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How to Read This Manual

This Manual is divided into Eight sections: 1. Purpose; 2. Revision History; 3.
Persons Affected; 4. Policy; 5. Definitions; 6. Responsibilities; 7. Procurement and
Payment Function; and 8. Procedures. It is assumed that the reader has the
knowledge and skill for performing basic navigation, query, print, and command
functions in the Accounting System.

1. Purpose offers the reader the goal of the process itself

2. The Revision History records all changes made to the document by version
number, the date and the modification made. This will quickly allow the reader
to know when the last revision was made, and whether the version is the most

recent.

3. Persons Affected All employees authorized by their Department Head to
request payment to a vendor for goods and/or services received.

4. Policy sections are assigned consecutive humbers so that each subsection
can be identified by a following decimal. Numbering in this way will aid in
future insertions of new or correcting policies.

5. The Definition section lists abbreviations, acronyms, and technical terms.

6. The Responsibility section provides a short summary of the roles and
responsibilities of the individuals that will be performing the Procedures.

7. The Procedures section will be outlined with screen prints of the program
accompanied by a description of each field.

This document will end with the copies of any forms required to support the
Procedures outlined.
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1.0 Purpose

1.0 City departments exist to provide a full range of municipal services to our
customers, the residents of Middletown. Whether the service relates to
recreation, public safety, community development or housing and human
services, the objective is to provide a quality and professional service.

The objective of accounts payable and accounting are to 1) pay for goods and
services actually received in a manner consistent with established practice, 2)
accurately account for these expenditures in the city’s financial records, 3)
account for all cash disbursements, and 4) manage cash to maximize
investment earnings on idle funds. The purpose of this manual, prepared by
the Finance Department, is to outline the payment process and the internal
controls necessary to meet the stated objectives.

2.0 Revision History

Revision Reference
Date Number Change Section
05/17/2005 11 New Procedure NA

3.0 Persons Affected

3.1 All employees authorized by their Department Head to request payment
to a vendor for goods and/or services received.

3.2 Finance Department staff including, Director of Finance and Revenue
Services, Assistant Finance Directors, Chief Management Analyst,
Accounting Supervisor/Budget Analyst, Chief Accounts Clerk and
Accounts Clerks Il.

3.3 Treasurer's Office staff and Cash Supervisor having check reconciliation
and cash account maintenance responsibilities.
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4.0 Policy

4.1 Requests for payment will be entered by Departments into the
Accounting system.

4.2 All invoices originating from a Purchase Order must have the Purchase
Order number shown on the invoice.

4.3 The date of the printed Purchase Order must precede the date of the
invoice.

4.4 Any invoice dated before a Purchase Order will be identified as an
“Inverted" payment.

4.5 An Inverted payment will need a memo attached stating the reason for
the date discrepancy.

4.6 Inverted invoices will only be processed after review by the Finance
Department, and approved by either the Director of Finance and
Revenue Services or his/her designee.

4.7 For invoices originating with a Purchase Order, invoice payments may
exceed the Purchase Order amount by 10% up to $1,000 as long as this
does not exceed the account balance. Any amounts exceeding the
variance will be subject to review by Finance and madification to the
Purchase Order via a change order request shall be processed by the
requesting Department.

4.8 Invoices will have the vendor invoice number entered into the
Description field in the Accounting system. This is a 12 character field.
No spaces or punctuation can be used. Failure to adhere to the following
policies will result in the return of the invoice to the requesting
department for correction.

4.8.1 If the vendor supplies an invoice number, that invoice number
must be recorded in the description field of the receiving
report.

4.8.2 If the vendor invoice is not numbered, the user will enter the
invoice date.

4.8.3 For Travel Reimbursements, the date of the travel will be used
as the invoice date.

4.9 Change Order requests for Purchase Orders must be requested
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4.10

411

412

through the Purchasing Department for processing.

At no time shall alcoholic beverages be charged to the City of
Middletown

There will be no manual checks unless there is an extreme
emergency.

Departments will print and sign the Batch report of the invoices
entered for payment and attach the following for submittal
to the Finance Department:

» QOriginal Invoice, signed by the Department Head or designee.

» Credit Invoice, if applicable.
= |nverted explanations

e Any Inverted payment request will require explanation
with signoff from the Department Head or designhee.
Discounts should be taken before entry with the net amount
entered into the Accounting system amount field.

4.13 The Finance Department will review the invoices submitted for the

414

415

following:

Amount entered for payment is equal to the invoice and does
not exceed variance.

Invoice number matches the vendor’s invoice

Remit address matches the vendor’s invoice.

Terms for the discount have met the vendor’s specified terms.
The vendor name is consistent with the payment request on
the vendor’s invoice.

The account line charged is to the correct fund, department
and object code.

Proper signatures are present for approval.

The date of the Purchase Order precedes the date of the
invoice.

Any invoice not meeting the criteria set forth above will be rejected

by the Finance Department and returned to the submitting
Department for necessary correction(s).

Any errors found after payment may be made through a journal
entry by the Finance Department. Any request for adjustments
must be requested by the Department Director and approved
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by the Director of Finance and Revenue Services or the Assistant
Finance Directors.

5.0 Definitions

5.1 Accounts Payable - A current liability representing the amount owed by
an individual or a business to a creditor for merchandise or services
purchased on open account or short-term credit.

5.2 Inverted Payment - a vendor invoice dated before the date on the

underlying Purchase Order.
5.3 Decentralized Requisitioning - each department or work site evaluates
its own needs and completes requisitions as needed.

6.0 Responsibilities

6.1 It is the responsibility of each department to enter requests for payments
and submit invoices to the Finance Department for payment of delivered
goods and services to a vendor as outlined in these policies and
procedures.

6.2 The Finance Department’s staff will review the invoices entered into the
Accounting system with the submitted invoices for compliance with the
policies and procedures outlined in this document.

6.3 After review of applicable invoices by the Finance Department staff, they
will be transmitted to the proper approving authority for approval for
payment, if needed.

6.4 Upon final review by the Finance Department vendor checks will be
printed.

6.5 The Finance Department staff will maintain Accounts Payable

documentation. The Cash Supervisor will review cash requirements and
the Treasurers Office will review the invoice and check for reconciliation.

