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1. Matching an invoice to a purchase order

Overview
[ Navigate: Entry > Invoice Batches ]
Enter control totals and the batch name using the standard naming
convention

[ Click on Invoices ]

y

~
[ Standard remains as invoice type, enter the PO Number and Tab. This would

default in Supplier. Supplier Number and Site

v

\
1. Enter the Invoice details: date, number, invoice amount, VAT amount and
2.
3.
4
5

Description
The Match Action should be defaulted to Purchase Order
Review how payment will be made

J

v
Click on Match \

Ensure the PO number appears in the Find Purchase Order window. If it
doesn’t, enter it manually into the Number field

Click on Find

Tick the Match box for each line you wish to match.

If necessary, overtype the Qty and Unit Price fields to reflect what
appears on the invoice

9. Click the Match button and the Lines tab will display

Klo Click on Lines tab again /
J

/ 12. If the item/s is over £5,000, and the item was tracked at the purchasing
stage, the Track as Asset box will populate with a tick. Complete the
CUFS Tag Number field (scroll to the right) with the number from the
asset sticker provided by the Finance Division.
13. Click Calculate Tax.
14. Check that the figures agree by clicking on the General tab (there

K should be no red figures!) /

J

[ Validate the invoice by clicking Actions ...1, tick the Validate box and click OK. ]

© N o

4
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Why match and pre-requisites

When you enter a supplier invoice for which a CUFS purchase order was raised, you should
match it to the order to remove the commitment from your departmental accounts.

If the purchase order relates to an off payroll worker you will receive a message in UFS

when you process the invoice. The invoice should instead be sent with the completed UPS4

form to Shared Services to be entered onto UPS.
S |

& This Supplier is an Off-Payroll Worker. Invoices should be
processed via Payroll.

Qancel)l

Copies of certain invoices relating to grants will need to be sent on a weekly basis to the
departments contact in the Research Operations Office with the RG number clearly marked
on the invoice. Departments will be advised as to which invoices they require copies off.

Pre-requisites:

° Your purchase order must have been generated on CUFS;

. The purchase order must be approved and open;

. The invoice must be for the same supplier and currency as the purchase order.

Transfer Review how Match to the Check Assets Validate
details from the invoice is PO and Calculate
the invoice to to be paid Tax

the system

Step 1 Transfer invoice details to the system

a. Create a batch using the standard
batch naming convention

b. Inthe invoices window, the
invoice type stays as Standard

c. Complete the PO number The system will insert the details of the
relevant supplier from the purchase order.
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d. Enter the following information
from the invoice:

~invoice date

~invoice number

~ total invoice amount

~ total VAT Control Amount
~ description

e. Leave the Match Action field as
the default Purchase Order.

Step 2 Review how the invoice will be paid
a. Review how the invoice will be ~Payment terms
paid: ~Payment methods
~Pay Groups
~Pay Alone check box
Step 3 Match to the Purchase Order

a. Click on the
Match button

b. Ensure that the
PO number -
appears in the Name |FURNITURE DIRECT LTD
Num field. Ste |[CAMBRIDGE

Purchase Order
Mum |17359202

Ship To

ltern

Supplier ltem
Meed-By Dates

C. Click on Find

O Find Purchase Orders for Matching ({CAPSA LB: AP Invoice Manager) - Cambridge University

Mumber [285779
Tax Registration BE5528504

Release Line Shipment

Deliver To
ltem Desc Shipment ltem Desc
Project Task

Category

Find I

Clear Cancel

J

d. The matching window will open.

e. Tick the Match box for each
order line that you wish to match
to the invoice.

f. Compare against the invoice and
amend if necessary:

~Qty invoiced
~Unit price

Finance Training
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This displays the item lines from the
purchase order.

The default values are from the order.

To match correctly, the quantities and
amounts must reflect what appears on the
invoice; therefore you may need to overtype
some of the fields here.
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E — O x
Invoice Amount  [3,000.00 Line Total 2 A00.00
=
Match |Cty Invoiced Unit Price Match Amount FreightMisc PO Murber||Release ||Line ||Shipment ||ltem Description | Match Basis
l v 1 2600 2500.00 1739202 1 1 FLURMITURE Cluantity =
1] r
Shipment Quantity Purchase Order
Payment Terms |End +30 Days
Ordered 1 Uom EA Freight Tarms
Shipped D Type |Standard
Associated Ch
Recewved 1 Accepted [NAA octate arges
Billed 0 Distributions |1 Freight
Mise
YWiew PO | Distribute ‘ Invnice Civerview | tdatch )I
Note:

If Freight was missed off the original purchase order then you can tick the Freight/Misc

box, but only for one of the lines it relates to. You can then prorate the freight once you
have completed the match process, which is covered later in the manual.

g. Click the Match button.

You will return to the invoice window ready
for the next step.

Step 4 Review lines, check assets and calculate tax
a. Click on t_he Lines tab, ar)d the [N s, PN TNt
SyStem will have automatlca"y 1 Genersl 2 Lings 3 Halds 4 View Payments % Scheduled Payments B
created the item/s for you, based Tt
upon What was entered on the @CUFS INVOICE LINES Gross 2500.00 Retained
prChase Order1 Wlth the relevant Hurn| Type | |Met Amount | Tax Name | Charge Account Track As Asset| Description
tax code and description. i e 260000 SR 0% ¥ FURNITURE j
It will not have calculated VAT.
|
Check if the item is an asset and - '
whether the Track as Asset box Dpailnet | | Bt
has been ticked.
Actions... 1 Calcylate Tax Tay Details Corrections Quick Match tatch

If the item was incorrectly flagged
on the PO see page 15.

b. Scroll to the right to complete the
mandatory CUFS Tag Number
field. Enter the next available
number from the sticker provided
to your dept by the Finance
Division. Additional Fixed Asset
fields can be found by scrolling to
the right, these are not

Finance Training
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mandatory. = A

Please note that once the invoice @R, THIS LINE HAS ALREADY BEEN POSTED. TO AMEND THE ASSET
2 s |

has been accounted you are ggﬁ?ﬁc&i@ﬁ? g;igﬁgo THE LINE AND RE-ENTER WITH THE

unable to go back and amend the oK)

Track As Asset field. If you do
the opposite error message will

display.
C. Save then click Calculate Tax. If you fail to remember to click the Calculate
If you want to see the account Tax button your totals will not equal.

codes for the item line/s, click on
the All Distributions button.

d. Click on the General tab and check that the total figure isn’t in red!

If you have Calculated Tax and the totals still don’t agree then this could be due to:

~the invoice relates to more than one order;

~there is an item on the invoice that wasn’t on the order e.g. a delivery charge
~there is a tax-rounding error

~the wrong VAT rate was used on the order

~some other mistake

e. Close the distributions window and validate the invoice in the normal way via
Actions ... 1.

Finance Training
Version 10.0 Feb 2020



2. Additional charges

If you receive an invoice from a supplier that includes freight, or some other miscellaneous
charge on it, you can allocate this cost to the same code as the item or a separate
freight/misc. charge account. However, if you would rather split this charge between some of
the items on the invoice and put it to their charge accounts you can use this feature. This is
known as prorate.

There are various ways of adding freight or a miscellaneous charge when processing an
invoice.

Advantages Disadvantages

Adding the additional Assigns cost to same code as  Cannot manually amend the
charge at the match the item you select code on the lines screen to
screen charge the cost too

Adding the additional Provides you with the Just a few more fields to
charge on the Lines tab flexibility to input a code to complete!
charge the cost too.

Can prorate

Adding a freight/misc. charge to a single item line at the match screen

Pre-requisite:
1. Enter the invoice in the normal way
2. Click on the Match button and match the invoice lines to the PO lines

It is quite possible that you will receive an invoice with an additional charge that was not
included on the original purchase order.

¥ Freight

a) Once you have ticked the

Freight/Misc. box for the relevant Cost Factar Name
item line, the Freight/Misc box will Arnount [5.00
display. Description Prefix |Freighl|

i [ hiscall
b) Tick the relevant box. Complete the HisEetaneous

Amount field and amend the Cost Factor Name
Description field to something Armourt
relevant. Description Prefix |
c) Click OK to return to the Match to ( o | Cama

Purchase Orders screen.

Finance Training
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d) Click Match and the Invoice M Rt iverramens 5 soman
WorkbenCh dlsplays. @CUF‘S Invaice Lines Tntaﬁ‘v‘mss 12600 Retained
‘NumHTypeHNet Amount HTax NameHChavge Account HTraEk As AssmHDescrmtmn Hhem Descl
i i i i @ frem | 10000 [sR200% | [ [straight forve [straigh fo
e) Cll_ck Lm_es tab to wevY the item and g wm e P oy
freight/misc. You won’t be able to R R O [te-w
view the account codes on this FF '
screen. That is done via All S ——003700232003 2003 DT AT AN :
Distributions. [ Bl |
( Actions.. 1 ‘ I Calculate Tax Corrections ( Quick Match é

@ Refer to Prorate charges if relevant

f)  Finally Calculate Tax, and approve in
the normal way.

