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Introduction

This manual was created to provide faculty and staff with a reference to complete all necessary tasks
required by the Accounts Payable office. This manual will focus on end users utilizing AP Director Invoicing
solution added into Eagle’s Purch. Faculty and staff will also learn about the payables process and how
using the invoicing solution as intended can increase the efficiency of payments, improve
interdepartmental communications, and provide access to payment related inquiries.

As we pursue fiscal accountability, we are imploring all departments and vendors alike to forward all
invoices with current purchase order number to accountspayable@nccu.edu for payment. For invoices
that do not have an established PO, please put in an electronic check request in Eagles Purch for payment
processing.

We request that departments not ‘hold’ invoices as they try to determine funding. It is imperative that we
have the invoices in Accounts Payable so that Administration and Finance can assist with a solution and
payment to vendors.



Vendor Invoices

An invoice that is ready for processing will include the following information and format:

e Vendor Name

e Remit Address

e Purchase Order Number (must be on invoice itself)

¢ Invoice Number

e Invoice Date

e Description of goods or services

e Total

e PDF file format

e Temporary Labor must have invoice and timesheets.

Types of documents that are Not accepted for payment.

e Pro-Forma Invoice
e Quotes

e Interim Invoice

e Statements

e Proposals

How to submit Invoices & Credit Memos

1. Email—Vendors can email directly to accountspayable@nccu.edu.
a. Departments can be cc’d.
b. One invoice per attachment. Invoice upload data limit is 15MB.
c. Credit Memos must be submitted via email to accountspayable@nccu.edu.

2. Supplier Portal—Vendors can sign up for access to the supplier portal to submit invoices directly into
Eagle’s Purch.
a. For additional details contact a member of the Accounts Payable Staff.
b. Credit memos cannot be processed in the Supplier Portal and must be submitted by email to
accountspayable@nccu.edu.

3. Important Information -It is the responsibility of the department, or the requestor individually, to
maintain purchase orders and communicate changes to the vendor to ensure invoices have the correct
purchase order listed.

a. Invoices received with the incorrect purchase order listed will cause a delay in payment. If a
purchase order was in place at the time the invoice was created, it is the department’s
responsibility to inform the AP Staff of the appropriate purchase order to use by written
communication.

b. Departments will be notified if a PO needs receiving or if the PO is invalid. Please respond in
a timely manner in order to avoid forced matching or direct payment of an invoice.

c. All communication regarding an invoice in process should be submitted in the comments tab
of the invoice.
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The Invoice Workflow

Assign Invoice Number

Completed

Hold for Receiving

Completed

Final Approval

0K to Pay notification

Completed

% W' AP End User Draft V... . APEP Manual End U...  x ' & Summary - Supplier... 3 Calculator s 72°F ~ T H o) @ T &16PM

When an invoice is processed into Eagles Purch for payment it enters a series of reviews referred to as the
invoice workflow.

The standard invoice workflow is 4 steps. Accessing the “Approvals” tab in an invoice will provide
information of the current status of an invoice and what department or person is currently responsible for
reviewing and approval of the invoice.

Hold for Receiving

Once a PO invoice is submitted, Eagles Purch will look for a matching receipt (a receipt created in EP that
aligns with the invoice exactly). When a matching receipt is not found, the invoice will trigger the ‘Hold for
Receiving’ workflow step. At this time, the requisitioner will receive system generated notifications that an
invoice is in process and awaiting a receipt.

Receipt reminder notifications start as follows for varying invoice sources and continue for 15 days:

e Electronic —initial reminder sent 5 days after invoice submission.
e Manual —initial reminder sent 2 days after invoice submission.
e Portal —initial reminder sent 2 days after invoice submission.

Once matched, the invoice will proceed to AP Review for continued payment processing.




AP Review

Once an invoice has completed Holding for Receiving, the invoice is now reviewed by an AP staff member.
The submitted invoice is verified against the attached PDF file. Bank codes, remit addresses, accounting
dates, and other corrections are typically applied if needed during this step. IF there is an issue with an
invoice a comment is noted on the invoice and the staff member will cancel or reject the invoice.

Once the invoice is approved by AP review, it will proceed to Final Approval.
Final Approval

This is the final review by AP Supervisor for payment.

OK to Pay Notification

Once an invoice has been approved it is now queued to have the payment details exported to Banner 9 for
the check printing process.

Electronic Form Request

Banner Budget Authorization

Fund Approvels

Purchasing Buyer Review Cateh

Comptroller Approvel

Banner Budget Authorization2

When an invoice is submitted for payment by this method a purchase order is not required but the
process to approve a transaction are extensive. The AP Request invoice workflow is 9 steps. The first 5
steps are listed above.

The offices responsible for these approvals include but are not limited to; Department Fund Approvers,
Budget Office, Purchasing Department and Comptroller’s Office. The approval process for this workflow
requires that ALL supporting documents are attached to the request at the time of submission. Each stage
in the workflow requires approvals that indicate the transaction meets all standards for payment based on
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role. Insufficient documentation can result in payment delays or invoice cancelation prior to reaching AP
Review.

Once an invoice completes the 5th step it flows into the standard workflow starting with the AP Review.

Delays in the Workflow

HFR, when this step is not completed in the allotted timeframe a new step is

added to the workflow.

Ready for Matching
Matching Exceptions

AP Review

Final Approval

OK to Pay notification

Matching Exceptions

If a matching receipt is not created after 15 days, the invoice will trigger the ‘Matching Exceptions’
workflow step for manual intervention. AP will take the following steps:

e Check the ‘Comments” tab of the invoice for any communication regarding the invoice. Sometimes
department contacts will leave a comment to indicate why they have not yet created a receipt (ie.
Items/service not yet received, disputing invoice charges, mis key, etc.)

e If no comment is present, AP will leave a comment directed to the requisitioner to create a receipt

as to not further delay payment.