6.6 The Cash Supervisor will process electronic transmission of payments.

7.0 Procurement and Payment Function

There are six activities involved in the procurement and payment function:

7.1 Needs identification/requisition
7.2 Purchasing
7.3 Receiving
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7.4 Invoice Processing
7.5 Accounts payable and accounting
7.6 Disbursements

7.1 Needs ldentification/Requisition: The procurement process

begins with the identification that some item or service is needed
which is not available through internal sources (surplus) and must
be purchased. Given the wide range of municipal services, the
wide variety of resource needs, and the organizational structure of
the City, a decentralized needs identification/requisition system is
used. If the item or service is available through an already
existing purchase approval, the department may order it directly.
This is the case with annual blanket orders (Purchase Orders)
which are approved by the Purchasing Department oh a
departmental basis. Departments may purchase items against
these blanket purchase orders up to the amount on the purchase
order. If the item is not available for direct purchase from a
blanket purchase order, a purchase order is required.

All departments should make a determined effort to eliminate
small repetitive orders.

7.2 Purchasing: All materials, equipment and services necessary for

the operation of City departments must be purchased through the
Purchasing Office. The authority to seek written or verbal
quotations on said materials, equipment or services; to issue
purchase orders covering those requirements; or to-alter or cancel
orders in any way rests solely with the Purchasing Office (see the
Purchasing Department Ordinance for rules and regulations).

Each department will enter purchase orders into the computer.
Items are entered as requisitions. Amounts entered will
immediately post to a pending field in the Finance account record
and update the balance. Subsequent requisitions, payments or
inquiries will then display accurate account balances. After
department head approval, records are transferred to Finance.
After final approval by Purchasing a PO is generated and sent to
the vendor.

Each requisition will contain two parts. General information such
as the vendor and account which is entered into a main record.
Then information on each individual item is entered into a detail
record. Every requisition will have one general information record
and can have any number of item detail records.

Because the accounting files are updated directly, the entry screen may
occasionally pause and display, waiting for record lock. This means that
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someone else is updating the same account record that you are trying to
access. If this happens, please wait and the screen should clear itself

momentarily.

7.3 Receiving: The department responsible for receiving the
goods or services should verify that all goods received are in
agreement with the terms of the purchase order. This includes
matching goods received to the purchase order with respect to
type of goods, price and quantity. Packing slips and suppotting
documentation should be retained.

7.4 Invoice Processing: A receiving report must accompany all
invoices processed for payment to the Finance Department.
Receiving Reports can be obtained through the bill paying screen
for those departments on-line. For those departments not on line
receiving reports can be obtained from the Purchasing
Department. The departments should make sure that the Finance
Department has the original copy of all invoices. When the
invoices are submitted to Finance make sure that the receiving
report is attached to the invoice, and the statement or any other
pertinent information. Staple all of the items together which are
to be kept as permanent record. If the department wishes to
submit something back to the vendor, paperclip it to the
permanent record. All information is to be filled in, including date
received, person who received the material, unit price checked,
proper account charged, purchase order number, description of
invoice and cost. Department heads should remember that, when
they sign a receiving slip they are, in effect, certifying that their
department received the material ordered and that unit price have
been checked and that the order is satisfactory.

All invoices submitted to Finance will be placed in their receiving basket
entitled, BILLS.

Each vendor’s invoice will be time stamped or each batch sheet will be
time stamped.

Finance Department staff who reviews invoices for payment shall initial
those invoices checked for extensions and footings for correctness. All
batches completed and reviewed for payment will be paid every
Wednesday.

7.5Accounts Payable and Accounting - In many systems, accounts
payable and accounting are two distinct activities. Accounts
payable activities include scheduling of payments and updating
the accounts payable records. Accounting refers to updating the
general ledger to account for the expenditure. Both of these

Finance Department Page 8 of 40 Revision Number: 1.1
Revision Date: 05/17/05




City of Middletown

Accounts Payable Manual

activities are incorporated into the City’s Computer System and
occur simultaneously with each transaction.

7.5.1 The computer system consolidates multiple payments to

the same vendor for the same date so only one check is
issued on that date. Accounts payable and vendor files are
automatically updated. The accounting activity takes place
simultaneously as expenditures are posted by Fund,
Department and Object of expenditure. Appropriation files
are updated to reduce the available budget balance.
Finally, the general ledger and all supporting subsidiary
files are also updated.

7.6 Disbursements

7.6.1 This activity includes the preparation, review, and signing of

7.6.2

7.6.3

7.6.4

7.6.5

8.0 Procedures

checks. The individual assigned in the Finance Department
will check each batch in total. Check total run. Print
checks and other commands. File reports. Reconcile
tapes to computer print-out. Bring checks to Treasurer’s

The Treasurer's Office Staff must separate check and
check copy. Process checks through the check signer.
Prepare checks for mailing. If a Vendor is picking up their
check they must sign for the check. Checks can not be
picked-up until after 3:00PM on Friday.

No vendor checks will be returned to a City Department
without approval of the Director or Asst. Directors of
Finance.

Employees may pick up their disbursement checks in the
Treasurer’s Office and all other checks shall be mailed.

Vendor invoices with supporting documentation and a copy
of the check must be placed in a voucher jacket and filed

numerically.

8.1 Department Procedures

8.1.1 This outlines the procedure for departments to enter bills into
the computer. The system will print receiving reports, and
transfer records to Finance for payment.

8.1.2 Invoices will be returned unprocessed to departments when no

purchase order is on file indicating a purchase approval has

Finance Department
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not been obtained, original invoice not sent, or the receiving
report was not filled out entirely.

All bill paying is controlled through the main entry screen. In
order to access the correct files, you must log in under your
own username.

Payments against PO’s will immediately post to a pending field
in the PO record and update the balance. Subsequent
payments or Inquires will then display accurate PO balances.
Payments made directly against accounts, ‘and PO
overpayments, will also post immediately to the account
balance.

Because the PO and accounting files are updated directly, the
entry screen may occasionally pause and display, waiting for
record lock. This means that someone else is updating the
same PO or account record that you are trying to access. If
this happens, please wait and the screen should clear itself
momentarily.

To call up this program - This program is accessed from the
ADMINS Main Menu. Double click the ADMINS icon, click the
button for Current FY (or Prior FY), then click the button labeled
Bill Paying. (If the ADMINS icon is not on the desktop, or if the
Bill Paying button is not in the menu then your user account
does not allow access to this program.)