Adding a freight/misc. charge on the lines tab

Pre-requisite:
1. Enter the invoice in the normal way

2. Click on the Lines Tab
3. Manually enter all item lines and codes

a. Once all item lines have been added on the 1 Generl Sl Sl LV Py,
lines tab, click in the next line down and 8PS o Livs T°‘j'3ms’m
amend the Type to Freight or Misc.

Mum hype”Net Amount HTax Mame HCharge Account ”Track Az Asset”i

15000 [5R200% |ULEEABAAMAEMCCODND [
500 [SR20.0% [ULBLEAMAAMAECDZONDD | [

em

b. Ensure you select the correct Tax Name
and input the account code you wish
the charge to be costed too.

BEENN
HENHEH

c. Finally Calculate Tax, and approve in
the normal way.

Adding and prorating additional charges

You cannot prorate charges that have pulled through from a Purchase Order. Once you
have manually added in your freight line, you can prorate the charge in a number of ways:

e Fully prorate against all/some item lines
e By amount
o By percentage

Finance Training
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Pre-requisite:
1. Enter the invoice

2. Either match the invoice to the PO or manually add the item lines

a) Onthe Lines tab, ensure your cursor is in the freight line and click Allocations to
display the Allocation Rules screen.

b) Click on the drop down arrow in

the Type fleld and Select hOW O Allocation Rules \LB: AP Invaice Manager) - Cambridge University, RIDGEONS LTD, 456123a
you wish to prorate the charge. Charge Ling Alocation Rule
humber 4 QETE Fully Prorated
Type W Status Percentage Based
C) TICk the IineS yOU WISh to Amount 5.00 Anplicable Amourt IAmuum et
allocate the Charge too. Included Tax Amount Allocated Tatal 500
Description | Allocated %Total
d) Click OK. The Lines tab —
displays with all the item and e Ao
fl"elght lines and the SyStem Nurn Type Description Amount Percent  Allocated Amount
would have calculated tax. vl | | anl | =
P [ [ 5000 [ 167
C [ [ 5000 [ 15
e) To view all lines, click All [ \ \ | \ g
Distributions. [ ] | | [ |
[ ] | | [ | -
f) Validate your invoice and check ( Select/Unselect Al | I Prarate | I 0K ” Cancel J
holds.
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Version 10.0 Feb 2020 11



3. Amending matched invoices

The following are the most common amendments relating to matched invoices:

o Coded to the incorrect account code or project

e Wrong tax code used

o Where the gross amount was entered on item lines as opposed to the nett value
e Forgetting to track an asset

Please do not request a colleague to amend the original purchase order within
iProcurement, these changes are to be made within the Accounts Payable module.

It is essential that you follow the processes accordingly.

Incorrect account code

1. Once you have matched the invoice to the purchase order and the lines screen has
populated, click on All Distributions to make note of the account code/project
information you wish to amend.

' Distributions PSALE: AP Invoice Managet - Cambridge University, 165468

Line Mumhber |1

Line Description  various
% CUFE Invoice Distributions

Murm || Type || Amount ||Account Track as Asset ||Description ||GL Date

I 10-0CT-2013

varous

1 ltern | 100.00 | U ZZ.ZZAA AAAAE BBZ.0000

2. Close out of the screen

jess=]
3. Click in the Line you wish to amend and click the Add Record icon. =% . A new line
will display
4. Scroll to the PO Number field and delete the number.

5. Enter the net amount in negatives that you are removing.

h 4
1 General 2 Lings 3 Holds 4 View Payments & Scheduled Payments  § View 2repayr; % View Prepayment Application
Total
2| CUFS inaice Lines Bross 00 Retaied Vet 4 Hat 00
Num| Type Net Amount | Tax Name || Charge Account Track As Asset | Description | tem Description| GL Date PmF wnber Final Match| Unit Price| PO Number | Unit of

T |em Q00 |5R20.0% various  vatious I0-0CT-2003 | 4 Mo MY | EA4
2 |teml  (100.00) |ZR20.0% \VARIOUS B 10-0CT-201% ? M

6. Enter exactly the same coding information as the line you are taking out in the Charge
Account field or if it is to a project complete all the Project fields.

7. Click Add Record again to insert a new line and scroll to the PO Number field and
remove the PO Number (if you don’t the system will try to match again).

Finance Training
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8. Re-enter with a positive amount and the correct account code/tax name/project
information. Update the description.

1 General 2 Lines 3 Haolds 4 View Payments 5 Scheduled Payments 6 Wiew Prepa } ;FP"CE“D"S ‘
< !
Total {
2| CUFS Invoice Lines Gross 100.00 Retained Net ooy
MNum| Type ||Met Amount | Tax Mame || Charge Account Track As Asset Description | lterm Description |GL Date Prore % Mumber | Final Match | Unit Price | PO Number | Unit of
1 lem 100,00 |SR200% various various 10-0CT-2013 | 01 No M|l 1654686 | [EA
2 ltem (100.00) [SR20.0% | U.ZZ.ZZAA AAAA.EBBZ.0000 WARIOUS B 10-0CT-2013 <’ h
5} ltern 100.00 |SRZ0.0% || U.ZZ 7ZZBD.AAAA EBBZ.0000 WARIOUS B 10-0CT-2013 <‘j -

Discard Line 3 | Distributions ‘ [

%

/|

Zorrections

Actions... 1 ‘ Calculate Tax ‘ Quick Match

9. Calculate Tax.

10. Click All Distributions to display all the lines to check that the coding is correct.

11. Actions ...1 and Validate.

Incorrect tax code

1. Match the invoice to the PO as per normal.

2. Make sure the correct value is entered in the VAT Control Amount field in the invoice
header — overtype if necessary.

3. Click Lines tab.

4. Overtype the Tax Name field to what is on the invoice, assuming that is correct. If it isn’t
correct then liaise with the supplier, they will either issue a new invoice or send a VAT
credit note if it shouldn’t have been charged.

5. Click Calculate Tax. (It doesn’t matter if you have already calculated tax with the
incorrect tax code as the system will make the relevant correction). You will get an error
message if you are amending from 0% tax rate to a 20% tax rate — it’s simply asking you
to check which code is correct.

6. Itis strongly advised that you click on All Distributions to check that tax has calculated
accordingly to the code you selected.

7. Actions ... 1 and Validate.

8. Check Holds

Caution!

Finance Training
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If an order was raised with Services Tax and then when matched in AP the tax name
was amended to EC20% and a positive value was entered in the VAT control amount,
the system will generate more tax lines than it should. Two of which would have been
netted of, which is correct, but another positive VAT line will display which is incorrect.
The reason for this error is due to an amount being entered in the VAT Control Amount
field as well as changing the tax code.

To correct this, amend the tax code back to what it was (i.e. services tax) on the item line
and calculate tax. Remove the value in the VAT Control Amount field and enter 0.00.
Re-enter EC20% as the tax name in the item line and then calculate tax. There should
be no remaining positive VAT lines.

Incorrect price

If the discrepancy wasn’t picked up at the Match stage, complete the following steps:

Click in the line with the incorrect amount.

Click Discard Line button. A caution message may display which you click OK to.
The amounts revert back to Zero.

Click on the General tab, which should then enable the Match button to be used again.

Complete the Match process ensuring that you amend the price on the Match to
Purchase Order screen to what is on the invoice.

E 7
Imvoice Amount | 100.00 Line Total 100.00
2|
Match |Gty Invoiced Unit Price Match Amount Freight/Misc PO MNumber| Release ||Line | Shipment |/ltem De
e
l v 10 10 100.00 1654685 1 1 varous

e g R ™ S

Complete the remaining process by:
a. Calculating tax
b. Actions ... 1
c. Validate

Only if the price differs by more than 10% will the invoice go on hold.

Matched in error

Finance Training
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If an item line has populated as you matched in error, click in the relevant line and click
‘Discard’. This will reverse out the match of that line so that it is available to be matched at
the time of receiving the invoice for the item.

Forgetting to tick Track as Asset

Once the invoice has been matched, and the item was not tracked at the purchasing stage
then you have the following options:

If the invoice has not been validated

1. Manually negative out the line ensuring that the purchase order number field in the
negative line is removed.

2. Enter a new line, ensuring that the purchase order number field is removed, the correct
coding is entered, tick the Track As Asset box and enter the CUFS tag number.

