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Background

Procurement of goods and services occur in the following formats:
· Electronic procurement system (OnePurdue)-a direct order is created after an electronic purchase requisition is approved and submitted to the vendor.

· Direct orders outside of the electronic procurement system- an order is placed with a vendor by a department.  The vendor will send a bill that is paid upon approval of a direct invoice voucher.

· Department purchasing card order-an order is placed with a vendor by a department.  These orders should be charged to the ordering department’s purchasing card upon shipment of the goods.

In the procurement model, a good or service is ordered at a predetermined or estimated price.  When the good is received or the service provided, payment is owed to the vendor.  The vendor will provide a bill for the good or service, which should be close to the price identified or estimated during the requisition stage.  When these conditions are met, the vendor’s bill should be paid.

Direct Payments

Direct Invoices (No purchase order, no encumbrance)

· Customer departments send completed Invoice Voucher – with supporting documentation and approval signatures – to the Central Disbursements Desk.
· Central Disbursements Desk clerk reviews for completeness, checks vendor master data, forwards to Accounts Payable Direct Team.
· If vendor master data missing, contact Vendor Master Data Team to set up.
HFS Direct Invoice Voucher Process

· HFS completes Invoice Voucher according to the following guidelines:
· Include Vendor Name and Address.
· Include Vendor Number (if known).
· Provide unique ‘Payable Number’ in Reference field (See HFS naming convention list).
· HFS will keep list cross referencing payable numbers with invoices paid.
· HFS staff will provide account information to be keyed as follows:
· If account distribution is less than five lines, Accounts Payable will key all
· If account distribution is greater than five lines, Accounts Payable will debit HFS Payable account and HFS will allocate expenses via Journal Voucher.
· Accounts Payable will list invoice numbers on check stub (up to 50 characters).  If not enough space, AP staff will send list of invoices paid to vendor as an enclosure.
Libraries Direct Invoice Voucher Process

· Libraries completes Invoice Voucher according to the following guidelines:
· Include Vendor Name and Address.
· Include Vendor Number (if known).
· Provide unique ‘Payable Number’ in Reference field (See Libraries naming convention list).
· Libraries will keep list cross referencing payable numbers with invoices paid.
· Accounts Payable will list invoice numbers on check stub (up to 50 characters).  If not enough space, AP staff will send list of invoices paid to vendor as an enclosure.
Personal Payments (Payments to Individuals)
· Customer departments send completed Invoice Voucher – with Form 21, supporting documentation and approval signatures – to the Central Disbursements Desk.
· Central Disbursements Desk clerk reviews for completeness, checks vendor master data, forwards to Tax Department.
· If vendor master data missing, contact Vendor Master Data Team to set up.
· Tax Department audits, forwards to Accounts Payable to key
OnePurdue SRM PO Payments
Orders are placed in the OnePurdue system.  As procured items are delivered, designated individuals in each department or organizational unit are responsible for updating the OnePurdue system to indicate that the order has been received.  This activity serves as an authorization to pay for that good or service.  Fiscal Approver training includes instruction on receiving in OnePurdue.

All invoices for orders placed through the OnePurdue system will be mailed to WL Disbursements.  Disbursements staff will query the OnePurdue system to review the status of orders before processing an invoice for payment.  

Process for Invoices with OnePurdue Purchase Order Number

The individuals in the role of Disbursement – WL are responsible for reviewing and paying invoices received from direct orders procured through the OnePurdue system.

Upon receipt of a vendor invoice, Disbursements staff audit for payment terms, price discrepancies, and line item detail.  Disbursements staff will query the system against the appropriate order number, and review the status of that order.  Audit issues include problems with pricing or with receipt of goods.

· All invoices for OnePurdue SRM orders will be mailed to Accounts Payable on the West Lafayette campus.

· As invoices for OnePurdue SRM orders arrive, Accounts Payable staff will perform a System Search by PO number to determine the status of the order.  The Accounts Payable staff will process payment for the invoice if the status is Received and the total cost reflected on the invoice is accurate within the payment tolerance.

