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	Paying Invoices - Standard



POLICY: 

Issued:


PURPOSE:

DEFINITIONS:
POLICY GUIDELINES:
A. The Financial Assistants receive invoices from Vendor, although in some cases the Project Manager may receive them directly.  The Project Manager will forward to the Financial Assistant when they receive an invoice.  

B. The Financial Assistant ensures the invoice has a HUB Subcontracting Progress form attached, scans into P-drive and emailed to Project Manager for approval.  If an invoice is received without the HUB Subcontracting form, the FA will inform the Project Manager who will reject the invoice via the Invoice Return Process.
C. Project Manager reviews and approves or rejects the invoice via email to the PO Invoice mailbox.  
D. The FA, upon invoice approval, will create the payment voucher by:
a. Logging into PeopleSoft and selecting  Accounts Payable-Vouchers-Entry-Regular entry.
b. Click on Add a New Value, in Vendor ID tab copy and paste vendor id from PO Status Report and click Add.
c. Enter invoice Details, Dates, Amount and Contract Number.

d. On Invoice Lines, enter SpeedType and change the Dist. by field to AMT, and make sure amount matches invoice.

e. Use Payment tab to change money type, State or Local. Click Save to get Voucher number. 

f. Run Budget check by clicking the Budget Icon and enter Comments in Comments tab reflecting what the invoice is for and Save.

g. Click on Documents tab and Add a Document. A copy of the contract (if first payment), a copy of the invoice and a copy of the approval should be attached.

h. Send Voucher for approval through Approval Tab. Select approval route and change action to Approve and Save.

i. Click on Notify and send to Supervisor for approval, if it is denied the email notification will be sent to creator of voucher.

E. The FA will forward the approval email to PO Invoices mailbox changing subject line to show Voucher number.

F. The FA will file a copy of invoice and email approval PDF in the designated contract folder in E-Cabinet.
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