3. Calculate Tax and Actions ...1 to validate

If the invoice has been validated
Contact the Fixed Asset Helpdesk on 66780.

Applying a credit hold

It is essential that you contact the supplier and advise that the invoice is on hold as you are
awaiting a credit note for the error made on their part.

1. Once you have matched and there is a discrepancy on the supplier’s part, click on the
Holds tab.

2. Inthe Hold Name field, click on the List of Values and select the relevant hold.

. . . 1 General 2 Lines jw
3. ltis important that if you are manually e o e e
. . Hold Narne Hold Reason  Hold Date Held By Release Narme Relea:
putting transactions on hold that you run n__ 04201
the Invoice on Hold report on a weekly
basis and chase suppliers accordingly.

Hold Name Hold Reason

Amount Invaice amount exceedec

Amt Ord Amount billed is gr rthan amov
Amt Rec Amount billed is greater than amov
Buyer Quety back o Buyer

Can'tClose PO Cannot close PO hefare shipment
Charge Account GQuery re Charge Accaunt

Credit Note Aweaiting Credit Note

—— | CUFS - RGO - INVOICE HOLD CUFE HOLD - Call the helpdesk in —
currency Difference Invaice curTency diferent from FO ©
High Value Hold XML High Value Hold XML

Internal Dispute Invaice hald following internal disu
Internal Trading Invaice has no match in AR

Internal Trading Hald Internal Trading 20052006 - s

I
Rl
Eind Cancel

I»
£
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4. Grant amendments in AP

An adjustment is done in AP where:

o Itis found that a supplier’'s invoice or expenses form has been incorrectly coded to a
research grant; or

e Where expenditure was originally charged to a GL code and this now needs to be
transferred to a grant.

This will enable both the net and VAT elements of the expenditure to be transferred and
allow the system to automatically establish whether VAT is chargeable to the new grant or
not and make the necessary postings accordingly. Follow the procedures for correcting
account codes.

Please note he invoice will need to be revalidated and re-secondary approved. When the
invoice goes back through SIA it won't trigger a duplicate invoice as the value of the invoice
has not increased.

1) Enter a search criteria to query back the original invoice or expense and click Find.

2) Amend the coding by clicking on Lines tab.

a) Ensure your cursor is in the Item line that you want to move.
b) Click on the New icon and a new line will appear below the original.
c) Scroll along to the right, if there is a number populated in the PO Number

field delete it form this new line.

Scroll to the left and enter a negative item line for the amount and to the
same charge account/grant to reverse out the incorrect entry.

Note

e Do not use the ‘Discard’ button if the line has been matched to a PO

o Amend the line description so the auditors know why you are moving it
and who has authorised it.

d) Click on the New icon (or click in the next available line down). Remove any
reference to the PO number in the relevant field.

Re-enter a new positive value item line detailing which grant the expenditure
should now be charged to and update the description field again.

e) Click on the Calculate Tax button.

The system will then transfer the VAT according to the VAT status of the new
grant.

Finance Training
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3) Re-save the invoice.
4) Re-validate the Invoice by clicking on Actions 1 button.

5) Close the invoice screen and return to the navigator window and redo Secondary
Invoice Approval

This is really important and needs to be done to ensure that the costs are
transferred to the grants module correctly even if the invoice was originally approved

and paid beforehand — don’t worry it won’t pay the invoice twice as long as you don't
increase the value.

An example screen shot after amendments

AN A %M W“\J\Mhmw"\mumwmww
1 General 2 Lines 3 Holds 4 Viewr Payrments 4 Scheduled Payre: t Applications
Total
@CUFS INVOICE LINES Gross 201.98 Retained 20198
Murn | Type | Net Amount| Tax Mame || Charge Account Track As Asset| Description Itey Project  Task |Award  Expenditure ltem Date | Expenditure Type Expenditure Organiza
1 [ltem 201.98 {NO UK VAT |U.ZZ ZZAA AAAA.ETEZ . CONFEREMNCE TRAVEL 4
Tax 0.00 CONFERENCE TRAVEL A

2
3 tem [201.96) |MO UK VAT U.ZZ.ZZAA ARAA ETZZ . CODE TO GL IM ERROR, TR 4
g

Itern 201.98 |NO UK AT CONFERENCE TRAVEL ORI ZZAGH23 |1 RG12345 |12-MAR-2014

Student Maintenance  |2Z_Ecology

q

Discard Line 4

Finance Training
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5. Processing an invoice from another department
I ————

Any sales invoices completed within the Accounted Receivable module by 5.30pm to
another department are automatically transferred overnight by UFS to the AP module of the
department they were addressed to.

Each day a PDF copy of any of these transferred invoice(s) addressed to your department
will be emailed to a generic accounts email for your department. You will receive a separate
email for each invoice.

Therefore, Internal AP Invoices are already on the system -do not manually re-enter them;
you just need to locate them and specify which of your departmental accounts you wish to
charge the items to (or which purchase order to match against).

NB.  This process should not occur if the Sales department is an Associated Body. Any
invoice from an associated body should be processed in the same way as
external supplier invoice, as these are separate entities to the University.

Locate the Internal invoice within your AP module that corresponds with the hard
copy that you have just received in the post...

a. Navigate: Entry > Invoices Enter the invoice number without the two
letter department code.

b. Clickon Find. This will take you into the relevant invoice.
If you cannot locate it, please contact the m
Accounts Payable Helpdesk for further <

assistance on (7)66888.

Review the Invoice and specify to which of your departmental accounts you would
like it charged to ...

c. Review the invoice on the screen  Please leave the Invoice Type as Standard
even when matching it to a Purchase Order.

d. VAT Control Amount Enter O

e. Invoice Description Update to something more meaningful as it
will appear on department reports.

f. Click on the Lines tab The AP Invoice will have automatically &
allocated a line for each item of the invoice -
to a default clearing account code within
your department. All of these charges will
need to be coded to another account.

NB, There should never be an outstanding
balance on this code.

g. Ensure that the cursorisinline 1, This will automatically set each of the item
click on the Discard Linel button lines back to a value of zero.
for each line of the invoice even if
you are matching to an order.

Finance Training
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1L i Y £ Line. 1 I dS = Viewr o poents
Total
@CUFS INVOICE LINES Gross 0.00 R
Num||Type Net Amount Tax Name Charge Account Track As Ass.
ltem 0.00 INTERMAL L. PD.PDAA AZZY FKAA.0000D

Manually enter a new line, allocating the
payment to the GL account code or project
of your choice.

@ If this invoice does not
relate to a PO...

As there is no VAT attributed to internal invoices
there is no need to click Calculate Tax in the
distributions screen, however, if you wish to do
so, the system will generate the tax lines for you
but with a zero value.

@ If this invoice relates to a Click on Match and match as normal.

PO...
Your account code will pull through from your
Purchase Order to the distribution screen and
will not need to be amended unless you wish to
use a different code.

@ Is it an asset? On the Lines tab, tick the Track as Asset
tick box and complete the additional Fixed
Asset fields

Actions 1, Validate and SIA the
invoice as normal

NB.  This process will also apply to Credit Notes raised by internal departments.

Unprocessed internal trading payments

These invoices will appear on your Invoices on Hold report. Departments should run the

report frequently to avoid any invoices being missed. They will also appear on the AP Holds

and Unaccounted Transactions report which is distributed to key contacts by the Finance

Division. At year end this report will be sent out weekly.

Procedure for disputed items

Where disputes regarding price, quantity or quality cannot be resolved between the
purchasing department and the supplying department, arbitration will take place by the
Central Accounting section of the Finance Division. The disputing department has the ability

Finance Training
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to place an AP invoice on hold. The Hold Name ‘Internal Dispute’ should be chosen from the
List of Values.

e In a situation where a sales invoice is in dispute, an additional hold can be put on the
Accounts Payable invoice. Selecting the Holds button in the Invoices window can do
this.

¢ In the ‘Invoice Holds’ window an additional hold to the ‘Secondary Approval’ hold can be
selected in the Hold Name field (i.e., Internal Dispute). The Hold Reason field will
automatically be entered.

¢ Monitoring will be performed by the Finance Division to ensure invoices are validly
placed in dispute. This would form part of their arbitration role and include the use of a
central report highlighting all unapproved purchase invoices which are on a dispute hold
and are over 14 days old.

Finance Training
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6. Purchasing goods from the EC

Overview

AP Invoice Entry >Invoice Batches

! /

!

{Enter the batch name using the standard A

naming convention.
DEPT CODE/
INITIALS/DD/MM/YR/UNIQUEREF

J

\

Click on Invoices ]

\/

Leave the invoice type as Standard ]

Matching to a PO?

Complete the PO Number field and the supplier details Not matching to a PO?
will default in. The Match Action field towards the right
will default in as Purchase Order.

