, if tolerances are set up. If the system displays an "Amount Exceeds Tolerances" error, contact the Purchasing Manager to resolve the discrepancy.

· Payment Terms - Type the appropriate payment term code. 

· Payee Number - Type the Address Book number of the entity that should receive payment, if different from the original supplier. 

· Warrant Remark - Type a remark that will appear on the warrant. 

9. Click OK to accept the information and clear the window.
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 Follow the same steps to enter additional vouchers or click Cancel to return to the Supplier Ledger Inquiry window.

Post the Voucher Match Batch
Navigation 
Payables > Voucher Processing > Voucher Review/Approve/Post

Steps

Start this instruction from the Voucher Review/Approve/Post – Work With Batches screen
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1. Type the Batch number that you want to post and Click Find. The Batch should show up in the detail line.
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2. Select the Batch in the detail line and click Row, Batch Approval.
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The Voucher Review/Approve/Post – Batch Approval window will appear
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3. After reviewing the batch select the radio button to:  Approved – Batch is ready to post and click OK

The Voucher Review/Approve/Post – Work with Batches screen appears 
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Note that the Status Description has changed from pending to Approved.  You are now ready to post this batch.

4.  Select the Batch in the detail line and click Row, Post by Batch.  
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3.  On the Printer Selection Screen click OK
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Review and Print Posted Batch Reports 

Navigation

Menu Screen > View Job Status 
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Steps

Review and Print Posted Receipt Batch Reports

Start this instruction from the Work With Servers window.

1.
The Work With Servers window appears.
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2.
Click Find.

3.
Choose the appropriate server.


[image: image40.png]Work With Servers

e

Customize Grid

! Data Server Datahase

Source Name. Name.
I~ LOCAL LOCAL LOCAL |
I~ |NISDEV NISDEV NISDEV - B7333 Server Map \
I~ |NISDEV - Logic NISDEV NISDEV - B7333 Server Map \
v NISPRD NISPRD NISPRD - B7333 Server Map |
I~ |NISPRD - Logic NISPRD NISPRD - B7333 Server Map. \
I~ winClient WinClient LOCAL |
<




4. Click Select.  The Submitted Job Search window appears
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11.  Choose the batch report to print.
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The Posted Batch report for vouchers will start with R09801_ZJDE****.

12.
Click Row, View PDF to launch Adobe® Acrobat Reader and display the report online.

The post report for the voucher match:
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13.
Review the report.

14.
Use the Windows function, click the Printer icon at the top of the window; or Click File, Print, select your printer and settings, and click OK.
15.
Click File, Close to close Adobe® Acrobat Reader and return to the Submitted Job Search window.

16.
Click Close, twice.

The voucher is now ready for payment.  This is a State Accounting Function.
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