***urgent***please create a receipt for this transaction, the invoice will not be approved for

payment until this step is complete. IF a dispute is in process please respond by creating a comment

to the AP staff with details regarding the issue and contact the vendor for the resolution.

If after one week since contacting the requisitioner no response is received and/or no matching

receipt is created, AP will approve, and force match the invoice.
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Once force matched, the invoice will transition to AP Review. When an invoice is rerouted into Matching
Exceptions 15 days have passed. The likelihood of a payment taking place on time decrease significantly.
Matching Exceptions is a shared responsibility between the requisitioner and the AP staff and
communication is required to get the invoice back to the standard workflow.

A best practice to increase payment efficiency is creating the required receipt as soon as possible. When
goods or services have been completed delivered or accepted, the receipt can be created. The invoice
does not have to be available in the system prior to the receipt being created. The receipt is created and
tracked as a function of the purchase order.



& ﬁ?ﬁ“&éﬁ All - Search (Alt+Q) a 0.00USD W Q= .,O;

Ao able » Invoices b AP Home 40 Logout
! Li] r Experience interface is coming soon. Please click here for more info
’ > Expand panel to show video
R
Q Searches H Reports ? # Document Search o
All In Process Invoices
¥ Search Invoices ~ | Document Numbe pplier, Product Inf = Q
P
S
Create Invoice s 2
=] Type Quantity Receipt -
From. o
il PO numbers
Organization Message o o2
» |
[ Welcome to NCCU Eagle's Purch!
Links to instructional videos below:
Eagle's Purch Navigation 101
How to shop from a Punchout Catalog My Invoices =ET:
) View as Graph (@ View as List
Supplier
Number Supplier Invoice No POs Date Total
Ruppert L. 421263 - 3/11/2021 553.56 USD
Q AD024917 Elizabeth.. 1011191162 3/10/2021 2221 USD It

033317 Ruppert L. 415363 - 2/16/2021 553.56 USD

Provides quick access to various AP functions and resources that assist in the invoicing process. Please
note that this screen can vary based on user access.

a. Searches
i. These custom searches are created to quickly retrieve documents that meet specific
parameters.

b. Reports

i. This function allows searches to be exported for use by various departments or
decision makers
c. Document Search
i. This feature allows users to search for invoices that have been submitted into Eagles’
Purch for payment
ii. Additional search methods can be used, and additional filters can be added to
expand or narrow search results.
d. Create a Receipt

i. This feature allows end users to create a quantity or cost receipt using the purchase
order number
e. My Invoices
i. Shows invoices submitted by user and allows quick access to check status or editing.
f. Organization Message
i. This section includes important communication from the Finance Department.
ii. Itincludes video guided instructions for completing various tasks needed to make
purchases or complete the payment process.
iii. This section also includes a video and pdf format details of changes to features due
to software updates.
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AP Shortcuts

The submenu gives quick access to invoices and receipts. Some individuals will have access to approvals.

Accounts Payable

Search For Invoices

Search AP Requests

AP Home, Search for Invoices, Search AP Requests

E!Tj%éﬁ Al ~ Search (Alt+Q) Q 0.00USD W D |w @j_

Accounts Payable b Invoices b Se \P Re:

@ New User Experience interface is coming soon. Please click here for more info

> Expand panel to show video

11:34:20 AM 11:34:25 AM

= P saveAs ¥ Pin Filters ¥ A ExportAll ¥
= Searc equests K » I 2 Export Al
Quick Filters My Searches Created Date: Last 90 days ¥ Quic Q @  AddFilter v Clear Al Filters ?
Form Status v 1-13 of 13 Results 200 Per Pa
Approved (12 ] Request Form Created Current Pending Submitted Completed
Incomplete o [] Form Name Number ¥ Purpose  Form Status Date/Time @) Workflow Step  Approver Form Type Requestor Date ¥ Date ¥
D Show More [0 Check Request - March 2020 3481684 Check 3/11/2021 - - Electronic Check 3/11/2021 3/11/2021
Request 9:55:33 PM Request 10:03:01 PM 10:03:15 PM
Form Purpose v
Check Request @ [ Check Request - Tolls 3476006 Check 3/10/2021 - E Electronic Check " 3/10£2021 3/1072021
Request €:40:02 PM Request 7:11:20 PM 711:222 PM
Form Type v
[ Check Request - Annua 3422192 Check Incomplete 2/26/2021 - - Electronic Check- - -
Electronic Check Request (13 ] 2021 Request 9:38:13 AM Request
Participant % [0 CheckRequest-February 3383772 Check 2/16/2021 - Electronic Check - 2/16/2021 2/16/2021
2021 Request 4:01:54 PM Request 4:14:42 PM 4:14:49 PM
Harris, Amissa (13 ]
N o | O CheckRequest- March 2020 3366063 Check 2/11/2021 - . Electronic Check. 2/11/2021 2/11/2021
equestor Request 8:56:09 AM Request 9:13:48 AM 9:14:01 AM
Harris, Amissa m
[0 Check Request - January 3351665 Check 2/8/2021 - Electronic Check 2/8/2021 2/8/2021
2021 Request 12:30:57 PM Request 1:00:50 PM 1:01:02 PM
O Check Request - January 3351003 Check 2/8/2021 - - Electronic Check “ 2/8/2021 2/8/2021

2021 Request 11:27:47 AM Request

Powered by JAGGAER | Privacy Policy
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Invoice Search

Within the AP Module Tab end users can access the Invoice Search tool. This allows end users to search
for invoices by vendor, purchase order number, user, and many other filters. The search results will
provide information such as current workflow status and payment status.

Accounts Payable Submenu

Accounts Payable Qui rch

AP Home

% Search For Invoices

1. Enter the Invoice number (A#), Supplier Invoice Number, or Vendor. You can also narrow down search
using purchase order number.
2. “Add filters” allow a user to search for documents using various types of information.
e Identifiers- Invoice Name, PO Numbers, etc.