Enter the Invoice details, checking that the correct invoice currency has pulled
through.

Input the Invoice Amount from the invoice and enter 0 in the VAT Control Amount

Complete the Description field.

Matching to a PO? / Click on Lines Tab \

Click Match and the PO Number field will be completed. Enter the net amount of the item/s,

Click Find.
. . . . . Tax Name and the relevant tax
Tick the Match field for the items on the invoice. If the codes to a departmental account or

gty and the match amount differ amend on this screen. grant

Click Match.

Click on Lines Tab . . .
. . o . If the item is over £5,000, tick the
The Item Line will default with information from the PO, Track as Asset box and complete

tax code, and account code. If the item is over £5,000, :
tick the Track as Asset and complete the FA fields \the FA fields. /

Click Calculate Tax. You should see a negative tax line as well as a positive tax. To
view the codes for all lines simply click on All Distributions.

Validate the invoice by clicking Actions ...1, tick the Validate box and click OK.
Click on the Holds tab to ensure secondary approval hold is placed on the invoice.
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Processing an EC goods invoice

Goods purchased within the EC are subject to special international rules set by the EU to
ensure fair trade across all the EC member states.

When processing these invoices, a self-assessed tax charge equivalent to 20% is added if
we are buying items that would have been standard rated for VAT in the UK. This is to

ensure that there is no tax advantage in buying items from an EC supplier rather than a UK
supplier.

The invoice header

a.

Enter invoice header as with a
standard/matching invoice.

Check the Invoice Currency.

Complete the Invoice Amount
and VAT Control Amount.

Complete the Description field.

Complete the Match process if
applicable.

Finance Training
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Check that no foreign VAT is charged by the @
supplier.

E.g. check that a French supplier has not
charged TVA (the French equivalent of
VAT) on the invoice.

Make sure that this reflects the currency on @
the invoice, if not change it.

Enter the total amount of the invoice and zero in
the VAT Control Amount.

Curr || Invoice Amount | AT Control Amoun) VAT Amo
=y 5000.00 0.00

\
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In the Lines tab

g. Code the item line as normal, = Reminder:

and select the correct EC rate e If the item would have been

in the Tax Name box and standard rated if you purchased it
ensure you code to either GL in the UK then select EC20.0

or project. e If the item is not subject to UK VAT,

then you must select NO UK VAT
as the tax name unless it is medical
exempt.

If the description is to be changed for any
line then it must be changed before tax is &

calculated.
h.  Click on the Calculate tax The tax line/s will appear, together with a
button. corresponding negative tax line called “GB

Tax -Acquisition Tax”

This line is necessary for the University
VAT calculation and should not be
amended or removed.

1 General J 2 Lines l 3 Holds 4 Yiew Payments 5 Scheduled Payments |
Tatal
@ CUFS Invoice Lines Gross 5,000.00 Retained
Murm | Type | Met Amount || Tax Name | |Charge Account Track As Asset) Description ltern De
1 [tem 500000 EC20.0 U.ZZ ZZCA AAAA EKFZ.0000 [ F A MACHINE
2 Tay {1,000.00) C GB-Tax - ACQUISITIONTAS
3 Tax 1,000.00 L GB-Tax - EC-WAT
i. Click All Distributions. The item and all associated tax lines

(Acquisition and EC tax) will display.
The supplier will be paid as per the value

J- Click Actions ...1 and of their invoice.
Validate your invoice. Check
for holds. However, unless you have charged the

items to GL accounts/projects which are
‘VAT recoverable’, the self-assessed
‘acquisition tax’ will be an additional cost to
your department in the same way that VAT
is normally.

Please remember to send a copy of invoices for goods purchased from the EC
to the Tax section of the Finance Division, based at Greenwich House on

Madingley Rise.
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7. Purchasing services from outside the UK

Overview

[ AP Invoice Entry, Invoice Batches ]

V

Enter the batch name using the
standard naming convention

v

Click on Invoices

v

Leave the invoice type as Standard

Matching to a PO? J/

Not matching to a PO?

Complete the PO Number field and the
supplier details will default in.

Enter the Invoice details, checking that the correct invoice currency has pulled through.
Input the Invoice Amount and enter 0 in the VAT Control Amount box.
Complete the Description field.

Matching to a PO? / . . \
Click on Lines Tab
Click Match and the PO Number field will be
completed. i
. _ Enter the net amount of the item/s,
Click Find. Tax Name is Services Tax and
Tick the Match field for the items on the invoice. If ;cr’g:’tls to a departmental account or

the gty and the match amount differ amend on this
screen.

\- J
!

Click Calculate Tax. You should see a negative tax line as well as a positive tax with the description
of GB- Tax Service. To view the codes for all lines: click on All Distributions.

Validate the invoice by clicking Actions ...1, tick the Validate box and click OK. Click on the Holds
tab to ensure secondary approval hold is placed on the invoice.
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Services Tax

You will need to provide the University’s VAT number (GB 823 8476 09) or the supplier will
charge you VAT at the rate applicable in their country. This VAT charge will only apply to
services outside the UK if the services are VATable in the UK. When a department buys a
service from overseas (either from within the EC or beyond) it will need to ‘self-account’ for
VAT at 20% if the service is VATable within the UK. A tax rate has been created in CUFS to

deal with this change. The following example illustrates how the tax will apply.

The Finance Division buys tax advice from a French tax advisor for £1,000. The

French tax advisor is given our VAT number and therefore does not charge French

VAT. The invoice is entered on to CUFS and the new tax code is chosen.

This code generates two entries — one of which calculates a VAT amount (at 20%
of the invoice value) to be paid to HM Revenue and Customs and the second an
equivalent amount chargeable to the department (except where the charge is

made against a VAT reclaimable account).

The total cost to the department, assuming no reclaim, is £1,200. The payment to

the supplier will be £1,000.

The exceptions to this are:

e Service relating to land
e Passenger transport

¢ Right of admission to cultural/educational events including conference, seminar and

course fees
e Catering services

Hire of goods used outside the EC

The invoice header

a. This process is essentially the same
as buying taxable goods from the

EC, so follow steps A-F on page 5-6.

In the Lines screen

Remember to enter zero in the
VAT Control Amount field.

A\

b. Enter the net amount.

c. Select the Services Tax in the Tax
Name field.
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d. Review descriptions If you wish to amend the description \
of any line then ensure it is done now
as once tax is calculated you cannot
amend.

e. Code to either a GL or project.

/\...-qrv_{" N M-JW,\M/_‘WWA\"\
1 General 2 Lines 2 Haolds 4 View Payrments 5 Scheduled Payments ™ B

Total
= CUFS INVOICE LINES Gross 5,000.00 Retained
Murm| Type et Arnourt Tax Marne Charge Account Track As Asset) Description
1 [tern 500000 |Services Tax | U ZZZZDE.AMAELLZ0000 EC INYOICE SERVICES TAX
2 Tax {1,000.00 EC INYOICE SERVICES TAX
3 Tax 1,000.00 EC INYOICE SERVICES TAX

4

Digcard Line Distribution

Actions... 1 Calculate Tax _/I Caorrections Cluick Match

f. Click on the Calculate Tax button The tax lines will appear, together with
a negative tax line. This should not
be removed or amended as it is
required by the University Tax team.

g. If you would like to see all codes for
all lines: click on All Distributions.

h. Actions ...1 and Validate. The supplier will be paid as per the
value of the invoice.

However, unless you have charged
the items to GL accounts/projects
which are ‘VAT recoverable’, the self-
assessed ‘tax’ will be an additional
cost to your department in the same
way that VAT is normally.
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8. Processing an invoice from an Import Agent
I ———

When goods are purchased from outside the EC, the invoice from the supplier will not be
subject to VAT and should be entered into the invoice screen with a tax name of 'NO UK
VAT'.

However, the import agent will usually send an invoice for their charges together with VAT
charged by Customs on the value of the imported goods and any import duty that they paid
on our behalf.

The way CUFS works is that the system will calculate tax and allocate it across the item
lines within the import invoice. This is fine if all the VAT from the invoice is going to one
code. However, it will need amending if the invoice relates to original purchases that were
costed against more than one code.

For example:
An invoice is received for £397.97 that comprises of

Transportation Charges £42.05

Fuel Surcharge £6.52
Disbursement Fee £22.00
Duty Amount £50.22
VAT £277.18
Total £397.97

Completing the Invoice Header

1. In this example, you would enter the invoice in the normal way with the invoice amount
as £397.97, and the tax amount in the VAT Control Amount box as £277.18 as per
screen below. In the Description field also make reference to the Customs No.