To enter a Receiving Report - When an invoice is received,
enter payment information in a receiving report record. (Only
one PO#, account# and amount can be entered for each
receiving report. If a bill must be split between multiple PO’s
or accounts, separate records will have to be entered, each
with a unique receiving report number.)

Access the entry screen: From the Bill Paying Menu, click on
the Enter Bills button.

Insert a record for this receiving report: Select New_Rec# from
the top menu. The computer automatically assigns all
receiving report numbers. The next available number will be
assigned and a blank record will come up. If a record was
already entered for this invoice access it by entering the Rec#
or select Rec_Index to look for the record by vendor.

8.1.10Fill in the following information for this receipt:

Finance Department

e Date Received - Enter the date goods or services were
received.

e PO# - For payments against PO’s, enter the PO#
directly, or select PO_INDEX, then select the option to
look up PQO’s by either vendor name or account#. Enter
the vendor name or account#. Use the arrow keys to
move the cursor to the line with the correct PO#, then
select SELECT. This will return you to the main screen.
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The PO, vendor and account information will be filled in
automatically. For payments without PO’s, leave this
field bland and hit return to move on to the vendor field.

Vendor - If a PO# was entered, vendor information will
be filled in automatically. You will not be able to
change the vendor# but may change the name and
address. This change will be in effect for this payment
only. (Permanent name and address changes must be
made by Purchasing). If a PO# was not entered, enter a
vendor#, or select VENDORS to branch to a lookup
screen. Lookup the vendor by name and select SELECT.
If the vendor is not on file, leave the number blank and
fill in the name and address. Please check to make
sure that a vendor is not on file before entering the
name and address without a nhumber.

Account - If a PO# was entered, the account# will be
entered automatically. If a PO# was not entered, enter
an account#. Payments cannot be entered without a
valid account which contains sufficient funds.

Check stub description ~ This prints on the check stub
and on all Finance reports. This is limited to 20
characters.

Description - (optional) Enter up to six lines of
description such as; invoice numbers, quantities/item
breakdowns, parts numbers, etc. After payments have
been posted, this info-can be viewed in the ACC lookup

screens.

Payment - Enter the amount to be paid. PO’s can be
overpaid by 10% up to $1,000 as long as this does not
exceed the account balance. No payments will be
accepted that are greater than the balance on
accounts. For PO payments, the amount is immediately
posted to the pending and balance fields in the
permanent PO record. Any subsequent payments or
inquires on this PO will show the updated balance. For
non-PO payments and PO overpayments, the amount is
posted against the balance on the account. Once an
amout is entered, the PO# or acct# cannot be changed
and the record cannot be deleted. If this is necessary,
first remove the payment amount (enter a blank space
for Payment:) This will re-adjust the PO pending and
balance amounts. You will then be able to change the
PO or acct#, or delete this record.
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e Complete or partial payment - If this Is the final
payment to be made on this PO, enter C to close out the

PO.

If the PO is to remain open after this payment,

leave this field blank. (If a payment reduces the PO
balance to zero or less, the PO will be automatically
closed even if this is not marked ‘C’).

8.1.11 When approved for payment - Receiving Reports must be
signed by the department head. Approved payments must
then be flagged in the computer before they can be transferred
to Finance for payment

Finance Department

In the entry screen, look up the receiving report record for this

bill.

Next to, Approved for payment: enter Y to flaig this record.

811411

81.11.2

81.11.3

811414

81115

To process a batch of payments - When a group of
payments have been flagged, print a summary list
and transfer the records to Finance for payment.

Print a batch report for verification: From the main
Bill Paying menu, click Print Reports, then Flagged
for Payment. (This report can also be printed from
within the entry screen. From any record, select
PRINT, then select 2. List all records flagged for
payment). Check this list against the approved
receiving reports. This report will not indicate the
batch#, name and date. These will be assigned only
when the batch is transferred to Finance. If this is
not correct, make adjustments in the screen and re-
run this report.

Transfer payment batch to Finance: Please be sure
that above report is correct, and the laser printer is
turned on and loaded with paper before transferting
batches for payment. Select TRANSFER, this
assigns a batch number and transfer date, prints a
final copy of the summary list, and transfers the
computer records of these receiving reports to
Finance for payment.

Put the receiving reports with invoices and
documentation in the same order as the summatry.

Sign the summary and send the complete batch
with the summary and all documentation to
Finance.
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8.1.11.6 When submitting the receiving report, all packing
slips and support documentation should be stapled
to the document. These will be kept as a
permanent record. If the purchase order is
complete mark complete on the receiving report. If
the department needs to send a registration form,
statement or other materials to the vendor with
payment, these should be attached to the package
with a paper clip. Any special directions, such as
holding the check for the vendor to pick-up, should
be written clearly on the top of the receiving report.
The Finance Department will make every effort to
comply with these request within the guidelines of
accepted internal control practices.

8.1.11.7 Listed below are items which do not require
purchase orders.

e Books

e Periodicals

e Subscriptions

e Electricity CL&P and Yankee Gas

e Telephone SNET

e Gasoline
e Fuel Oil
e Dues

e Petty Cash

s Meetings

e Conferences
s Training

o Mileage

e Filing Fees

81.11.8 Advance Travel and Conferences - When a
department wants to send an individual to a
conference a request for advance funds should be
filled out in its entirety. Line 3 of the form should
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state who the check should be made payable to.
This form must be signed by the individual
requesting the advance, the Department Head and
the Mayor. This form should also be used for Hotel,
Air Fare, and meal advances.

If an individual spends more money than what was
advanced, upon return an expense report should be
submitted. This form should also be signed by the
Department Head and the Mayor.

8.1.11.10 Procedures for payment of contracts - When a

Department sends an invoice for payment for a
Contract, the above procedures should still be
followed. The only difference with contracts is that
the Department should make sure that all contract
requirements are adhered to prior to submitting
invoices for payment to the Finance Department.
The following items should be checked before
sending invoice(s) to the Finance Department.

e Unit Price

e Extensions

e Retainage

e Change Orders

e Payments received to date.

o Resident Engineering Backup

If TRANSFER was selected but you did not get a printout, first look in the
BILLS screen to see if the payments are still in there. If they are, select
TRANSFER again. If they are not, use the ACC pending payment screens to
look-up a payment in this batch to determine the batch#. Then, in the BILLS
screen, select PRINT, then hit 3 and enter the batch# to print a summary list.