· Payment tolerance for orders is 15% (with $100 cap) or $25, whichever is greater.  The tolerance does not include freight charges, Accounts Payable clerks are expected to apply the ‘reasonable test’ to freight charges if less than or equal to $500.  Any freight charges exceeding $500 will require further investigation by Account Payable clerks beginning with approval by the appropriate buyer in Purchasing.  
· If the Accounts Payable staff determines that further discussion is needed with the department before paying an invoice, they will notify the Department Business Office, or a similar entity within the area.

· The Departmental Business Office will need to research the issue, update the OnePurdue system, if necessary, and reply to ap@purdue.edu with instructions for payment.

· If an invoice arrives with no reference to an order number, the Accounts Payable staff will send the invoice to the ordering Department’s Business Office.  The Business Office will need to identify the order, complete a paper invoice voucher, attach it to the supplier invoice, and return all to Accounts Payable, unless supplier is foreign, in which case see Process for Electronic Payments to Foreign Entities.
Following are potential scenarios the Disbursement staff will encounter when verifying the status of orders and the actions Disbursement staff will take for each scenario:

Order is Fully Received
1. If the order has been marked as ‘received’ in the OnePurdue system AND the cost reflected on the invoice is within tolerance, Disbursements will process payment of the invoice.

2. If the order has been marked as ‘received’ in the OnePurdue system but the cost reflected on the invoice is out of tolerance, the OnePurdue system will block the invoice for payment.  An ‘Out-of-tolerance’ report will be sent to the AcctPay@purdue.edu list serve once per week.  The requisitioner of the PO will also be copied on the email.  The Department will be responsible for responding to ap@purdue.edu within five working days.  See ‘Out-of-tolerance Guidelines’ for more information.
Partially Received Orders

1. If the order has been partially received, the invoice is for a partial shipment AND the invoice is within tolerance, Disbursements will process payment of the invoice.  

2. If the order has been partially received, the invoice is for a partial shipment but the invoice is out of tolerance, the OnePurdue system will block the invoice for payment.  An ‘Out-of-tolerance’ report will be sent to the AcctPay@purdue.edu list serve once per week.  The requisitioner of the PO will also be copied on the email.  The Department will be responsible for responding to ap@purdue.edu within five working days.  See ‘Out-of-tolerance Guidelines’ for more information.
3. If the order has been partially received but the invoice reflects the total cost for all items on the order, the items being invoiced will be entered into the system, creating an out-of-tolerance item for quantity.  An ‘Out-of-tolerance’ report will be sent to the AcctPay@purdue.edu list serve once per week.  The requisitioner of the PO will also be copied on the email.  The Department will be responsible for responding to ap@purdue.edu within five working days.  See ‘Out-of-tolerance Guidelines’ for more information.
Unreceived Orders
1. Invoices will not be paid until the order has been received.  

ADDITIONAL SCENARIOS

Fully Received with Additional Items

1. If the order is fully received but the invoice reflects the delivery of additional items, Disbursements will enter the number of items being invoiced into the system, creating an out-of-tolerance situation for quantity. An ‘Out-of-tolerance’ report will be sent to the AcctPay@purdue.edu list serve once per week.  The requisitioner of the PO will also be copied on the email.  The Department will be responsible for responding to ap@purdue.edu within five working days.  See ‘Out-of-tolerance Guidelines’ for more information.
Direct Debits
Process for Electronic Payments to Foreign Entities

OnePurdue orders 
If Purchasing obtains quote with bank account information, will make information available to Accounts Payable

