Basic Invoice Processing

1. Receive email from Planner with link to Invoice
a. Open and save to my PO folder
2. If the PO was not provided – go to “inside okc”
a. Hover mouse cursor over the Finance tab in the header row
b. Select Purchase Orders> new page appears
c. Select Purchase Orders-July1, 2019-Current
d. Purchase Orders page opens
e. Hover mouse over Vendor Name or Requestor and select the drop-down arrow>select Filter Choices>click on All in Vendor Name and a drop-down menu appears
f. Enter the first letter of Vendor Name to skip to the Vendor Name and click
g. A list of recent PO’s for that Vendor will appear> identify the PO you need and select it or the Requestor Name- if known. Select the appropriate PO, and save to my folder
h. Ensure the address on the PO matches the address on the Invoice, and on the CDRP spreadsheet (if it’s an CPUD/PDI PO)
3. Go to inside.okc>select Peoplesoft Financials from the left side menu and sign in
a. On right side of toolbar, click the “navigation icon” (it looks like a diamond) and select “Classic Home View” from the drop-down menu
4. Select Purchasing from the menu>select Purchase Orders>select Review Purchase Order Information>select Purchase Orders (top left of menu)
a. Search Criteria box opens>enter the Purchase Order number without the zeroes (select “contains”)>select Search
b. Search Results appear at the bottom of page
c. Select the Purchase Order
d. Purchase Order Inquiry opens>check the Encumbrance Balance to determine there are enough funds available to pay the invoice
e. If the Encumbrance Balance is too low to pay the invoice -STOP – alert Aubree!
f. If the Encumbrance Balance is high enough to pay the invoice continue processing
i. Inform Aubree if paying the invoice will leave the Encumbrance Balance extremely low ($200 or less) and that the Purchase Order needs closing out
5. Return to ‘inside.okc’> select People Soft Financials from the left side menu and sign in
6. Select Receivers
a. Insert the Business Unit = OCITY> select ADD> new screen appears
b. [bookmark: _GoBack]Insert the PO number without the zeroes into the “ID” box under ‘PO Unit”>select the magnifier icon, click the down arrow next to Order ID and choose “contains”>click Look Up
c. New box appears>select the Purchase Order from the Order ID box> it will populate the ID box from step c above >delete the data in the Ship To box
d. Select Search>Retrieved Rows appears>check the Sel box and check OK> Delete the “Receipt Qty” that was pre-populated
e.  Enter the Invoice total into Receipt Qty> 
i. >select Optional Input
ii. Insert the Invoice Number> select SAVE> the Receiving box appears
iii. WRITE DOWN THE RECEIPT ID#
7. Select the PO to merge with Invoice(s)
a. Open the PO and the Invoice that was saved in step 1a (if you have adobe installed the file(s) will open in the adobe acrobat reader
b. In the Adobe Acrobat reader, select the grey > on the left side of the page and click the double page image
c. Click on the first page to highlight that page>right click and select “Insert Pages from file” from the drop-down menu
d. Locate the saved PO from step 1a>click Open> choose “before or after”> documents are now merged
e. Select “Edit PDF” from menu on the right side of page>the Format box opens>select Add Text from the toolbar 
f. Insert a Text box in the open space at the bottom of the PO>type in the Receipt ID number from step 6e.iii>enter today’s date>enter your initials>
8. Check the documents for accuracy>Save document to appropriate folders:
a. For Art Districts projects-save the combined PO and Invoice to: Network>ci.okc>Planning>2019-2020 Purchase Orders
i. If a BID/District item; Update the excel spreadsheet to reflect the change to the remaining balance of the district’s PO – go here; \\ci.okc\OKC\Planning\Economic Development Division\Kim\CDRP\1. Program Management\2. Program Status and Management\6. CDRP_Invoices_Status.xlsx -enter the Invoice total into the proper month<date on invoice>under the proper District row
ii. Ensure the math works!
b. For other Art and special assignment projects -save to: Network>ci.okc>Planning>2019-2020 Purchase Orders
c. Save a copy in your personal documents folder
9. Email the merged PO file as an attachment to Accounts-Payable -Sample Message: Hello. The attached invoice is ready for processing. Please contact me should you have any questions. Thank you.
10. Email the Planner that the PO/Invoice was received from that it has been entered for processing
a. Copy Bree on the email
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