Search AP Requests

e Dates- Due Date, Accounting Date, etc.

e General Info- Department, Invoice Owner, etc.

e [tem Details- Item Type, Product Description, etc.
e Properties- Pay Status, Invoice search, etc.

e Custom Fields-Account Number, Fund, etc.

Search Invoices rsave As v  APinFilters v JEportaAl -
Created Date: All ~ | Quick search _ Q, @ AddFilter ~  Clear All Filters ?
< > Page 1 of 50 1-200 of 40903 Results i:} 200 Per Page «

Invoice Supplier Invoice PO Invoice Created Due  Discount
«s»  Number ¥ Number(s) ¥ Supplier Number  Status Date/Time ° Date = Date ¥ Discount Amount
we  AD0S0999  3-424-49834  Fedex ® - 10/18/2021  11/17/202 - 0.00 US
4:09:39 PM 1
we AD050998 535112 City of Durham  P0119052 10/18/2021  10/22/202 - 0.00 US
o 3:52:06 PM 1
»+  AD0S0997  3Qir2021 Officeof the - 10/18/2021 11/17/202 - 0.00 US
State Auditor € 3:25:57 PM 1
§/ e tr I 11
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= Search Invoices

Quick Filters My Searches

Supplier

Invoice Status
Invoice Type
Invoice Source
Department
Invoiced By
Invoice Owner
Current Workflow Step
Approved By
Commodity Code
Contract Type

Form Type
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Search for AP Request (electronic check request).

EAGLE'S
PURCH

Accounts Payable » Invoices »

@ New User Experience interface is coming soon. Please click here for more info.

Quick Filters

Form Status

Approved

Incomplete

Form Purpose

Check Request

Form Type

Electronic Check Request

Participant
Harris, Arnissa
Requestor

Harris, Arissa

Search AP Requests

<

<

<

<

Created Date: Last 90 d

1-13 of 13 Results

Forim Naime

Check Request - March 2020

Check Request - Tolls

Check Request - A
2021

nnua

Check Request - Tebruary

2021

Check Request - March 2020

eck Request - January
2021

Check Request - January

2021

Request
Number

3401604

3476006

2422192

3303772

3366069

2351665

3351003

Form

Puipose
Check

Request

Check
Request

Check
Request

Check
Request

Check
Request

Check
Request

Check
Request

Forin Status

Incomplete

>

Al -

Expand pancl to show video

Crealed
Date/Time €

3/11/2021
©:55:33 PM

3/10/2021
6:40:02 PM

2/26/2021
9:38:13 AM

2/16/2021
A:01:54 PM

2/11/2021
8:56:09 AM

2/8/2021
7:30:57 PV

2/6/2021
11:27:47 AM

Currenr
Workflow Step

Search (Alt+Q)

pending
Approver

Add Filter ¥

Form Type

Clectronic Check
Request

Electronic Check
Request

Electronic Check
Request

Clectronic Check
Request

Electronic Check,
Request

Electronic Check
Request

Clectro;
Request

Q 0.00 USD

- 2 Pin Fill

Filters

Requestor

ers

Submirted
Dale ¥

3/11/2021
10:02:01 PM

3/10/2021
7:11:20 PM

2/16/2021
1:14:42 PM

2/11/2021
9:13:48 AM

2/8/2021
1:00:50 PM

2/8/2021
11:24:20 AM

Powerad hy JAGGAFR | Priv

200

port Al

ve

Completed
Date ¥

3/11/2021
10:02:15 PM

3/10/2021
7:11:22 PM

2/16/2021
A:14:19 PM

2/11/2021
9:14:01 AM

2/8/2021
1:01:02 PM

2/6/2021
11:24:25 AM

cy Policy
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Creating Check Request

North Carolina Central University uses purchase orders as our primary method of procurement. A check

request is used when you do not have a purchase order in place, or the purchase order has been closed, or

the vendor does not accept Purchase orders.

Speakers and Entertainers, require a 4% tax withholding for out of state vendors with invoices over
$1,500.00.

From Eagle Purch Home Page (Admin Dashboard), Select Shopping Cart, then select Shopping Home.

W E?’GRLEE Invoices ~ Search

® (AIt—l—P) By Keyword — Search...

Shopping Go To
Shopping Home
My Carts and Orders

Advanced Search

Admin View Favorites

View Forms
Non-Catalog Item

Quick Order

Browse By

Suppliers

Categories
Contracts

Chemicals

From the Shopping Home Page (Shopping Cart Icon), under Electronic Forms, select Check Request.

I Shop » Shopping » Shopping Home
_ » Hosted Catalog Showcased Vendors
Welcome to NCCU Eagle's
r@ Purch! v Non-Catalog Showcased Vendors
g Links to instructional videos 7 = ﬁf Aol ﬂﬂ ICCU
below: BookStore Mac Papers Sodexo

Eagle's Purch Navigation 101

i,

L How to shop from a Punchout Catalog
How to Create a Requisition v Electronic Forms
How to Approve Requisitions .

:". PP q ! b

o How to Approve Invoices
How to Electronically Receive goods Check _
Request

th through Eagle's Purch

S |

IAGGRAER 2N 2 Deadust Ralasca ic in

V//4
N\
2
()
=
=
‘
o
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Instructions

1. Form Instructions-Please read to ensure that your submission meets the requirements.
a. If No, Disregard Request. If Yes, select Next.

Form Number-Assigned to each submission, once status changes to complete will generate Invoice

number (A....).

Check Request Instructions Request Actions w  History | ?

Form Number 3375922 — R S

Purpose Check Request orm Instructions Discard Request

Status Incomplete 1. Check requests may only be use after it is verified that a vendor will not accept a purcnasc orucr- s o may
not be used for travel, or otherwise, unless specifically approved as required by State and University rules and

Instructions regulations.

