O TENESSEE Entering a PO or Contract Invoice

About PO/Contract Invoices
Purchase order invoices and Contract Invoices are now entered through the same Process.
Entering a PO/Contract Invoice

From your home screen, Select Payables. If you do not have Payables, you may need to request access. Then, click on
Invoices.
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In the top section, you will enter the PO Number, supplier site, Invoice number, Invoice amount, Invoice Date, and
Description.
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= ORACLE

Create Invoice:

4 Invoice Header show More

* Number

QAow P &

Sove and Cresto Next | [ Save | [‘Sove and Ciose | [ Cancel

Identifying PO | PO010000000002 Q ————————
* oate | 12172024 [
Business Unit | tom B v * Amount 1.103.90 r -
* Payment Torms | Not 30 v
Supplier DELL MARKETING LF “ 1ype | Standarg v] e -1
* Terms Date | 121172024
Supplier Number 6007915 Description | Demo r
. Requester |
Supplier Site | ATLANTAGA \L L
Attachments  None
Legal Entity  UT System iachments +
Note EX
involce Group e B
» Lines @ | Matcn invoce Lines ‘e
» Taxes 0
4 Totals
tems. Freight Miscelaneous Tax Included Prepayments Total
000 0.00 0.00 000 000 Aooo
Retainage Withholding Applied Prepayments Due
000 000 000 110390

Next, click on Attachments. On Category, choose “To Approver”. Click Choose file to find appropriate attachment. You
may also enter a further description for the attachment, if you choose to do so. Click OK.

Attachments

Acions v Viewv o X

Type Category * File Name or URL Title Description

Fio v mq Scrpt - AP Invoice Creation (Excel) v2.p4f | Upd | Training Script - AP Invosc | | Adatbonal Informaton

Rows Selected 1

.

[ Lo fes

Now, click on the arrow to the right of “Match Invoice Lines”
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. DEV2is the UAT environment, refreshed from DEV7 on July 26.

= ORACLE

Create Invoice: @

QanwrP @ M
B Invoice Actions v | Save and Create Next Save and Close

4 Invoice Header  snow More

Identifying PO | PO010000000002 Q

Business Unit

Supplier

Supplier Number 6007915

* Number | DEMO
* Amount 1103.90
* Type | Standard ~

” Date | 12/17/2024 7
* Payment Terms __Nsl 0 v
* Terms Date | 12/17/2024 e

Attachments Training Script - AP Invoice C 4+ 3%

o
4

* supplier Site | ATLANTAGA v |

Legal Entity UT System

Note [EX
P Lines @ | Match Invoice Lines v
b Taxes )
4 Totals
Items. Freight Miscellaneous Tax Included Prepayments Total
0.00 0.00 0.00 0.00 0.00 000
Retainage Withholding Applied Prepayments Due
0.00 0.00 0.00 1,103.90

Here, you will choose to match the appropriate lines for the invoice. If you need to change amounts or quantities, you
can do so at this point. When you have completed all the items you need to match, click apply and then ok.

Matc x

Change the Quantity, Unit Price and [
| Advanced | Saved Search | Match Invoice Lines w

F  Amount fields to match your invoice before
clicking Apply.

vieww 1 E g Detach | Allocate Distributions

Match Line Purchase Order Receipt
- . . Need-by
item Description Ship-to Location Date Item Number
v Quantity Unit Price * Amount Number Line Schedule Number Line
v | 1 | | 1.103.90| | 1,103.90 | ase;Dell Latitude ... POOMO... 1 1 UT Tower_10_10...  9/4/2024
|

T 103307

PO PO010000000002, Line 1, Schedule 1: Details

Ordered 1 Received NIA
UOM Each
Available 1 Accepted NiA Match Basis  Quantity
_ ] Note: ! wARNI
Billed 0 Returned NiA Invoice Match Option  Order ensure you have
Payment Terms Net 30 _quar_‘t]w fieldtor
Shipped 0 Consumed NiA invoice before mc

Freight Terms

[Tromb [ o5 ] can ‘

Once you have finished your entry, check the bottom of the screen to see if you see a green circle. If you do, then your
invoice is balanced.
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Creale Invoice:

u Invoice ACtions v

T ) I

Business Unit - * Amount | USD - v 100.00 —
* Payment Terms | Nat 40 |
“ Supplier | Cintas Corporation Q “ Type | Standard v .
* Terms Date | 12/1672024 Y
Supplier Number 6007189 R
* Supplier Site | CINCINNATION2 - Fegentar 2
Attachments.  Training Script - AP Invoice C o 3¢
© Legal Entity | UT System -
Wote 2
Invoice Group
4 Lines @ Match Invoice Lines v e
veww 4+ [@ ¥ 57 [ - Detach | Auocate | v |:muuine Distributions
Distribution | Budgetary Control | Reference  Tax  Purchase Order Project
Distribution Budgetary Control Reference Tax
“ Number " Type " Amount Prorate Across
Distribution Set Distribution Combination Accounting Date 0TS0  Budget Date  Status Description Tax Classification  Shipto Location Num
' tem ~ 10000 - B 0wz By 121672024 G | Notamemptes [ Ths s Demo - -
2 e | Tmwz024 Tarezoe Nt stompted
4 itam | 127302024 120462024 Nat atiempted
5 item | 127302024 120182024 Not attempted
b Taxes £3]
4 Totals
ems Freignt Miscelianeous. Tax Inchuded Prepayments
10000 0.00 000 000 000

Click Save, and then go to Actions and click Validate.

If your invoice status changes to Validated, go to Actions, Approve,

and then Initiate. Your invoice is now in workflow for approval and will soon be ready for payment.

Create Invoice: @

0 N EXEm - EXEIEm

Manags instaiments
— Calcutate Tax CoieAtX e
Business Unit * Amount | USD - v 100.00
Check Funcs
- diar | Ci rparaton Q - nar -
Suppiier | Cintas Corparator 'ype | Standard P
Supplier Number _ 6007189 Description | This is & Demo. Request Overnde
. — q
Suppler Site | CINCINNATION2 Apply o Unagply Prapaymants
e Coe 3
* Legal Entity | UT System Manage Holds
Invoice Group »
View Appeoval and Nosication Histary
i @ ch Invaice Lines -
4 Lines () | Match invosca Lines ] Cancel invaice
veww 4 @ X F 5 [ Dstch | Allocate | v || Cancel Line | Distributions Delete Invoice
Dictbuion  Budgetary Contrel | Reforence | Tax | Purchase Ordor Projest Fayin Ful
Distribution Budgetary Control R PostioLeager
“ Number * Type * Amount Prorate Across .« Account in Draft
Distribution Set Distribution Combination ‘Accounting Date Al Lines. Budget Date Status. Description jo Location Num|
1 tom - 100.00 12302024 fig 12/18/2024 [ | Not attempied This it a Demo - -
2 tem 12002024 12162024 Not anemptea
3 nem 12007024 12162024 Not amemprea
4 tem 127302024 1216204 Not ateenpted
5 ttem 12302024 12182024 Not afempied
» Taxes 5]
4 Totals
items Freight Wiscalianeous Tax Inciuded Prepayments Total
100 00 0.00 0,00 000 000 ©100.00
Rewinage wimnolaing Appiiea Prepayments Due
200 0.00 000 100.00
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