IDlr'l'\"EHEE"""‘.“Drlﬂt]Er'IH'\\. BA PD: AR Invaice Manager) - impart duly

Batch Contral Total Batch Actual Total e
B CUFS IOICES v

‘Type HPO NumberHSuppher HSuppherNum HS\te Hlnvoice Date H\nvmce N Hlnvoice Curr”lnvmceAmuuntHVATCumm\ AmoumHVATAmoum”Discoumab\eAmoumHDescriptmn ”
| EEl UPSLTD E5t FELTHAM [BJUN4 RANNG! GBP [ 39| 118 \ 3797 INPORT AGENT INVOICE RE

oo |

& Bcheduled H

4 Yiew Payments

3 Halds
-

ayments 6 View Prepayrent Applicatjon
"

There are two different ways a department may enter information onto the Lines tab:
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() Entering a line on CUFS for each separate cost identified on the import agent’s
invoice (refer to next section); or

(i) Amalgamating costs that have the same VAT rate and are charged to the same
account/project into one line (refer to page 31/32).

The end result is the same although the information that is displayed on the screen varies
subtly at different points. Follow the steps relevant to the way your department process
import agents’ invoices.

Entering each cost from the invoice individually

Using the same example the invoice needs to be split between two codes as follows:

Transportation Charges £42.05 all to code A and SR20%
Fuel Surcharge £6.52 all to code A and SR20%

Disbursement Fee £22.00 split equally between code A and code B
both SR20%

Duty Amount £50.22 £32.55 to code B and £17.67 to code A and
NO UK VAT

£27718 £91.08 to code A and £186.10 to code B

2. Per cost, enter an item line ensuring:

a. Net amount is entered.
b. The relevant tax name is selected.
c. The GL/Project code is as per the original purchase
(NB. the GL transaction code for Import Duty is EQEX).
d. The Description also includes the Customs Number from the invoice.

An example of what this would like look like for this scenario (please bear in mind that the
screen only shows 5 lines at a time and this scenario would result in 6 item lines. Line no 1
is not displayed)

1 General _ 2 Holds 4 View Payments 5 Scheduled Payments B View Prepayment Applications
1
Total 4
@CUFS INVOICE LINES Gross 397 97 Retained Met 397.97 | 9§
|Num ”Type HNet Amount ”Tax MName HCharge Account ||Track As 4|Descnpt\om ||\tem Description
2 ftem | £.52 SR20.0% UPF PFAAARAAEQCZO000 [ [FUEL SURCHARGE CUSTOMS MO 05 | &
%
3 Item 11.00 |3R20.0% UPF PFAS AMAL FQCZ 0000 0 DISBURSEMENT FEE: CUSTOMS MO f
4 Itermn 11.00 |5R20.0% .PF PFBA GAAS EQCZ 0000 O DISBURSEMENT FEE: CUSTOMS MO }
5 Itermn MO UK WAT UPF.PFAS ASAL FQEX 0000 O DUTY CUSTOMS NO. 058248G - !
53 Item PRsts | NO UK VAT U.PF.PFBA.GAAL EQEX 000D L DUTY CUSTOMS NO. 0458754 -
A R A R, | v
[ Digcard Line 6 | I Distributions | I Lllocations J 3
B i R i e bt *—Www

3. Once lines are entered Calculate Tax.
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The system will allocate the amount of Import VAT proportionately across the handling
costs that you have just entered from the import agent’s invoice.

However, it is not uncommon for different imported items to have different associated
handling costs. Thus, the allocations of VAT by this method will not necessary reflect the
true proportion of the VAT that is associated with that imported item, as the VAT will
have been calculated on its purchase value.

Therefore, you will need to manually amend the VAT attributed to each account
code/project.

4. Ensure you know the item line numbers that have SR20% tax name and the account
code/project that you wish to charge the VAT to (in this scenario lines 1 and 4).

5. Click in the system generated Tax line on the Lines tab that shows a positive monetary
value.

Wwwmxt}mf&\h

Ta

6. Click Tax Details to display a screen similar to below.

O Tax Lines summary (Cambridge University) - TRAININGT
=]
Tax Lines Summary
Tax  Tax
Line Regime — - =
Murnber Code Tare Jurisdiction Tax Status Rate Mame Rate Tax Amaunt Inclusive Can=
1 |GB-Tax MOLIKW AT AT STAMNDARD MO LKCWAT 0.00 0.00
. 2||GB-Tax SR-WAT STAMNDARD SR20.0% 39277 E??JB
4 »
Tax Regime |GB-Tax Tax Regime Dascription |(GB-Tax
Tax |SR-VAT Tax Name |SrYat
Tax Status | STANDARD Tax Status Description
Tax Amaount 27718
Detail Tax Lines Allocate (8]%4 | Cancel J

7. Click in the line that has calculated a tax amount and click on Detail Tax Lines. The
screen will display the item lines that had a tax name of SR20%.

It is important to remember which lines are being costed to the same code; in this
scenario transaction lines 1-3 are to the same code and line 4 is to a different code.
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o]
2

Detail Tax Lines

Far thiz Line

Trans
Line
Number

| 1

2
3
4

Mu

-

Tax  Tax

Line Regime

mber Code
1|GEB-Tax

1|GE-Tax
1GE-Tax
1|GE-Tax

Tax
SRAAT

SRWAT
SR-WAT
SRWAT

Jurisdiction

Tax Status

STAMDARD
STAMDARD
STAMDARD
STAMDARD

Rate Mame
S5R20.0%
SR20.0%
SR20.0%
SR20.0%

Rate
39277
39277
39277
39277

Tax Amount
165.15
2561
43.21
43.21

8. Click in the Tax Amount field for the relevant transaction lines and amend to the amount
of VAT that you would like to charge against the account codes that were used for that

line.
= {
2|
Detail Tax Lines
Far this Line -
Trans Tax  Tax
Line Line Regirme —
Mumber Murnber Code Teis Jurisdiction Tax Status Rate Mame Rate Tax Armount |
1 1|GBE-Tax SR-WAT STANDARD SR20.0% 39277 186.10
2 1|GE-Tax SR-WAT STAMDARD SR20.0% 39277 0.00
3 1|GB-Tax SRE-WAT STANDARD SR20.0% 39277 0.0o
4 1|GB-Tax SR-WAT STANDARD SR20.0% 39277 91.08

9. Click OK, then OK again until you return to the Lines tab display.

10. Click on All Distributions and you should see that the specified VAT amount is now

allocated to the relevant line you selected in step 8.

11. Actions ... 1 to Validate.

12. Click on the Holds tab.

13. Override the Tax Variance hold by clicking on the List of Values in the Release Name
field, the system will default in the relevant release name.

14. Override the Tax Amount Range hold by clicking on the List of Values in the Release

Name field and selecting Natural Account Tax OK.

15. Save and the hold should now be Secondary Approval.

Entering lines for amalgamated costs

16. Complete the following:
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Add together all of the costs that are applicable to SR20% that are being posted
to the same GL/Project code (should be the same codes used as per the original
purchase) and enter the one amount, the tax code, the account code and
description (which includes reference to the Customs Number). Enter the
relevant number of lines accordingly.

Enter an item line for each of the duty amounts as NO-UK VAT. Code as per the
original purchase. For GL codes the transaction code of EQEX is to be used for
Import Duty lines. In the Description field enter any relevant information as well
as the Customs Number.

An example of what this would like look like for this scenario

1 General 2 Lines 3 Holds 4 iew Payments 5 Scheduled Pay i
Tatal
[ CUFS INWOICE LINES Gross 35797 Retained
Murn || Type Met Armount Tax Mame Charge Account Track As Asset||Description
1 ltermn 5857 |SR20.0% L LJ LJAR AAAL EQCT 0000 DELMVERY AD,
2 ltem 32.85) NO UK WAT L) LIAA AL EQEX 0000 IMFORT DUTY
3 Item 11.00 |5R20.0% U L) LIBA. AdsA EQCT 0000 CUSTOM NO ...
4 Itermn 1767 MO UK WAT L. LI LIBA. AL EQEX. 0000 CUSTOM NO
5 Tax 0.0o IMPORT DUTY

1]

Discard Line

Actions.. 1 Calculate Tax Tayx Details

CQuick Match

Corrections

17. Once all lines are correctly entered, Calculate Tax.

The system will allocate the amount of Import VAT proportionately across the handling
costs that you have just entered from the import agent’s invoice.

However, it is not uncommon for different imported items to have different associated
handling costs. Thus, the allocations of VAT by this method will not necessarily reflect
the true proportion of the VAT that is associated with that imported item, as the VAT will
have been calculated on its purchase value.

Therefore, you will need to manually amend the VAT attributed to each account
code/project.

18. Ensure you know the item line numbers that have SR20% tax name that you wish to
charge the VAT too (in this scenario line 1 and 3).

