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Using the Receiver Tab and Auto-Pay Functions in the Purchase Order System










SMART: Product of Computer Services

Board of Education
James S. Beri • Kenneth E. Berlinn • Mary E. Blackmon • Lynda S. Jackson • James Petrie•
Christopher A. Wigent, Superintendent
Using the Invoice Tab in  the Purchase Order System
Enter the Purchase Order as usual selecting  the PO Type “Check Request”.   A new Tab “Invoice” will appear only for this PO Type. [image: ]


Invoice Tab
After Completing the Purchase order  information (including expense and shipping information) click on the “Invoice” tab.  
[image: ]

To send directly to Accounts Payable for processing a check input the Vendor Invoice Number, click the Auto-Pay box.  You may enter a new description.  This description will appear on the check.  Note:  this may be changed throughout the process until the P.O. is in P.O. Printed status.



Using the Receiver Tab
After the P.O has been fully approved and printed use the Receiver Tab to indicate which items have been received.  You may also send the receipt through another approval process or directly to the Accounts Payable Module to import as an open invoice for processing.

On the list screen find your P.O. and double click to go to the detail.
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Detail:
[image: ]
Select the Receive Tab




Click the “piece of paper with the sunshine” to create a receipt for this P.O.
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Input information on the receipt.  Input the Received Qty.  If there is a price change you may change it under unit price.  Click the Line Receipt Complete if the order is complete.  You may also click the “Receive All “ button to populate full quantities received and the complete box.  If all lines have been complete the P.O. will be closed in the Account Payable Process.

[image: ]

The Shipping Charge will be populated from the P.O. but can be changed for partial orders.   If there is a discount or other credit you may use the Adjustments field.  Those amounts will be distributed to all the accounts.  The invoice number to be paid can be input on the “Vendor Inv#” box.  If the Vendor Invoice # has been paid previously a red warning message will appear aside the number.  This is only a warning.  You may proceed if appropriate.



Invoice Tab
Use this area to change the Inv Description and if needed change the account distribution.   This may be needed for a P.O. with more than one account and have had shipping or other adjusted applied incorrectly.  

[image: ]

When all areas have been completed, click the envelope to send the receipt to the next process. The next process can create an open invoice in an Accounts Payable batch or be routed through another approval process.   









Receiver Approval Process  
You may choose to send the receivers back through an approval process for review before they become open invoices.  This is indicated in District Setup – Configuration Options – Other.  Check the box labeled “Approval on Receipt”: 

[image: ]
To  configure the approval  chain go to View - District Setup -  Approvers.  There is a column labeled “Receipt?”  Clicking this will require the Receipt to be approved by that user.  It will use the same masks and proxies as with Purchase Orders for this process. 
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Status of Receivers

As the receiver progress through the system they will receive a status.  To see all receivers go to any P.O. in a P.O. Printed status.  Go to the detail of the P.O. and click on the receiver tab.  When the screen opens it will filter the list by that P.O. 
[image: ]
Next Click the Clear button next to the List.

[image: ]
This list contains all the P.O.’s that have a receiver processed against it.  To view a specific status click on the Status pull down.



Statuses and their meaning
[image: ]

Receipt Create – This receipt has been created but not sent.
Receipt Approval – This receipt has been sent but is waiting for Approval*
Invoice Ready – This receipt has been sent and is fully approved* and is available to import into a batch in A/P
A/P Processing – The invoice for this receipt has been posted and is ready to be paid.
Receipt Paid – The invoice for this receipt has been paid.

*This is applicable only if you have selected the “Approval on Receipt” option.


Exporting the list to Excel
After selecting the receipt status you may the export the data to a spreadsheet in excel.  





Purchase Order Receipt Approval
When entering the P.O. System you may see a [image: ] button at the bottom of the list screen.  Click the button.  A screen will open with a list of Receipts to be approved
[image: ]Double click on the list item to see detail (or click on the detail tab).  [image: ]
Any of the fields may be changed.  Comments may be added.  Click the Approve button to send to the next approver or to the Invoice Ready Status.

Auto-Pay Function and Accounts Payable

In the Accounts Payable module go to Setup.  Select District Defaults.
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Click the box “Auto-Pay Pos”. 

[image: ]

When you are  ready to process your Auto-Pay Invoices go to Actions – “Get Auto Pay Purchase Orders”
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A batch will be created named “AUTO-PAY BATCH mm/dd/yyyy (current date).  It will import the purchase orders that are in an “Invoice Ready” Receipt status.  Also imported are any Check Request   types that have the “auto-pay” box checked and are in the PO Printed status. The  Check Request invoices will default to “C” for closed.  The Receiver invoices will show “C” when all items have been marked fully received.  This (along with any other data) may be changed.  At this point it is functioning as any other batch and then can be posted.  
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