8.1.13 Lookup access.

e Prior to transferring for payment. Records in the department entry
screens can be viewed only by the department that entered them.
However, PO records viewed in the Accounting Information System
(ACC) will reflect all pending payment amounts and will show
correct, up-to-the minute balances.

Finance Department
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e Pending payments. Payments that have been transferred to
Finance but have not yet been paid can be viewed in the ACC
screen. Click on the ACC Lookup button, then click on Accounts,
Expenditure Line Item put in the account number, then select
PENDING. This will list up to 6 pending payments per screen for
the vendor shown and will indicate the status of each payment.

e Posted payments. Once bills are paid and posted by Finance, they
can be looked up in the ACC system as payments to vendors or
payments against PO’s.

8.1.14 Description Text
Call up the text editor.

e To call up the text editor the cursor must be on a
description field, <TEXT> will appear in the bottom right
corner of the screen. On system terminals, hit PF4. On
PC’s with KEA hit the “-“ key on the keypad. The text
editing window will open up. From here you can enter
or change descriptive information.

¢ Moving around within the editor.

Movement System Terminal PC with KEA
Page-up Prev Screen Page Up
Page-down Next Screen Page Down
End-of-line 2 key on the|2 key on the
keypad keypad
Beginning-of-line F8 F8
Top-of-file PF1-T (Press PF1, | NumlLock -T
thenT)
End-of-file PF1-B Numb Lock - B
Top-of-screen PF1-Up Arrow Num Lock - Up
Arrow
Bottom-of-screen PF1-Down Arrow Num Lock- Down
Arrow

¢ Exiting the text editor.
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CTRL/Z Ctrl/z brings you to the command line
(COMMAND:). From here you can save any changes, or exit
without saving.

e Quit- If no changes have been made, this clears the
editing window from the screen. If, however, changes
have been made, and you have typed QUIT, you will get
a prompt like this: Buffer MAIN has changes Save, Edit
or Quit? This gives you a second chance to save any
changes made. Typically, QUIT is used to leave the
editor after looking at some information that you have
not changed. '

e Exit- Typing Exit at the command line saves any
changes made, and clears the editing window. Exit is
used to save new information that has been entered
into the text editor.

8.1.15 Departments not on line

¢ The information required is the same as above except
that the departments will manually fill out the receiving
reports and have the Director sign. The department
should put the invoices in Vendor order and submit
them to the Finance Department. Remember that
whatever is to be kept by the Finance Office for
permanent record should be stapled, if anything is to go
back to the Vendor, please paperclip it to the request
for payment.

8.2 Finance Department Procedures

All payments are received in Finance. Payments from on-line
departments are grouped in batches. Each batch includes a summary
list with the batch#, department name, date the batch was sent,
number of bills and total amount. Receiving reports, invoices and
documentation must be included and should be in the same order as
the summary. The summary rather than each receiving report is time
stamped. For departments that are not on-line, receiving reports are
time stamped, reviewed, signed and sent to Finance individually.

8.2.1 Review by Finance bill payers (on line departments)

8.2.1.1 Payments are received in Finance and distributed to
payers.

8.2.1.2 Batches from on-line departments must remain
intact.
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All payment review programs are controlled from a
main screen.

In order to access the correct files, you must log in
under your own username, then click on the
appropriate Fiscal Year, click on Finance, then click
on Bill Paying, and Review. Review calls up the
payment review screen. Your username is displayed
in the lower left corner. Please make sure that this is
correct.

Access to payment batches -~ When departments
transfer bills to Finance, they are placed in a holding
file. From the Accounting Screen select, Finance, Bill
Paying, Review, then Retrieve. Enter the batch#. The
department name, date, number of records, and total
will be displayed for verification. If this is correct,
enter Y and this batch will be moved into the review
screen. The review screen can hold more than one
batch at a time. This must be done for every batch
even if adjustments do not need to be made.

Adjustments - Lookup bills by receiving report
number. The following adjustments can be made:

e Vendor names and addresses - These can be
overridden for this payment only. This will not
change the address for this vendor in the
permanent file. Vendor numbers cannot be
changed on PO payments. For non-PO payments
the Vendor menu choice will allow vendor lookup
by nhame.

e Payments - Amounts can be changed and PO’s
can be overpaid by 10%, up to $1,000.
Departments cannot enter payments that exceed
account balances. If a Finance payer enters a
payment greater than the account balance, a
message will print. Enter Y to accept
overpayment. Changes to amounts will
immediately update PO pending and balance
figures. For all changes made, adjust the
receiving report, the summary list and the totals.
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¢ Rejections - Bills can be rejected and sent back
to departments. Enter x in the appropriate box.
The payment amount will be zeroed out and the
PO pending amount adjusted. A form should
accompany the returned bill explaining the
reason for rejection. Adjust the summary list and
totals.

8.2.1.7 \Verification - If changes are made, select Display
from the menu to display the batch totals on screen.
If this is not correct, lookup payments individually,
compare with the summary Ilist and make
corrections. When this is correct, the batch can be
transferred for payment.

8.2.1.8 Transfer for payment

¢ Bills are transferred for payment one batch at a
time. When a batch is checked and verified,
select TRANSFER from the menu and enter the
batch#. The totals will again display on screen.
If this is correct, enter Y and this batch will be
transferred to the payment file.

e Make sure the documentation is in the same
order as the summary list and give to the Chief
Accounts Clerk.

Review and entry (Departments not on-line) - Payments from
departments that are not on-line must be entered into the
computer by the payers. Payers can organize these in any way
they see fit (by department, by date entered, by number of bills,
etc.). When a complete batch is entered and verified, it will be
transferred for payment. At that time a batch number will be
assigned and a summary report printed. Only one batch at-a
time can be processed in the entry screen. In order to access
the correct files you must log in under your own username.
Select the proper year, then go into Finance, Bill Paying then
Enter.

e Enter - This calls up the payment entry screen. Your
username is displayed in the lower left corner. Please
make sure that this is correct.