Details v 2. If a vendor will not accept a purchase order, and/or it is appropriate to do so, an electronic Check Request form
should be keyed into Eagle’s Purch.

Supplier 3. The form and all required documentation should be attached this form itself. The form will then route to the
appropriate approvers through a pre-determined workflow established in Eagles Purch.

Questions
4. A justification is a required part of the documentation for a check request and must provide adequate evidence

Attachments g of compliance with purchasing regulations.

Review and Submit

Form Approvals

Details

Required Field i

5. A check request that has been approved by all necessary parties will route electronically to the NCCU Accounts

Payable Office for payment.

Policy Statement

) 253

2. Form Name-Assign a name to your draft, Select Save Progress (successfully saved), then Next

(required actions).

Details
Form Name ™
Purpose

Template Title

Form Type

& Required

Sodexo 10-09-20

Check Request
Check Request

Electronic Check Request

Request Actions ~w History ?

=

Next >
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Supplier Search

3. Supplier-There are several “Search” criteria’s

Supplier Request Actions w  |listory | 2

Supplier * Sod

Sodexo

Doing Business As: Sodexo

b. Another search is Supplier Search feature
Supplier Request Acticns
Supplier *
i. You will be directed to Supplier Search Page, Type vendor name example “Apple”,
then click on the magnifying glass.
8 solutions.sciquest.com/apps/Router/CheckRequestSupplierSearchPopup?Tmstmp=1616101886590641 @

Supplier Search (I 2

ii. You will be directed to a list of Suppliers that have “Apple” in their name. From this list, you will

Select the correct Vendor, once selected the Vendor and Remit to Address will populate in Supplier

field.

e Please note, if you are unable to locate your Vendor, contact Purchasing (Purchasing@nccu.edu) for

further instructions.

16
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Supplier Search 4

Supplier Apple n

Results Per Page Suppliers found: 10 4| Page 1of 1|&| 2

Supplier Name Select
Apple Rock Advertising & Promotions vp Select
Apple Computers Select
Apple Eight Hospitality Management Inc Select
Apple Nine Services St Louis Inc Select
Apple Seven Hospitality Management, Inc Select
Apple Ten Hospitlity Management Select
Appled Concepts Select
AppleOne — Select
Appleseed Consulting Select
Miriam Barron Applewhite Select
Results Per Page 2| Page 1 of 1 |&
Remit to Address

4. Select Bl Billing 1 (Primary Remittance) from drop down box, Save Progress, then Next. “When the
Invoice is reviewed by Accounts Payable, we will select the correct address on Supplier Invoice”.

Supplier * Sodexo

Supplier Search |

Remit-To Address

. R .3
Remit-To Address BI Billing 1 - _

W.G. Pearson Cafeteria
North Carolina Central Univ
1801 Fayetteville St
Durham, NC 27707-3129

USA
Phone 1-919-5306192-
Fax 1-919-5306810-

Questions-Check Request Information

5. Invoice Details (All fields must be completed in this section, then Save Progress, Next).
Supplier Invoice Number- Maximum characters in this field is 15 (spaces included).

Product Description-What is being purchased or reimbursed.

tral .



Y% Response Is Require

Invoice Details

Supplier Invoice Number *

100920

Product Description *

Staff Meals
Currency-USD
Invoice Date-Supplier Form
Apply 4% Withholding Tax

Yes - Required by North Carolina for Out of State (Entertainment, Speakers) Vendor payment(s) greater
than $1,500.00 as stated on Contract.

Currency

usD ~

Invoice Date? ™

10/09/2020

mm/dd/yyyy

Apply 4% Withholding Tax? *

) Yes @® No

Check Amount-Total amount minus Taxes (NCCU Tax exempt).
Justification Description-Why a check request is being submitted instead of a requisition.

a. “Check Request” should only be used for non-recurring purchases when a PO will not be
accepted by vendor.

50.00 e

Justification Description *

PO is closed, request from AP to

submit "Check Request” _
e

1945 characters remaining




Invoice Upload - Select Upload

Invoice Upload *

No File Attached | Upload | <

Uploaded attachment will be copied to the invoice.

Title-Without, file will not upload.
File-Upload Invoice (attachment)

a. Can only upload “One” Invoice in this section. Please note, you cannot submit multiple
invoices for payment, each invoice will have to be entered separately with their own system
generated invoice number (A....) Once invoice is uploaded, Save Changes.

Upload

i e
Title Sodexo

File ™ Choose File | Sodexo 10-09-20. pdf —

Maximum upload file size: 25.0 MB

* Required ‘ Save Changes Close

Contract Upload-Only signed contracts are to be uploaded. This is the last field, if all questions have been
answered, Select Save Progress Then Next.

Contract Upload

No File Attached | Upload

Uploaded attachment will be copied to the invoice.
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Codes

6. FOAP - Insert funding and location code (required), Completed, select Next.
a. Split FOAP - Two or more funds, Select Edit.

Codes

0 Required field: Bank Code: Line

Accounting Codes

LINE
Fund Organization Program Location Account Activity
300170 30010 no value 100477 721100 no value
Trust Fund - Fund Clearing HOEY Household
Institutional Organization ADMINISTRATION- Supplies -
Support Code OFFICE - 011 001 Janitorial
Add alternate distribution for | Discount el ‘m
* Required .
4 < Previous
Add Split
IS ool Do S adaowva 10 Y
Accounting Codes
LINE
Fund Organization Program Location
300170 100477
Select f alues. ues Select from all values. Select from all values
e
Split FOAP - Funds entered, select Next.
Accounting Codes
LINE
Fund Organization Program Location Account Activity Amount of
Price
300170 30010 170 100477 721100 no value 62.50 USD
Trust Fund - Fund Clearing Institutional HOEY Household
Institutional Organization Code Support ADMINISTRATION-  Supplies - Janitorial
Support OFFICE - 011 001
300170 30010 170 100477 722000 no value 62.50 USD
Trust Fund - Fund Clearing Institutional HOEY Food Products
Institutional Organization Code Support ADMINISTRATION-
Support OFFICE - 011 001
Add alternate distribution for E
* i .
Required € Previous

Request Actions w

History = ?