19. Once tax has been calculated, click in the system generated Tax line on the Lines tab.

20. Click Tax Details to display a screen similar to below.
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mbridge University) - TRAINIMNG

Tax Lines Summary
Tax  Tax
Line  Regims —
Murnber Code T Jurisdiction Tax Status Rate Mame Rate Tax Amount Inclusive Can~
1 |GE-Tax MU AT-AT STANDARD MO UK WAT 0.0o 0.00
. 2 GE-Tax SRAAT STANDARD SR20.0% 39277 b77 18
14 3
Tax Regime GB-Tax Tax Regime Desctiption GEB-Tax
Tax |SR-YAT Tax Name |Sr-Yat
Tax Status |STAMDARD Tax Status Description
Tax Amount 277 18
Detail Tax Lines Allocate 8] | Cancel )

21. Click in the line that has calculated a tax amount and click on Detail Tax Lines. The
screen will display the item lines that had a tax name of SR20%.

=)
Detail Tax Lines
Far this Line -
Trans Tax Tax
Line Line Regime —
Murnber Murnber Code Tt Jurisdiction Tax Status Rate Name Rate Tax Amount Inclu:

l 1 1|GB-Tax SR-VAT STANDARD SR200% 39277 23397

3 1|GB-Tax SR-VAT STANDARD SRZ0.0% 39277 43.21

22. Click in the Tax Amount field for the relevant item lines and amend to the amount of
VAT that you would like to cost against the codes that was used for the item lines.

2|
Detail Tax Lines
Far this Line -
Trans Tax Tax
Line Line Regime —
Nurmber Mumber Code et Jurisdiction Tax Status Rate Name Rate Tax Amount Incl

1 1 |GB-Tax SR-WAT STANDARD SR20.0% 39277 186.10

| 3 1|GB-Tax SR-VAT STANDARD  |SR20.0% 39277 51.08

23. Click OK until the Lines tab displays.

24. Click on All Distributions and you should see that the specified VAT amount is now
allocated to the relevant line.

25. Actions ... 1 to Validate.
26. Click on the Holds.
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27. Override the Tax Amount Range hold by clicking on the List of Values in the Release
Name field and selecting Natural Account Tax OK.

28. Override the Tax Variance hold by clicking on the List of Values in the Release Name
field, the system will default in the relevant release name.

29. Save and the hold should now be Secondary Approval.

Inputting the item lines to a single code

For a straight forward import invoice where you are coding the VATable and NO-UK VAT
lines to the same codes (excluding the Transaction code), you enter the header and lines as
you would a standard invoice:

e Add value of items that are all applicable to SR20% and enter the line information to
the relevant code.

e Add value of items that are applicable to NO-UK VAT, which is the Duty Amount and
code accordingly with a transaction code of EQEX.

%}?&‘ﬂﬂ%’é’ﬁr@{ B e e N = ey L NN
7
ilm Type Met Arnount Tax Mame Charge Account Track As Asset Description
ltermn 11.00 |2R20.0% L LLLIAA AAAS EQCZ 0000 ADMIM IMPORT C
[termn 32,55 MO UK WAT L LLLIAA AAAA EQEX 0000 IMPORT DUTY
3 Tax 0.00 GB-Tax - MOU
Tax 186.10 GB-Tax - SRV,

Once all lines are entered Calculate Tax. The system will allocate all of the tax to the code
used for the VATable line. Override the holds.
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9 International Pazment Orders ‘IPO’S!

Overview

AP Invoice Entry > Invoice Batches

\i

Enter the batch name using the
standard naming convention

2

Click on Invoices
\/
Leave type as Standard

V7

(Matching to a PO? Complete the PO number field and supplier details will populate.
Complete remaining information e.g. invoice number, amounts, tax information, and
description.

\

Not matching to a PO? Enter the Invoice details e.g. supplier details, invoice number,
amounts, tax information, description.

- /
v

[ Scroll to the right and amend the pay ]

group to Transfers F

L N

/ Matching to a PO? \ Not matching to a PO?

e Click on Match
e The PO number appears in the Find

Purchase Order window. If it doesn’t, f \
enter it manually into the Number field Lines Tab

e Click on Find Enter the net amount of the

e Tick the Match box for each line you item/s, tax type and the
wish to match. relevant tax code/s to a

e If necessary, overtype the Qty and Unit departmental account or grant.
Price fields to reflect what appears on the

K invoice j \_ -/
i

[ Click Calculate Tax, validate invoice and ]

check holds.
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Background information and charges

This is an electronic method used to pay company invoices/staff expenses with non-UK bank
accounts. They can be sterling and foreign currency payments.

It is appropriate to order an IPO:

e For Transfers to bank accounts outside of the UK, in sterling or other currencies.
e For Transfers where we are paying foreign currency to a UK account

For Standard IPOs you will not need to attach a form, only sending the invoice/expense
form/payment voucher to make the payment, along with clear and full bank details and any
relevant backup. However, you will need to attach a Non-Standard IPO form if any of the
following apply:

e You are paying the invoice in advance.
e You are not paying the full invoiced amount.
¢ You have agreed to pay all or none of the bank charges

For departments using Shared Services

Send all IPOs directly to Shared Services using your usual method (either by email or by
wallet).

For departments not using Shared Services

1. Forall IPOs in GBP, EUR and USD you will need to record the transaction on CUFS
following the guidance below.

2. Then send all IPO requests directly to Shared Services, Finance Division, Greenwich
House through the UMS or by scan to the email address IPO@admin.cam.ac.uk

When discussing IPQO’s it is important to consider how the bank charges are to be paid.
Sterling and non-Euro Currency payments will attract a UK charge, a beneficiary bank
charge and occasionally intermediary bank charges. Departments can elect to pay just the
UK charge, all or none of the charges. Any charges not paid by the University will be
deducted from the amount sent. The bank charges which departments agree to pay will be
posted to departments accounts periodically via journal.

Generally we only pay our own bank fees and not the payee’s fees. Should you wish to
deviate from this please use the ‘Non Standard Process’ IPO cover sheet:
https://www.finance.admin.cam.ac.uk/files/ipo_non_std_2019.pdf

The majority of Euro IPO’s will be sent via the SEPA (Single Euro Payments Area) transfer
system. SEPA covers all 28 European Union member states plus Iceland, Liechtenstein,
Norway, Switzerland, San Marino and Monaco.

For Example, the UK charge for sterling payments is £4.70, for EUR payments €2.23
and for Dollars $6.15. The current bank charges can be found on the finance division:

https://www.finance.admin.cam.ac.uk/key-dates-and-rates/international-payment-
orders-ipos-bank-charges
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All IPO’s must be sent either by email to IPO@admin.cam.ac.uk or sent via UMS to Shared
Services, Finance Division, Greenwich House with:

o A clear copy of the invoice signed by HoD or authorised delegate.

e |PO header sheet (if outside of standard terms as mentioned above).

o Ensure that the invoice includes full payment instructions provided by the beneficiary
either on the invoice or the optional template
(https:/iwww.finance.admin.cam.ac.uk/files/ipo_bnk_det_tmp.xIsx)

e A detail of the full currency amount or GBP sterling equivalent to be sent.

Processing the item

a) Input the invoice for the amount to be transferred (excluding any charges we are
required to pay) and match to the PO if relevant.

b) Amend the Pay Group to Transfers F and the Payment Method should be Check.

L4

ﬁwwﬂhmmﬁmwf“\

unt| | Terms Date  ||Terms Fayment Method | Pay Group ||Chy Dest FPay Alane | D
19-DEC-2013  Met 30 Check

c) Click onthe Lines tab, ensuring correct tax code and account codes are inputted
Calculate Tax and Validate the invoice

d) Take a screen shot of the line and print it as this will need to be sent to cashier along
with the other documentation.

Completing the IPO form

The IPO form is only required for non-standard payments. For example, if we are not paying
the full invoiced amount, if we are paying none of both of the bank charges, or if the payment
is being made in advance.

The IPO form can be found on the Finance Division web page under Forms, IPO Non-
standard header sheet.

The following information will be need to be completed on the IPO form

@)
O
@)

Beneficiary must be on supplier database

Full beneficiary bank account name

Full beneficiary bank account number or beneficiary bank account IBAN code
(mainly European countries)

Full beneficiary bank name and address or swift code (NB payments to USA —
also provide routing/ABA number)

Currency required

Full currency amount or GBP sterling equivalent to be sent
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o Payment reference e.g. invoice No
o Supporting Documents e.g. copy of relevant invoice

Once Shared Services have received the form and documentation, the information will be
transferred, payment made and the department will receive a confirmation of the transfer.