8.2.2.1 Insert a record for each payment

Page 18 0f 40 Revision Number: 1.1
Revision Date: 05/17/05




City of Middletown

Finance Department

8222

Accounts Payable Manual

e All payments must be entered into the computer
with a unique receiving report number.
Payments cannot be entered without a number
and two payments cannot have the same
number.

e For bills with receiving reports, use the number
in the top right corner of the form. Enter this
number, then enter | to insert.

e For bills without receiving reports, select
NEW_REC# from the menu. A blank record will
come up with the next available number. For
future reference, write this nhumber in the top
right corner of the bill documentation expense
report, bill head, etc.)

e Only one PO#, account# and amount can be
entered for each payment. If a bill must be split
between multiple PO’s or accounts, separate
records will have to be entered, each with a
unique receiving report number.

Fill in the information for this payment

e PO# - For payments against PO’s, enter the PO#;
or select PO_INDEX, then select the option to
lookup by either vendor or account. Enter the
vendor hame or account#, and with the cursor
on the line with the correct PO#, selec
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Name: {audrec

Status: Available
Number: 92

Report Tills

VH Properties l

lInvoice Entiy Batch Reporf

Options

[] Print to File i

Copies' -

__] v: l"‘—ﬂj

[[] Cument Only

/0K )X Concel | Disiey [ LocalPint ]
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Follow the standard print commands for your PC.

— Printer

Name: Properties...

Status:
Type: HP LaserJet 4200 PCL 6
Where: LPTT:

Commerit; I™ Print to file

~ Print rahge ~ Copieg

i« Al MNumber of copies:

O Pagss §‘f=i:§‘a‘lii [ A
A ¥ Colete
f—’ S ataniion

I , oK I Cancel |

This will print out a Proof Report listing the invoices entered, a Summatry List
of the accounts to which the invoices were charged and the journal entry that
the system will make for you. MUNIS will make the following general ledger
entries with the Source Code of API:

Debit expense account  Debit Expenditure Control

Debit Reserve for Encumbrances

Credit accounts payable Credit Encumbrance Control

The last dialog box that will display will be the following:
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.2 Mo errors detected,
;/ Post invoices?

Do not answer this dialog box until the print out has been verified.
Answering YES will post the invoice journal to the General Ledger and the
message Journal(s) Updated will be displayed at the bottom of the screen.
Choose NO to not post the invoices at this time.

8.3 Rejecting Invoices

If the invoices submitted by a department do not meet the criteria of Policies
4.10-4.11, the Finance Department will reject the Batch in MUNIS Workflow
and will return the package to the originating department along with an
electronic note in Workflow that lists the reason(s) for the return and the
necessary steps to correct. Upon rejection, MUNIS will change the status of
the included Invoices to “H” for hold and the system will withhold them from

the Warrant Process.

The Invoice Status may also be changed manually. To change the status of
an invoice manually, enter the applicable Batch and choose Resume from

the Side Menu on the Batch screen.

Find the invoice by choosing the FIND tool button and entering the vendor
number in the vendor field and the invoice number in the invoice field.
Choose the OK tool button to begin the search. The invoice will display on

screen.

Choose the UPDATE tool button and in the status field change the status
from ‘A’ Approve to ‘H’ for Held. The invoice will remain in the held status
until the invoice is returned corrected by the department. At that time the
Finance Department will change the status from ‘H’ Held to ‘A’ approved.

8.4 Warrant Processing
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8.4.14Run Warrant List for Proofing and for any approvals, if
necessary.

Each Invoice Batch received by the Finance Department is posted
individually. To tie all of the Batches together the program Vendor
Warrant List will be used. This program will assign and print a list of
posted Invoices for a check run. This report lists Invoices by vendor
and prints total amount paid to the vendor and total amount posted
to each cash account. This report also lists any prepaid invoices, such
as wire transfers and manual checks under the heading Prepaid
Invoices. Prepaid invoices are those invoices which will affect the cash
balance, but will not produce a printed vendor check. These invoices
are for wire transfers and manual checks printed outside of the
MUNIS system. Before printing, the invoices to be prepaid will be
submitted by departments as a package in alphabetical order with a
calculator tape total attached. This will allow for ease of proofing to

the printed report.

Enter the program Select Iltems To Be Paid, the following screen will
appear:

Fle £ Took Heb

PR R T
s G %

Dus date
Discount date th

Cash account

Choose the DEFINE tool button and enter the following information:

FIELD DESCRIPTION
Warrant Enter the Warrant nhumber to use for this check
run. The Warrant number will be the date of the
check run.
Finance Department Page 23 of 40 Revision Number: 1.1
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This field commands the system to pull any
approved Invoices into the Warrant being
defined here. Any Invoices which have the
Warrant number defined above, will also be
pulled in. The procedure for operating
departments in Ingham County is to leave the
Warrant Number field blank in Invoice Entry, so
always indicate Yes by checking the box.

Enter the due date that will be used to bring all
eligible Invoices. This program will bring in all
Invoices that have been posted to the General
Ledger and have a due date equal to or less than
the date entered here.

This field functions the same as the due date.
This program will bring in all Invoices that have
been posted to the General Ledger and have a
discount date equal to or less than the date
entered here.

Answering Yes runs the Warrant in preliminary
form, i.e. as a proof report. This report looks like
the final Warrant report but does not assign
Warrant numbers and does not prepare the open
Invoices for printing. Note: The Final Warrant
report does not assigh Warrant numbers either.
It is suggested that you run the Warrant once as
preliminary to use as a proof and when you are
ready, run a final version answering no (that this
is not a Preliminary report) by not placing a
check mark in the box.

The default cash account should appear here. If
this space is blank or has the incorrect cash
account, call the Finance Department.

There are two versions, 1-Full and 2-condensed.
Ingham County will always use option 1 when
printing the Final version as this report sorts in
check order sequence and is used as an official
sign off for authorization to approve payment of
the listed invoices. Run the Final version of this
list prior to running the Automated Checks
program (printing checks).
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To which Fiscal Year is this Warrant to -post?
Check Current Year or Next Year, as appropriate.

Yes prints the cash account balance at the end
of detail invoice list. No will suppress printing
the cash account balance.

The Certification Page is a default, user-defined
signature page that prints at the end of the Final
Warrant report. It will be worded by Ingham
County to conform to the requirements of the
Board for Board Bills Warrants, as described in
Policies 4.13 and 4.14, above. Answer Yes to
print the Certification Page for Board Bills.
Answer No for Regular Bill runs (Ingham County
does not require a signature page for Regular
Bill runs).

The Warrant program should be run as a Final version before AP

Checks are printed.