Cear

Account Activity

7271100

edit |

=

20




Attachments

7. Additional Attachments-Purchasing Check Request Justification and other documents deemed
pertinent. Once uploaded, Select Save Progress, then Next.

€ Regquired field: Bank Code: Line

Please add your attaclhments below.

Add Attachment

Review and Submit

8. Action Needed-Field Incomplete, make revisions in the section highlighted. Once completed, Select
Submit.

Review and Submit Request Actions w | History | ?

Q Required field: Bank Code: Line

Section Progress Action Needed on the Following
Details ~ Required Fields Complete
Supplier ~ Required Fields Complete
Questions ~ Required Fields Complete
Codes " Required Fields Complete

Additional Information

{

Attachments Required Fields Complete

P— oy W o

Required Fields Complete — Submit.

Review and Submit _ Heguest Actiohs = | vistoiy. | 2

«” Required Fields Complete

Section Progress

Details " Required Fields Complete
Supplier ~ Required Fields Complete
Questions ~ Required Fields Complete
Codes ~ Required Fields Complete
Additional Information ~ Required Fields Complete
Attachments ~ Required Fields Complete

e Add‘es




9. Confirm-Last opportunity to cancel request. When the form is ready to be submitted confirm by
selecting Yes.

Confirm

Are you sure you want to submit this form™?@

10. Invoice Number is generated by the System-A0033128, Status has changed to Approved.

Sodexo 10-09-20

Form Number 3375922
Purpose Check Request
Status Approved

Invoice A0033128 —

Instructions
Details
Supplier
Questions

Codes

AN WA SR WA

Additional Information

22




Creating Receipts

Receipts are created to verify that items, or services “landscaping, temporary employment service, repairs

to machinery, etc.” have been received or rendered. All invoices need receipts before invoice can move

forward to AP review stage and payment can be rendered. Please create receipt when you receive good or

service rendered.

Creating a Qty Receipt

Q EAGLE'S
PURCH

Purchase Order * P0119350 Revision0 ~

a~
]

Status Summary Revisions ﬂ Confirmations
[
o General Information
L
PO/Reference No. P0119350
Revision No 0
E Supplier Name Apple Computers
_|,||1 Purchase Order Date 8/26/2021
Total 1,657.00
ar

Requestor Name S. Alex Marshall

Requestor Email alex.marshall@nccu.edu

Requisition Number 147878441 view | print

Line Details

q Status  Item

Shipments Rece

Catalog No.

Al ~ Search (Alt+Q)
pts Invoices @  Comments Attachments History
Document Status v
A/P status Open
Workflow v/ Completed
8/26/202112:58 PM

The system distributed the purchase order using the method(s) indicated
below the last time it was distributed: view

CXML (Electronic no value

Integration)

Distribution Date/Time ~ 8/26/2021 12:58 PM

Supplier Sent To Supplier
Size/Packagi Unit Price Quantity Ext. Price
ng

v D D

Q 21,240.00USD W

« Back To Results

= &5 0

[ ol
Details v
Supplier Status
Sent To Supplier
Supplier
Apple Computers

Total (1,657.00 USD) v
Subtotal 1,657.00
1,657.00
Related Documents v
Requisitions: 147878441 =
Invoices: AO047104 =
What's next? v

Workflow Status ® Completed

r7 =

Powered by JAGGAER | Privacy Folicy
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2. Select Invoice Tab. Verify Invoiced Amount.

EAGLE'S

a~ PURCH Al Search (Alt+Q)

Purchase Order + P0119350 Revision0 ~

summa Revisions @ Confirmations shipments Invoices @ comments Hist
o Records found: 1, Totaling: 358.00 USD
Invoice No. v Supplier Invoice No. Invoice Date Due Date Invoice Type Payment Status Invoice Total Invoiced By
E A0047104 (3 AF34425621 8/26/2021 9/25/2021 Invoice In Process 358.00USD System
l Line Details
ﬂ‘} Line Extended
No. Product Name (Catalog No Unit Price Qty/uoM Price Invoice Qty/Cost Status
1 - 3-Year AppleCare+ for Schools - iPad SAYQ2LL/A 179.00 USD TEA 179.00 USD 1/179.00 USD Net
Pra 12.9-inch Invoiced
2 - Smart Keyboard Folio for 12.9-inch iPad MXNL2LL/A 179.00 USD 1TEA 179.00 USD 1/179.00 USD Net
Pro (5th generation) - US English Invoiced
3 ©- Personalized 12.9-inch iPad Pro Wia?Fi PHNL3LL/A 1,299.00 USD TEA 1,299.00 USD 1/1,299.00 USD Open
512GB - Silver

3. Click Receipts tab select Plus (+) sign on top right of screen.

Receipts

Records found: 0

There are no receipts for this PO.

Q 21,240.00UsD W

=8 0

01D D

« Back To Results

Details

Supplier Status
Sent To Supplier
Supplier

Apple Computers

Total (1,657.00 USD)

Subtotal

Related Documents

Requisitions: 147878441
Invoices: A0047104

What's next?

atus

1,657.00

1,657.00

i

® Completed

[T =

Powered by JAGGATR | Privacy Poliey
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4. Header Information is Optional for department. You can fill in Delivered By, Notes, Date of Delivery,
and Add Attachments. Ex. Packing slips, Tracking info.

5. Enter Quantity received.

Header Information

Receipt Name 2021-03-11 roserio 01
Receipt No Receipt Date Packing Slip No. Supplier Name
To Be Assigned 2021 =

Received by
Office Depot Randi Oso
RECEIPT ADDRESS

Mo addresses defined in profile.