· Once order received and out-of-tolerance approval obtained, if applicable, from Customer department, Accounts Payable staff prepares Direct Debit Journal Voucher and Form 52A.
· If supplier bank information missing, Accounts Payable staff contacts Customer department to obtain information.
· Accounts Payable staff prepares and sends Direct Debit Journal Voucher and Form 52A to Treasury Operations.
· Treasury Operations contacts Department for missing/incorrect bank information, if applicable.
· Treasury Operations processes transaction.
· Treasury Operations forwards Direct Debit Journal Voucher and Form 52A to Accounts Payable for data entry into system.
· Encumbrance closes when payment run is processed.
Direct Pays (No purchase order, no encumbrance)

· Customer departments send completed Direct Debit Journal Voucher & 52A – with supporting documentation and approval signatures – to the Central Disbursements Desk.
· Central Disbursements Desk routes to Tax Dept for tax implications and verification of Comptroller approval
· Tax Dept prepares new vendor set-up form (if necessary), and forwards paperwork to Treasury Operations.
· Treasury Operations processes the transaction
· Treasury Operations forwards Direct Debit Journal Voucher and Form 52A to Accounts Payable for data entry into system.

Tolerance

This relates to mis-matched dollar amounts between an invoice from the vendor and the amount on the order; and mis-matched quantities between an invoice from the vendor and the quantity on the order.  The tolerance levels are applied on a line by line basis, not on an invoice total basis.  An out of tolerance situation on a single line of an invoice causes the entire invoice to be blocked from payment in the OnePurdue system.

· The OnePurdue Accounts Payable system will automatically release an invoice if the difference between the invoice amount and the order amount is < 15% up to an invoice overage of $100.

· If an item is out-of-tolerance > 15% but < $25, the item will be manually unblocked by Accounts Payable and paid with no action required by department.

· If an item is out-of-tolerance > 15% and the amount is > $25, but < $100, negative approval guidelines will be applied as follows:

· The item will be put on the Out-of-Tolerance spreadsheet on Friday of each week.
· Business Offices will have 5 business days to respond to ap@purdue.edu 

If there is no action by the department the payment will be released in 5 business days.

If not okay to pay, notification required.

· If an item is out-of-tolerance > $100, positive approval is required by the department.

The item will remain on list until action is taken by the Business Office.

The vendor will remain unpaid until action is taken by Business Office.

Items on the list longer than 10 days will be reported to the Comptroller.

· If an item is out-of-tolerance due to quantity, positive approval is required by the department.

The item will remain on list until action is taken by the Business Office.
The vendor will remain unpaid until action is taken by Business Office.
Items on the list longer than 10 days will be reported to the Comptroller.

NOTE:  Shipping charges are not included when calculating out-of-tolerance, unless the shipping is a line item on the Purchase Order.

Held Checks/Enclosures
Held Checks
Checks may be requested to be held for pick-up at the Disbursements Desk at Freehafer Hall.  Held checks are indicated by marking ‘Y’ in the “Held Check?”  box on the invoice voucher.
Enclosures
Enclosures are no longer sent from Disbursements; instead departments are encouraged to utilize the 50-character text field that we have available to us on our remittance advice for payment explanation.  Any text information of 50 characters or less may be placed in the field marked "Text to appear on remittance advice" contained in the new form.  If a department finds that 50 characters is insufficient to explain a payment to a vendor, the check should be marked as a "Held Check" and someone from the department will need to pick up the check and process its mailing as necessary.

Miscellaneous

Cancelled Orders

If the order has been cancelled but an invoice is received for the order, Disbursements will review file to see if a credit has also been received.  If a credit has been received, the invoice and the credit will be entered into the system at the same time.  If a credit has not been received, Disbursements contact the department to obtain a credit.
Follow Up Process
The Disbursement staff will contact departments as discussed in the out-of-tolerance guidelines above when discrepancies exist between the invoice and the order information in the OnePurdue system.  If the Business Office does not respond within the indicated time frame, Disbursements will forward the list to the Comptroller for review.
S:\BS\Limited\CDRM\admin\OnePurdue\Accounts Payable\Disbursements Internal Pymt Process - OnePurdue.doc   
8/22/2007