Invoices that appear on the Warrant report will become checks.
Before running the Final version, proof the report against the hard
copy invoices and match the calculator totals to the grand total of the

Warrant.

If the Warrant report shows invoices that should not be paid, choose
the SELECT tool button and the following screen will appear:
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Muris Applice = |

= <> Favor

Date  06/13/2004 1 invoices Amount. 58.00

Include?
v SMITH, BILL 5

<

r
RIS I B Iy B BN TS B B SIS S I S |

Type, or click on the corresponding line number of the Invoice to
remove from the Warrant. MUNIS will blank out the Warrant column
so that the Invoice is not included on the Warrant report. You would
then use the MUNIS Invoice Maintenance program, as defined in
procedure 7.8.3, to assign a new Warrant Number or make any
necessary changes & rerun.

The Final Warrant report is run when the invoices prove to the report
and is submitted to the proper approving authority, where necessary.

8.4.15 Print Accounts Payable Checks

Upon approval by the proper approving authority where necessaty, a
resolution number will be assigned. This resolution number will be
attached to the Warrant Report for recordkeeping.

To print checks, enter the program Automated Checks, the following
screen will appear:
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The Vendor check program will print the total of all open Invoices in
the Warrant, with three exceptions: 1. If there are multiple remittance
addresses in the Warrant for any vendor; 2.
vendor exceed 20; 3. If the invoice is coded to print on a separate

check. Please note: Vendors with zero invoices or credits will not

meAppicL‘_I [ AUTOMATED CHEEXS = Implementation Test
Rtililks
$~$§?Favod' fle Edt Tools pep
&-Financials || N e — o 0
in?;uﬁ: A ER BRI @ A
-B.Bu |];-Action——
0P oo
SV | [ VR ][O ] cah
BA
T - Checkdate  [0B1072004 A
Afgn ’
- Checks-—y
Benn l cE
ManualS"ngle‘ @ Fad ‘
Soit Method , Fastcheck numter | 10006568
Check format {A - MUNIS STANDARD - STUB FIRST ~]
¢ Laserformat | ~]
Mumber of iwvoices |
Mumber of checks l
Number of prenotes {___— ‘
[ Amount of checks ,
L] 13 i

If invoices to a given

receive a check - Warrant field will automatically blank out this field.

Choose the PRINT-OPTIONS tool button and enter the following

information.

FIELD
Cash Account
Warrant

Check Date

First Check Number

Finance Department
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DESCRIPTION
Enter the appropriate cash account.

Enter Warrant number.

Enter the date of the check (this date will print
on the check)

MUNIS automatically keeps track of the check
number sequence in this field. The number of
the last check in the previous Warrant will be
maintained by MUNIS in a holding table and the
system will advance that number by 1 and enter
it here in anticipation of the next Warrant.
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Accept the default Check Number. Any
uncertainty about the validity of the First Check
Number must be resolved before running checks
for that Warrant.

You cannot visit this field. This format defaults
from the AP Parameter table and represents the
check printing format chosen to be run.

MUNIS will print up to 20 Invoices per check. If a
vendor is to receive payment covering greater
than 20 Invoices in a given Warrant, MUNIS will
issue a second check (et. seq.) for any remaining
Invoices for that vendor.

Choose the OK tool button and MUNIS will display the total number of
Invoices, checks and the total amount of all checks at the bottom of

the screen.

Warrant report.

This amount should match the amount on the Final

When ready to print load the printer with the check stock and place
the signature chip into the same printer. Choose the Print tool button
from the Automated Check program to begin printing the checks, the
following dialog box will appear:

Finance Department

Prirter

f .
Mame: | audrec vi| Piopeties ]

Status:  Avallable
Number: 92

Report Titls

{CHECK PRINTING }

Options Copies

[] Print ta File Wwyw} : 1 E]

(] Cunent Orly
[y‘ oK ] [x Cancel } [& Dizplay J [ Local Print J
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Under the field Printer Name enter the name of the AP Check printer.
It is important that only this printer name be used for printing checks.
This printer invokes the software which will create the check form and
sighature on the check. Choose the OK tool button to begin printing.

If the starting check number has already been used, an etror
message will appear. To change this starting check number, choose
the CHANGE-CHECK tool button. This will place the cursor in the First
Check Number field. Make the check number adjustment, choose the
OK tool button to save and proceed with the printing process.

Checks without attachments will print first, followed by vendors who
require remittances. These will need the invoice remittance copy
attached to the check and mailed. All other checks may be sent
through the folder and sealer and then mailed.

8.4.16 Cash Disbursement Journal

This is a very important and mandatory program as it prints a list of
all checks processed through Accounts Payable and creates a Journal
Entry both to the cash and accounts payable accounts for the total
check run.

Please note: This program cannot be run if the following programs
are running: Invoice Proof, AP Warrant, Automated Checks, or
another Cash Disbursement Journal.

To run this program enter the Cash Disbursements Program, the
following screen will appear:
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Program Menu
&1-System

43-...Favartes

= Financials

-4 Genaral Ledger Menu

#-8. Budget Menu

*-C. Puichasing Menu

=-D. Accounts Payable Menu

S-A Auxiiary Programs

B, Invoice Pracassing Menu
€. Cash Disbursements Menu
LA Select ltems To Be Paid
~-B. Automated Checks

- C. EFT Register/Media
--D. Void Checks i
|-F, Cash Disbursements Joumal - [
- G. Check Reconciiation

twH. Cash Requirements Report
1. Paid Inveices Report

i—J. Impoit ASCH Checks

i— K Export ASCIt Checks
{-L_AP Purge Checks

#-M, Site Specific Menu

-D. Vendor Maint/Repotts Menu
#-F. Invoice Inquiy/Reports Menu
g— G. A/P Workfllow Admin

F+-F. Inveniory Menu

- G. Treasury Management Menu

3+-H. Fixed Assets Menu

—|. G/L Account Inquity

3} Payroll/Personnel

Cach account ) ] et .} Cesh

Wattark

Checks dated through  |06/13/2004 A:?}

¥ Include algnments/checks withott Wattants

~Journal Entry Data

GL Effective dats {06:19/2004 i{t;}

Yeaitpetiod o0 [ 3 sep
Reference l_—_-

Choose the REPORT-OPTIONS tool button and enter the

information:
FIELD
Cash Acct

Warrant

Checks Dated through

YEAR/PERIOD

Finance Department

#+Revenue/Biing
- Other ™ Pimtinvoice GL accounts
~Dept & Oig/Gbact
#-Admin Print
CF@HeIp € Pl dccount
T~ Puntinvoice detail dascription
4 ] I ]

following

DESCRIPTION
The applicable cash account.