DELIVERY
Carrier
=nda Atwater

l
ible Te

Tracking Ne.

Atach/Link
United 5 Motes
nited Statas (1,000 Chars. Max)
)
Receipt Lines 2
Line Details
?
H For Selected Lines: [Remave | - |
i § . Add to .
PONo. PO Line No. Product Name Catalog No. Qty/UOM ordered Previous Receipts Quantity Line Status
01 1 Scotch(R] Magic(TM) Invisible Tape 810

Inventory CEE o
-60 Dispenser. 3/4 x 1.000. Pack Of 10 Rolls € 122008 1PK ‘ 1 Recaived ¥ (]
Contract No.

Fixed Asset Tag#
Atschments

Mo

E 2 Post-it{R) Notes Pop-Up Note And Flag Dispenser With Phota Frame, Black & 013034 2EA 2 (]
6. Select Save updates
7. Select Complete.
2 Post-it(R) Notes Pop-Up Mote And Flag Dispenser With Photo Frame, 913934 2 EA
Black

ra

Receves v o
Receive & Return

Contract No.
Fixed Asset Tag®

Attachments

Notes
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8. Receipt No. provided once complete.

9. You have the option to print receipt or click on PO number below to return to Purchase order.

Accounts Payable # Receipts # Ssarch For Receipts # Summary - Recespt 430823
Create Oty Reoc t

Receipt Mo . 430523 S has been created for the following PO Mo(sk

s PD/Reference No. POT14219 =

Creating a Cost Receipts (Standing PO’s)

1. Open PO by clicking on PO number.

= Search Purchase Orders

Quick Filters My Searches Created Date: All | p00924T6

M
Supplier “ 1-1 of 1 Results
Gameon Ine T FO Created Requisition
PO Status I Number ¥ Supplier Date/Time ~ PO Status Number
completed © w @ PO0924T6 Camcor, Inc. 1072572010 (R 2797020

@ 10:20:02 AM

| |

Department v
Revisions o Confirmations Shipments Receipts Woices

Records found: 0

There are no receipts for this PO.

K Save hs -
Q @ addFilter -
Shipment
PO Owner Status
Brenda Sent To
Atwater Supplier
Attachme H

A pinFilters 2 Export Al =

Clear All Filters ?

£F 200 Per Page +

Matching
Status Total Amount
No Matches 100.00 USD
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3. Click Receipts tab select Plus (+) sign on top right of scree

Purchase Order * P0092476 Revision 0 ~

ﬂ 2 draft receipts exist for this PO.
view

Records found: 4

Nao. Receipt Date
430833 7 3/1172021
430554 [F 3/10/2021
370584 7 11/12/2019
369058 7 11/5/2019

Line Details

Receipts @ Woices

Receipt Type

Cost

Cost

Cost

Cost

ments Attachments History
+4-
Cost Amount Receivad by
10.00 UsSD Osorio, Randi
3.00USD Allen, Ciara
43.15UsD Affiah, Reuben
10.00 UsSD Affiah, Reubsn

4. Header Information is Optional for department. You can fill in Delivered By, Notes, Date of Delivery,
and Add Attachments. Ex. Packing slips, Tracking info.

5. Enter Approved Invoice Amount.
6. Select Complete.

Header Information
Receipt Name 2021-03-11 roserio 03
Receipt No Receipt Date
To Be Assigned 31172021 =

RECEIPT ADDRESS

& Mo addresses defined in profile.

n: Brenda Atwater

Receipt Lines

PO No. PO Line No. Product Name

Contract No,

Fixed Asset Tag#
Amtachments Attach/Link
MNotes

Standing Order for Equipment for the Purchasing for 10/23/2019 thru June 30th 2020

=
Packing Slip No. Supplier Name Received by
1234 Cameor, Inc. Randi Osorio
DELIVERY
Carrer
Tracking Na. noon0000
Flexible Text Field
eschmerts At _
Notes Leave notes here!
{1,000 Chars. Max)
E
?
For Sslected Lines: [Remove Seleced tems ¥ | B
Catalog No.  Qty/Cost Ordered  Previous Receipts Cost Line Status Actions [m]
none 100,00 369058 = [icad ] [Cost Recaived %] [ Remave ine | [m]
Tose4 = Receive/Cancel
430554 =

 Dotote [§ A PO f save Upaates Jf Compicra |
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7. Receipt No. provided once complete.
8. You have the option to print receipt or click on PO number below to return to Purchase order.

Create Qty Rer=ipt

ﬁﬁﬁﬁﬁ

s PO/Reference No. PO092476 lIE:J

{# | NCCentral s




Leaving Comments

Open and effective communication is the most productive way of resolving invoice issues. Using
comments in Eagle’s Purch is the preferred method of communication. It provides direct communication
between the AP staff, and participants involved in the invoicing process. Comments can also be used to
add details and provide useful information that explains the history of an invoice. Comments also allow
users to add attachments such as supporting documents or requested materials.

1. Open Invoice.

Quick Filters
Complete
Invoice Type

PO Invoice

Non-PO Invoice

Invoice Source

Electronic

Manual

2. Select on the Tab that says Comments.

Summary

EAGLE'S
PURCH

Matching

Created Date: All = | 1290

1-20 of 20 Results

Invoice

Number ¥

@ - A0013401 1290

719532

Invoice * A0013401 ~

Supplier Messages

Mumber(s) ¥

<=

Supplier Invoice

Supplier

Caldo Music.
Lid &

Computer

Intelligence
Association @

Comments o

Attachments @)

Qe

Add Filter = Clear All Filte
FO Invoice Created
Mumber  Status Date/Time ¥
PO107574 3/5/2020
11:48:08 AM
PO105661 10/28/2019
10:48:33 AM

History

rs

Due Date ¥

3/13/2020

10/18/2019

?