More information can be found in the Financial Procedures Manual,

Chapter 7, Section 3
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10. Running month-end reports

A number of tasks have to be carried out as part of the departments AP month-end

procedures.

Q

Invoices on Hold Report (UFS): lists invoices placed on hold for you to review and

action as necessary. This must now be run on a weekly basis in addition to month-

end.

investigated.

Responsibility:
Navigate to

Other >Requests > Run

Invoices Register (UFS) Report: lists invoices not primary validated to be

AP Invoice Entry or Manager

Invoices on Hold Report (UFS)

Once you have navigated via the above path the Submit a New Request screen displays.

1. Simply click on OK to a Single Request.

2. The Submit Request screen displays. This is where you select the name of the report

you wish to run.

B

3. Highlight the Invoice on Hold
Report (UFS) — XML
Publisher

and click OK

Run this Request

Name

Operating Unit

Parameters

LangualsERRTE

At these Times
Run the

Find %

Marme

Distributinn Set Listing (UFS)

EMBS Planet Invoices

Copy...

Applicati &
CAPBA

CAPSA

4. The Parameters screen displays.
no additional fields need to be entered,
however, you can use the date ranges
to narrow the report down.

5. Click OK and the Submit Request screen disple

Finance Training
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Final Matching Holds Release Repaort (UFS) CAPSA |
Upon Completion | 10100 0 Hold Report (UFS) - XML Publisher CcaPss
Invoice Revister (UFS) CAPEA

PGCE Inwnices CAPSA

Lay{ | Payables Posted Invaice Register (UFS) - XML Publisher CAPSA
Mof | Uniwersity Library AP Invoices CAPSA

Prin Batch Control Report by Batch Name Pavable:

Batch Control Report by Entered By Payable:

Credit Mermo Matching Report Pavable:

Help (C) Discounts Available Report Payable:

Discounts Taken and Lost Report Pavable:

Expenze Report Template Listing Payable:

Invalid PO Supplier Matice Pavable:

Invoice Aging Report Payable:
Invaice Audit Listing Pavable: +

] 2 A P YA | r

) s
5 x
H ure e AJ

Feb 2020

Help




-
= x
Run this Request...
Copy...
Mame |Invaice On Hold Repart (UFS) - XML Publisher
Operating Unit | Cambridge University
Parameters | Haold Mame::Yes:
Language |American English
Language Settings... Debuy Options
At these Times. ..
Run the Job |As Soon as Possible Schedule. .
Upon Completion. ..
¥ Save all Output Files
Layout |Invoice on Hold Report (UFS) - XML Puhblisher Options...
Motify
Print to |AG_PRO0S101

6. Next step is to change your printer copies to zero, as it is strongly recommended you run
the report to the screen before you print it. The default output of running the report is to
PDF, however, you can request the output in an excel format. To change copies and
amend the output, click on Options.

7. The Upon Completion screen displays. |2

v Save all Qutput Files

8. If you wish to amend the output from Layou:
PDF to Excel, click in the PDF format Template Mame Template Language Format  For Language
field and from the List of Values select |Irwuice on Hold Report (UF English POF  AMERICAN
Excel.

9. To change number of copies
automatically printed, amend the copies
to 0.

Motify the follawing peaple:

Marme For Language

10. Once changes made click OK.
Print the Cutput To:

Style |Landscape

Prirter Copies For Language
| AG_PRO0S101 0 All languages

|»

|»

|
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11. The Submit Request screen displays.

Run this Request. ..

Mame
Operating Unit
FParameters

Language

At these Times.

Run the ok

Upon Completion. ..

Layout
Maotify
Print to

Help (L)

Irwoice On Hold Report (UFS) - XML Pubilisher
Cambridge University
s Hald Marme:: Yes:

American English

Language Settings... |

Copy...

Debug Options JI

As Soon as Possible

¥ Save all Output Files

Invoice on Hold Report (UFS) - XML Publisher

AG_PRO0S101

Subrnit |

Schedule. .

Options...

Cancel J

12. Click Submit. The Requests screen displays, where you click Refresh Data until the

Phase shows as completed.

O Reguests

| Find Requests |

Submit a New Request | Submit New Request Set )

Request ID Parent l
| Name Phase ¥ Status Parameters
|24421232 Invoice On Hold Report (UF Completed Mormal AWAIT_SEC_APP, , Hold Nar =
24421231 Chart of Accounts - Segme Completed Mormal M, 101, PD, 5, ETAA, ETZZ, 2
R s e O SR NN e L a2
Hold Request View Details | Rerun Request | C View Outgut} J
Cancel Reguest Diagnostics | Reprint/Republish (J) | View Log (K) J

Copy Single Request |

Copy Reguest Set )

13. Click on View Output.

a. If you left the default format output as PDF, the report will open in a PDF

view, from which you can then print.
b. If you amended the output to Excel, a message will display asking if you wish
to Open or Save it. Click Open to view the report in Excel format.
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Example of report output

|nV0iCe on Hold ReDOr‘t Report Date 22i03/2016 12:53
Pace 10f 1
Hold Name] I First Entered Date] ]
Supplier Hame | I Last Entered Date] |
Order By|Hold Name [ Department] ]
T 1
I Funds
Functional Currency
Bafch Name Supplier Name Invoice Rumber PU Number Tnvoice Dafe | Unginal Amount| Amoun
TRAIN, TAXI, ACCOMODATION & WEALS-
ZZIALSI2211015-1 DARLOW, DR JP (AG 0068177) EXP PLASWIRES PARIS 22-0ct-15 857.04| 857.04|PLASWIRES COORDINATION MEETING,
ZZEINV140307080926 |VWR INTERNATIONAL LTD 5062383648 05-Mar-14 380 0|22-1823120
Hold[Line Variance
Functional Currency
Batch Name TSupplier Name [invoice Number [PO Humber [voice Date | Original Amouni] Amount
721T20160202100048 |STEM CELL INSTITUTE |s03028 | | 29-gan-16 314 314[SERVICES
Hold[Qiy Rec
Functional Currency
Bafch Name Supplier Name Invoice Rumber PU Number Tnvoice Dafe | Unginal Amouni| Amoun
ZZEINV160219081202 [SIGMA-ALDRICH COLTD 8104261524 2250067| 18-Feb-16 565 565|2Z-2250067
ZZEINV160219081202 |SIGMA-ALDRICH CO LTD 8104281530 2249659 18-Fen-16 30.98 30.98|22-2249659
ZZEINV160219081202 [SIGMA-ALDRICH COLTD 8104261529 2250173| 18-Feb-16 26.16 26.16|ZZ-2250173
ZZEINV180127085438 |OFFICE DEPOT UKLTD 0967510586 2231922| 23-Jan-16 171.84] 171.84|72-2231922
ZZEINV141223082352 [FISHER SCIENTIFIC UK LTD 4151051523 1992327) 22-Dec-14 95.51 95.51|22-1992327
Hold [SECONDARY APPROVAL
Functional Currency
Batch Name SUppIer Name. TVOICE NUmBeT PUNIMber TVoICE Date | Onignal Amount] Amount
7ZIT20160208190057 |PHYSIOLOGY,DEVMT & NEUROSCIENCE 904055 29-Jan-16 220 220{Internal Trading
ZZIT20160209190102 [PHYSIOLOGY DEVMT & NEURQESCIENCE 904220 29-Jan-16 410.52 410.52|POSTERS & PRINTING
ZZEINV160124085159 |SCIENTIFIC LABORATORY SUPPLIESLTD  |SI112822001 18-Jan-16 136.28 0|2z-2227208
ZZIT20160105190050 [BIOCHEMISTRY 899494 31-Dec-15 541 54.1|Internal Trading
ZZIT20160106190050 [BIOCHEMISTRY 899945 24-Dec-15 20378 20378|STORES
7ZIT20151116190055 |SAINSBURY LABORATORY (PT) 894180 18-Nov-15 1,047.50 1,047 50 Internal Trading
Total For 77 [ 14] 4,522.67] _ 3.996.41] |

Action points from this report

e Allinvoices on this report should be investigated. Once all holds have been released,

the report should be run again to ensure all invoices are processed prior to the financial

year end.

e Where the holds are valid and current, efforts should be made to enable the invoice to be

released from hold.

e Holds for any other reason are to be released to enable the invoice to be paid or the

invoice should be cancelled.
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Invoice Register

Invoices Register (UFS) Report lists invoices not primary validated and therefore either
require cancelling as the transaction has been entered in error or it is a valid transactions
and requires completing and validating.

Responsibility: AP Invoice Entry or Manager

Navigate to Other >Requests > Run

Once you have navigated via the above path the Submit A New Request screen displays.

3. Click on OK to a Single Request. O Submit a New Request

\What type of request do you want to run?

* Single Request
This allows you to submit an individual request.