Enter the Warrant Number that was assigned
during the Warrant Select Print. More than one
Warrant at a time can be processed by using the
field below.

Checks dated before or up to the date entered
here will be selected (very useful when posting
several Warrants).

Enter the year and period the journal should be
posted. Please note that this posting is to the
cash account, as cash is always current. The
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Year and Period should always be the Current
Year and Period.

Enter the posting date - the current date. This is
date that the posting took place, nothing more.

Note or reference information entered here will
be viewed on the journal entry under the field
Reference 4. This reference should be the
Warrant Number.

Ingham County will always answer Yes in this
field as it will print the individual Invoice GL
Accounts on the report.

Ingham County will always answer O for the Org
Code and the Object Code to print on the repott.

Choose the OK tool button. At this point you may choose the tool button
BROWSE to allow you to look at the checks included before printing. The list

will appear as shown below:

[£]CASH DISBURSEMENTS JOURNAL < MUNIS 2003 Anrwial Uses Tand

$-A General Ledger Menu

4+ B, Budget Menu
41-C. Purchasing Menu
<D, Accounts Papable Menu
#5-A Audiary Programs
%B. invaice Pracessing Menu
3-C. Cash Disbursements Menu
T 1A Selectliems To Be Pad
: ~B. Automated Checks
i C. EFT Register/Media
D, Void Checks
|-, Cash Disbursements Jounal
|- G. Check Reconciliation
—~ H. Cash Requitements Hepoit
1. Paid Invoices Repor

~J. Impoit ASCH Checks

-K. Export ASCI| Checks
L. AP Puge Checks
M. Site Specific Menu
D. Vendor Maint/Reports Menu
. Invoice Inquity/Reports Menu
6. A/P Workflow Admin
4+F. Inventory Menu
-G, Treasury Management Menu
3-H. Fixed Assets Menu
'~ . G/L Account Inquiry
# PayoliPersonnel
- Revenue/Bifing
3= Other
f—Depl
- Admin

g—@ Help

| {

s Advantage Papet i aiiy
1000002 PRTD 93

0116100 BOISE CASCADE
01 - 10100 1000003 PRTD 1 ABC Supply Co 65.00
0110160 1000012 PRTD 1 ABC Supply Co 200.00
01 -10100 1000013 PRTD 83 BOISE CASCADE 12000
01-10100 1000016 PRTD 100 STAPLES INC. 240.00
0110100 1000013 PRTD 99 BOISE CASCADE 100.00
0t 10100 1000020 PRTD 73 Advantage Papat 5,600.00
01 - 10180 1000021 PRTD 1 ABC Supply Ca 200.00
a1-10180 1000047 PRTD 1 #BC Supgly Co 2,000.00
a1 - 10100 1000053 PRTD 40003 Corposate Express 4900
01106160 1000060 PRTD 40001 Office Max 363.00
01-10100 1000061 PRTD 40002 Staples 325.00
~Search/FRef mamm. e ~Recotd -
o - «] G y |/ ;
#| v gl ! A s 2 ) L
d ] 2

Finance Department
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Choose OUTPUT-POST too!l button to print and proof the Disbursement
Journal. The following dialog box will appear:

Frirter

Name: | audrec ,V5| Froperties l

Status:  Available
Number; 92

Report Title
ICASH DISEURSEMENT JOUNRAL {

Dpticrs Copisa

[] PinttoFile | (e

[[] Current Orly

[;/ le ”x Cancel ][& Display ” Local Print ] N

Follow the standard print commands for your PC.
The following printer properties dialog box will appear:

- Printer

Hame:

Properties... 1

Status:  Ready
Type: HF LaserJet 4200 PCL &
Where:  LPTT:

Carnment; [T Print to file
- Print range ¢+ Copies
Al . Numberof gopies: |1 =

I oK I Cancel
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Choose the OK tool button and the Disbursement Journal will print. You will
receive two dialog boxes. The first will ask for a Cash Flow Reference Code,
as shown below:

CasthNreleremecc;de] |

This option updates the Treasurer’'s cash module with the Check Run
amounts. Each Accounts Payable Warrant will have a Cash Flow Reference
Code. Enter the Cash Flow Code and press the Enter key. The following
dialog box will appear:

? ') Do vau wish to post this Dishursements Journal?

Always proof the print out first before posting. If errors are detected, the
printout will place asterisks next to the transaction in error. Correct any
errors. At this point, errors found may require voiding and reissuing a check
in MUNIS, and reprinting the check. When posted, the following journal entry
will be created under the source code APP:

Credit cash account

Debit accounts payable

8.5 Filing Warrant
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The Warrant Report will be filed by Warrant Number with the proper
approving authority and resolution attached, where necessary. Each Invoice
within the Warrant will be filed by Vendor and Invoice Number.

8.6 Voiding Checks

8.6.14 Void Check

This program is used to void individual Accounts Payable vendor
checks. In addition to voiding the check, the program will reopen the
AP invoice(s) that was paid by the check. In so doing, the system
changes the status of the invoice(s) from Paid to Approved. Voided
checks will display the original check amount.

To void a check enter the program Void Checks and the following
screen will appear:

%—S?slem Fda Edt Jools Heb
#,..Favarites

- Financials VR i a - el
Hlmnie e ] oo
3+-C. Purchasing Mens Check mumber

2-D. Accounts Payable Menu Veid Date

A Auxiliaty Programs pL !
25-B. Invaice Processing Menu ] Watrark

£+ C, Cash Disbursemenits Menu Typs
—A Select ltems To Be Paid
—B. Automated Checks

i~ C. EFT Register/Media

—D. Vsid Checks

—F. Cash Disbursements Jownal
—G. Check Reconciliation

—H. Cash Requirements Repoit _Vendor

~1. Paid Invoices Repoit H
~J. Impor ASCIl Checks ] !
!
]
J
r

Amount

- K. Export ASCIF Checks

- L. AP Purge Checks

#-M. Site Specific Menu

£-0. Vendor Maint/Reports Menu
. Invoice Inquiry/Reports Menu
-G, A/P Woikllow Adrmin

F-F. Inventory Menu

31-G. Treasury Management Menu
3-H. Fived Assets Menu

. GAL Account Inquity

i Papoll/Personnet
: ’ i lnvoice(s]i

|
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Choose the DEFINE tool button and enter the following information:

FIELD DESCRIPTION
Cash Account Always enter cash account
Check Number Enter the Check Number of the check to void.