{.’r 200 Per Page

Discount Date ¥

Discount
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3.

Y/ /4

Click the + plus sign.

Invoice * A0013401 -

Supplier Message

Records Found: 2

Ciara Allen - 3/10/2021 12:58:57 PM

comment comment

Email sent: Randi Osorio <rosoric@NCCU.EDU

Kingsley Childs - 3/6/2020 9:00:38 AM

Show comments for Invoice

—

voice - 40013401  Comment Added

nvoice - 40013401 Comment Added

this invoice is for services performed during the menth of march. completed the AP review, invoice will be paid towards the end of march

Email sent: Tannya Artis <tartis@NCCU.EDU=

Invoice * A0013401 ~

Comments €}

Records Found: 2

ADD COMMENT

This is an example “please create receipt

Show comments for nvoice A —+

v X

This will add a comment to the document. If you select a user they will receive an
email indicating that a comment has been added to the document.

m

mail notification(s) | Add recipient

Ciara Allen <callend 5@NCCU.EDU=>

Kingsley Childs (Approved) <kchilds1@NCCU.EDU=
Nina Sheppard (Prepared by) <nsheppard@NCCUEDU=

Randi Osario (Approved) <rosorio@NCCU.EDU>

NN NN

Tannya Artis (Prepared for, Receipt Creator, Requisition prepared by)
<tartis@NCCU.EDU>

Attach file (optional

Attachment Type

® File

O Link/URL
File N

ame
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5.

Records Found: 2

If the recipient, you want is not available Click Add Email Recipient. You can search using “Last Name,
First Name, Email, Department, Role (pulls a listing of employees in specified area), etc”.

ADD COMMENT

expand

clear

Show comments for Invoice v

v

X

This will add 2 comment to the document. If you select a user they will receive an email indicating

that a comment has been added to the document.

Email notification(s) | Add recipient

\/ Ciara Allen <callen45@NCCU.EDU>

|:| Kingsley Childs (Approved) <kchilds1@NCCU.EDU=

|:| Nina Sheppard (Prepared by) <nsheppard@NCCU.EDU=

|:| Randi Osorio (Approved) <rosorio@NCCU.EDU>

|:| Tannya Artis (Prepared for, Receipt Creator, Requisition prepared by) <tartis@NCCU.EDU>
Attach file (optional)

Attachment Type (@ File (O Link/URL

File Name

File )
Choose File
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6. Enter your comment in the Comment Field.
7. Attachments (optional) Select Choose File.
8. Select Add Comment.

ADD COMMENT l e - X

This will add a comment to the document. If you select a user they will receive an

Example (please create a receipt)
email indicating that a comment has been added to the document.
mail notification(s) | Add recipient
Ciara Allen <callend 5@NCCU.EDU=
acters remaining expand :I-:—j Kingsley Childs (Approved) <kchilds1@NCCU.EDU=

E
\/ Nina Sheppard (Prepared by) <nsheppard@MNCCU EDU=
\/ Randi Osoria (Approved) <rosorio@NCCU.EDU=

Tannya Artis (Prepared for, Receipt Creator, Requisition prepared by)
<tartis@NCCU.EDU>

Attach file {optional
AttachmentType @ File (O Link/URL

File Name

File :
‘ Choose File Active fund email pdf




Troubleshooting

There are several situations that can lead to problems in processing invoices. End users can use the
information provided by Eagle’s Purch to manage, identify, and resolve most issues. Not managing invoice
balances on a purchase order can lead to invoices being delayed for payment or open encumbrances that
delay end of year closing processes. Effective management of receipts can maintain timely processing of
invoices helping us meet net 30 terms.

Receipts

Using Eagle’s Purch to research receipts created against a purchase order.

& R
Purchase Order * P0113633 Revision 0 ~

L |

o - at 2t Receipts ) oo @ Comments @)
[+] Records found: 12
m No. Receipt Date Receipt Type Cost Amount Receved by
28205241 31172021 Cost 15.43USD Rehinson, Gladys
g 3/1172021 Cost 19.51 USD
-IIl-L 3/1172021 Cost 354 80 USD
& 31172021 Cost 23.97USD
/4172021 Cost 197.34USD Robinson, Gladys
/4172021 Cost 178.05USD Robinson, Gladys
31172021 Cost 79.03USD Rehinson, Gladys
21172021 Cost 18.67USD Robinson, Gladys
21172021 Cost 106.33 USD Robinson, Gladys
10/9/2020 Cost 793.45USD Robinson. Gladys
10/9/2020 Cost 170.05USD Robinson. Gladys
10/9/2020 Cost 118.70USD Rohinson, Gladys
Line Details
Catalog
Mo Product Name No. UnitPrice  Quy/UOM Extended Price
I Standing order: Auto supplies for Vehicles as needed. Not to excesd $2.500.00 1 250000USD  1EA 2,500.00 USD
Gy / Cost (i) Gty / Cost (Ou) Status
42267 USD o Open Oty / Costdh The assacizted PO Line has been canceled
2077.33 USD Net Received/h The associated PO Line has been canceled.

tral .



P S} f,ﬁ%éﬂ All Search (Al+Q) Q
! Purchase Order * P0113633 Revision0 ~
Status Summary Revisions () Confirmations Shipments Receipts (B Invoices (@ Comments (@) Attachments
ﬁ Records found: 12
m No. Receipt Date Receipt Type Cost Amount Received by
- 28205241 7 3/11/2021 Cost 15.43 USD Robinson, Gladys
28204890 [ 3/11/2021 Cost 19.51 USD Robinson, Gladys
-Ill'- 28204871 7 3/11/2021 Cost 354.80 USD Robinson, Gladys
ﬁ“} 28204798 [7 3/11/2021 Cost 23.97USD Robinson, Gladys
28204791 7 3/11/2021 Cost 197.34 USD Robinson, Gladys
Line Details
Catalog
Ne. Product Name No. Unit Price Qty/UOM Extended Price
~ 1 & Standing order: Auto supplies for Vehicles as needed. Not to exceed $2,500.00 1 2,500.00UsSD TEA 2,500.00 USD
Qty / Cost Qty / Cost
(In) (Out) Status
422.67 USD No Open Qt The associated
PO Line has been canceled
2,077.33USD Net Received £ The associated PO Line
has been canceled.
ii. Open cost— the amount available to be invoiced against the purchase order.
iii. Net received— the total value of the received goods or services that have been received
by an end user.
iv. Purchase Order value — Net received = Open cost.
N7 NCCentral
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Invoices

Using Eagle’s Purch to research invoices that have been submitted against a purchase order.