' Request Set

This allows you to submit a pre-defined set of
requests.

QK Cancel )

4. The Submit Request screen displays, which is where you select the name of the report
you wish to run.

5. Enter Inv in the Name field and press Tab. e N
Select the Invoices Register (UFS) from the /¢ Cony
list and click OK. N
perating Unit
; Parameters
Language FindINves
é Name Applical
] Invoice On Hold Report (UFS) - XML Publisher APS!
§At —— Invoice Register (UFS\Y
\ \nvm:eAidltgny\/Zu:nerNumner
Clmmmam || =
\ ¥ sa Invoice Validation Payable:
\L!\ Help (€) ) @N%
6. Enter the required parameters, click OK. B

Batch (skip for All)

Entered By (skip for All)

First Entered Date

Last Entered Date

Accounting Period
Cancelled Invoices Only? |No
Unapproved Invoices Only? |Yes

Invoice Type (skip for All)

Cancel Clear

7. Click on Options button and amend copies to 0 to run the report to the screen.
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8. Click OK
9. Click Submit

10. On the Requests screen click Refresh Data until phase is completed.

11. Click View Output

An example output of the report.

CAPSZ Set of Books Report Date: 2Z2-MAR-2016 10:28
Unapproved Invoice Register (UFS) Page: 1
Currency: GBP Data Entry Person: Entered Date From: Zccounting Period:
Batch: ZZ/RLS/16/02/16-2 Entered Date to:
Supplier Invoice Invoice Original Imount Invoice
Name Number Date Amount Remaining Description Type
Income
Expense Liability Accounting Tax
Type Line Accounting Flex Accounting Flex Amount Description Date Type Tax Post
CHUBE FIRE & SECURITY 5642456 08-FEB-16 174.48 174.48 WORK TO SECURITY ALZRStandard
LTD T/A CHUEB FIRE 05/02/16

..... 7.00.0000.0000.VBRA. 0000

Total for CHUBB FIRE & SECURITY LID I/Z CHUB: 174.48 174.48
Total for PD/ALS/16/02/16-2: 174.28 174.48
Report Date: 22-MAR-2016 10:28
Unapproved Invoice Register (UFS) Page: 2
Currency: GBP Data Entry Person: Entered Date From: Zccounting Period:
Batch: ZZ/RAD/24/02/16/01 Entered Date to:
Supplier Invoice Invoice Original Imount Invoice
Name Number Date Imount Remaining Description Type
Income
Expense Liability Accounting Tax
Type Line RAccounting Flex Accounting Flex Amount Description Date Type Tax Post
CFFICE TEEM LTD 2251382 Z4-FEB-16 38.67 358.67 VARICOS Standard
Item € U.Zz .ZzRG.MREB.EZZC.0000 U.00.0 5.83 MOVED FROM ..... B-16 Ho
Tax 7 U.00.0000.0000.VCBL.0000 U.o0 0.00 MOVED FROM ..... B-16 Ho
Tax 7 U.Zz .Z2RG.MRBE.EZZC.0000 U.00.0000.0000. 1.17 MOVED FROM ..... B-16 Ho

Total for OFFICE TERM LTD: 39.67 39.67

AP Holds and Unaccounted Transactions report

At the end of every month Central AP will email depts. a list of invoices that still require some
form of action, whether it be to primary validate an invoice, Secondary approve an invoice,
release a hold or even cancel an invoice.

In addition to the report they will also attached a list of the various AP holds and what action
is to be taken to over-ride the hold.

This report is sent in addition to the Invoice on Hold and the Invoice Register reports that
you have run yourselves.
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Please ensure that you deal with the invoices promptly on the report, and if further advice is
required please contact the AP helpdesk.
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11. Releasing holds on invoices

There are many reasons why the system may put a hold on an invoice and prevent it being
approved for payment.

These can be split into the Each has its own way of being dealt
following: with

e The purchase order, the receipt

and the invoice do not match. If there is a matching problem some of

the holds will require you to go back
and correct a document (e.g. receipt
the goods) others need to be manually
released

NB. Before releasing holds you should
liaise with the person who placed the order
first and get authorization.

Review the lines, check that the net

* Discrepancy between the invoice amount was inputted and not the gross.

and line totals

e An individual somewhere has Find out why they have put it on hold.
manually put a hold on paying
this invoice for particular reason.

¢ High value hold where an Review the invoice and check to see if
elnvoice was for over £2000 it is a fixed asset and appropriately
flagged. Once satisfied manually
release the hold.

¢ The transaction has been coded Ascertain which line has failed and
to a grant but failed funds check liaise with departmental Grant
Administrator (refer to Appendix A)

e Itis awaiting Secondary Invoice This is normal and the hold will
Approval (SIA). automatically be released once it has
been secondary approved.

Manually releasing holds on an invoice

Select the invoice which has a
hold(s) on it.

Review the holds that have been put in

Click on the Holds button I
place for this invoice
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1

1 General 2 Lines

Hold Marme Hold Reason  Hold Date Held By
. (RERERENEE  Total of Invoice 1|11-NC%-2013 |System

3 Haolds 4 iew Payrments

Release Name Release Reason

S Scheduled Payments B Wiew Prepayment Applications

Released By Release Date  WWF Status [1]

-

Purchase Order Shipment Quantity Receipt Receipt Quantity
Murnber Ordered Murnber Billed
Release Billed Line Receved
Line Received Date Accepted
Ship To Accepted
| Release... 1 )
Actions... 1 Calculate Tax Corrections All Distributions )I

Is it a Quantity Received hold?

@

C. Click in the Release Name box
next to a particular hold.

Alternatively

Click on the Release 1 button

Has an individual manually

@

hold within the schedule
payments tab?

Check with the buyer whether the items
have actually been received.

Items received....

Get them to receive the items within
iProcurement. Once they have done this
you can re-validate the invoice and the
system will lift the hold.

NB. If this is not done, the purchase order will
remain open and commitments may stay on a
grant.

Items not received....
Leave the invoice on hold and do not pay
until the items are delivered.

It’s a service where we have to pay in
advance (e.g. to attend a conference)...
Manually release the hold as detailed below

Pick the most appropriate release name
from the list of values and the system will
automatically enter the Release Reason for
you.

Again select from the list of options
available.

NB. The system will make a note every time
you manually release a hold, and various reports
can be obtained showing who has released what
holds.

To remove this, simply un-tick the hold box

stopped payment by putting it on and Save.

NB: Remember that the Secondary Approval hold is normal and will be released
automatically once your secondary approver has approved the invoice.
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Appendix A: Insufficient funds hold (Grants)

When coding lines in AP to a grant, if the transaction is not being matched to a purchase
order, it is possible for one or more lines to fail funds checking due to insufficient funds when
the invoice is validated.

Follow the steps below to ascertain which line/s has failed funds checking.

Responsibility: AP Invoice Manager

Pre-Requisite: Invoice entered, primary validated with insufficient fund hold

1. Ensure your cursor is in the line of the Invoice Header and navigate to Actions in the
tool bar and click on Check Funds.

N TN NN
2. A decision box displays advising of the g et EE-UUW

insufficient funds fail. As oL

@ Insufficient Funds remain in your budget for this invoice or
distribution. Payables includes encumbered funds in its
funds check. 09-D

Click View Results.

oK ) View Resuhs)

3. The Budgetary Control Results screen displays with information relating to the fail.
a. Line Reference: This will be the line of the AP transaction

b. Result Message: why it has failed
c. Base Amount: Line amount

To view all lines that have failed funds check, amend the Order By to Funds Result Status.

Budgetary Control Results
Led CAPSA Set of Books
Orr:leergl:r Funds ResuI::)Status hd Currency  GBP
¥ - Funds Result Status Al hd
T lat Budget Control Results T lat
emplates  Budgetary Control Results Template Report Format  HTML =
View Report | Export |
Expand All
Application | Payables Batch Document Reference | 09-DEC-2015
Reference
Supplier | OFFICE TEAM Site | CROYDON Document Status | Partially Passed
LTD
U.PD.PDAG.MAHB.EZZC.0000 DEC-15 1-1 Failed GMS: Budgetary -6,000.00
Check | confrol fails atthe
Task level
U.PD.PDAG MAJB.EZZC.0000 DEC-15 3-1 Passed | GMS: Transaction -
Check passed budgetary 10,000.00
control in advisory
mode
U.PD.PDAG.MAWB EZ7C 0000 DEC-15 2-1 Passed | This account does =
Check not require 10,000.00
budgetary control
W o7 VSRS P B N B NS W ™ = gnd’

4. Liaise with your department’s Grant Administrator to ascertain where the expenditure
can be coded to and then follow instructions on how to amend a matched or non-
matched invoice.
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