Choose the OK tool button and the check information will display on
the bottom of the screen listing the Date, Warrant, Type, Amount, and
the Vendor.

Choose the Void tool button. A message will appear: Are you sure
you want to void this check? Continue (Y/N).

Answer “Y"es to void or “N”o not to void. When choosing Yes the
message Check Voided will appear at the bottom of the screen.

At this point the check is voided, however the cash account will not
reflect this void until the cash disbursement journal is run.

8.6.15 Cash Disbursement Journal - Voided Check

Run the Cash Disbursement Journal for the Warrant of the voided
check to update the cash account as described in procedure 7.5.3.
Once the Cash Disbursement Journal is run, the invoice will need to be
either deleted or corrected through Invoice Maintenance.

8.6.16 Invoice Maintenance

This program provides access to maintain invoices that have been
entered and posted. These invoices may be unpaid (check has not
been printed) or paid (check has been printed).

Changes that can be made when an Invoice is unpaid:

PO Number, Voucher Number, Invoice Date, Due Date, Warrant
Number, Dept/Loc, Status, Separate Check Status, Comment,
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Description, Amounts, Discount, Org, Object, Project, 1099, Asset
Status, PO lines can be added or deleted.

Changes that can be made when an Invoice is paid:

PO Number, Voucher Number, Dept/Loc, Comments, Description, Org,

Obj, Project.

Changes that CAN NOT be made in Invoice Maintenance:

Vendor Number, Terms, Year/Period, Invoice Number, Invoice Type.

To make corrections, choose the DEFINE tool button in the program
Invoice Maintenance. Because this program will create a journal
entry if amounts or accounts are modified or the invoice deleted, the
following fields are required before any corrections can be made:

FIELD

EFFECTIVE DATE

YEAR/PERIOD

JOURNAL DESCRIPTION

VENDOR NUMBER

INVOICE NUMBER

DESCRIPTION

Enter the entry date.

Enter the Year and Period in which you want the
changed Invoice posted.

Enter a brief journal description (this is required).

Enter the vendor number of the invoice you wish
to change. There is no help here. MUNIS wants
to make sure you KNOW in advance exactly what
you are changing.

Enter the invoice number. NOTE you can only
change or delete one Invoice at a time.

Choose the OK tool button and the following screen will display for the

invoice:
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MUNIS 2003 Annoattiser Eonfe

[£]PURCHASE ORDER INQUIRY =

I3

Program Menu
- System
... Favoiites
=-Financials

E RS
i~A General Ledger Menu
3-8, Budget Menu

- C. Puchasing Menu 1 Remd | 0] tnvoice  |10001

@A Auxfiary Programs

{l“;.—B. Purchase Ordei Processing Menu CancelMant !ﬁ‘a\pply Co - Year/per | 2000 r—{
&=+C. PO Inquiry and Reparts Menu Temns ] 5.000% 10 days, net 30 Type |—1- Invaice
|-A. Standard PO Repoits "

B Vendor Inquity/Reposts Man ! Cemment |
C. Purchase Ordets by GL Accon
D). Purchase Ordet Inquay

'—F. Puchase Order Asset Export 7 T

. Bid Management Cash acct IU\ ] ]10100 ] Gross amt 5531 e

£-F. Contract Management . PO 2000000 Discable amt ! 0 R

. Purchasing Workflow Admin . N ! .

2-D. Accounts Payable Menu Voucher 110003 - Dise percent I L
Auxiiary Programs inv date 07/20/1833 ,;z;l

£-B. Invoice Pracessing Menu . - .
T Disc dat A Az R
A, Invoice Entry/Proof ! ° -

~B. Invoice Approvals Dua date 07/20/1339 137 e
-C. Invoice Maintenance Netamort | B - - :
—D. Recuning Invoice Maintenar S
~F. lmpmuz?cll Invoices i Warrank 7293 Check no . l — BIEE

. Expot ASCH Invoices Deplloc  [1315-1315 ] Check date 577227199

--H. Youcher Print ~ )

1. Impott Inveices/Liquidate POs i Status Pad d I~ Separate check

—J, Purge Paid AP Invaices _ Desc iﬂlhce Supplas f includs documentaton -

K. Purchase Card lmpont

£+ C Cash Disbursements Menu

i~ A Select ltems To Be Paid

- B. Automated Checks

[-C. EFT Register/Media

- D, Void Checks

i F. Cash Disbursements Jownal
~G. Check Reconciliation

i~ H. Cash Requirements Repoit
-1, Paid Inveices Report

—J. Impoit ASCH Checks

i--K_ Export ASCH Checks

L. AP Puige Checks .rv_l 1 .
K1 i S— DY ] J—'

Choose UPDATE tool button and make changes as necessary.
Choose the OK tool button to save the changes made.

Choose the INV-DETL tool button to make changes to the account
distribution, you will be brought to the following screen:
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1013520 2 B0 T o

Toial.t\mou\tl 50.00

Travel « 001 -52090 -1135 -0000-000-0-2-
Avalable Budgst 339.001.28

Choose the UPDATE tool button make changes. Choose the OK tool
button to save the changes made.

Choose 1Scr from the Side Menu or choose Exit to return to the first
screen.

Choose EXIT from the screen.

Please Note: There is no OUTPUT-POST, the Exit function will
automatically post your changes and print the changes made. To exit
Invoice Maintenance without posting your changes, choose CANCEL
from the MUNIS toobar. This option will allow you to safely leave
Invoice Maintenance without posting any changes.

8.6.16.1 Deleting Invoices

Deleting an Invoice will remove the Invoice from the database
completely. The Invoice amount that was liquidated from the
Purchase Order will be returned to the Purchase Order.

To Delete an Invoice choose the DEL tool button. A message
will display in the center of the screen and ask you if you wish
to proceed, as shown below:
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Answer Yes to delete the invoice. Answer NO and the Invoice
will not be deleted.
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APPENDIX A

DEPT:

The attached invoice is being returned due to the following:
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