Purchase Order = P0113633 Revision 0 ~

s @) Confrmsie pment Recepts @ Imicices (B Commers €

Records found: 13, Totaling: 2,174.26 USD

Invoice No. Supplier Invoice No. Invoice Date Due Date
205321 27412021 31272021
295210 311272021
204910 1/19/2021 3/12/2021
204909 1/19/2021 3/12/2021
204649 14/2021 3122021
204524 12/2021 3122021
204144 14512021 3/12/2021
29189 311272021
89447 311272021
28927 31272021
288343 9/16/2020 10/16/2020
288250 9/15/2020 10/23/2020
288030 9/10/2020 10/16/2020

Line Details

Line No. Product Name Catalog No.

1 3 Standing order: Auta supplies for Vehicles as needed. Mot 1o exceed $2,500.00 1

Invoice Type Payment Status
Invoice Fayable
Invoice Payzble
Invoice Payzble
Invoice Payable
Invoice Fayable
Invoice Fayable
Invoice Payable
Invoice Payable
Invoice Payable
Invoice Fayable
Invoice Paid
Invoice Paid
Invoice Paid
Unit Price Qty/UOM Extended Price
2.500.00 USD: 1 EA 2.500.00 USDH

Invoice Qty/Cost

nfa /32574 USD

na

/217426 USD

a. Invoicing Summary- contains details for each processed invoice such as:

e Invoice no. (EP reference)

e Supplier invoice number (vendor reference)

e Due date

e |nvoice type

e Payment status

e Invoice status

e Invoice total

e Invoiced by (typically AP staff).

Invoice Total Invaiced By

15.43 USD

88.93USD

23.97USD Osorio, Randi

19.51 USD 0=

354.80USD Osorio, Randi
197.34 USD Osorio, Randi
178.05USD

79.03 USD Osario, Randi
18.67 USD 0=

106.33 USD Osori

118.70 USD Osorio, Randi

178.05USD

95.451 Osario, Randi
Status

No Open Qty / Cost

The associzted PO Line has been canceled.

Net Invoiced

The associzted PO Line has been canceled.
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Line Details

Line Catalog Extended
No. Product Name No. Unit Price Qty/UOM Price Invoice Qty/Cost Status
1 I Standing order: Auto supplies 1 2,500.00 USD 1 EA 2,500.00 USD n/a /325.74USD No Open Qty / Cost
for Vehicles as needed. Not to n/a /2174.26 USD
exceed $2,500.00 The associated PO

Line has been
canceled

Net Invoiced
The associated PO

Line has been
canceled

i. Open cost- is the amount remaining to be invoiced from a purchase order.
ii. Netinvoiced- is the total value of all processed invoices.
iii. Purchase Order Value — Net invoiced = Open cost.

Reconciling Receipts with Invoices

2. Reconciling the receipts with invoices makes the payment process more efficient. It decreases delays in
the invoicing workflow and helps maintain timely payments. When Net Invoiced = Net Received =
Purchase Order Value, the purchase order will close at the appropriate time. Using the information
from the receipts tab and the invoice tab a user can determine if an invoice is missing, a receipt needs
to be created, or items or service have yet to be provided.

When the Net Invoiced does not equal Net Received

1. Use the Invoice tab to view what has been billed.
2. Use the Receipts tab to review what has been received.
a. Review the quantity receipted matches the quantity invoiced:
Ordered 8 pens @ $3.99 each but received and invoiced for 2 pens @ $3.99 each.
In this situation contact the vendor about the shipment.

3. Contact the AP department if there are any questions or issues by leaving a comment on the invoice. If
there is no invoice to leave a comment email an AP staff member and please contact the vendor and
have the invoice forwarded to accountspayable@nccu.edu.
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Records Found: 2 Show comments for Invoice A

ADD COMMENT ~ =

This will add a comment to the document. If you select a user they will receive an email indicating
that a comment has been added to the document.

Email notification(s) | Add recipient
\/ Ciara Allen <callen45@NCCU.EDU=
) characters remain expand | clear [] Kingsley Childs (Approved) <kchilds1@NCCU.EDU>
[] Mina Sheppard (Prepared by) <nsheppard@NCCU.EDU>
[] RandiOsorio (Approved) <rosorio@NCCU.EDU>
|:| Tannya Artis (Prepared for, Receipt Creator, Requisition prepared by) <tartis@NCCU.EDU>
Attach file (optional)
Attachment Type @ File (O Link/URL
File Name

File N
Choose File a our Tile

Open Encumbrances

Every purchase order may not end fully exhausted. Open encumbrances can occur after all invoices for a
purchase order may have paid but there is still a balance on the purchase order.

When your purchase order has not been paid out fully.

1. Use the Invoice tab to view what has been billed.
a. Review the net invoiced to determine the total invoiced.
b. Review the open cost.

Status Purchase Order  Revisions PO Approvals Shipments Receipts Invoices Comments Attachments History

=
Invoicing Summary ?
Invoice No. Supplier Invoice No. Invoice Date = Due Date = Invaice Type Payment Status Invoice Total Invoiced By
Ts4237294 4/12/2020 4/24/2020 Inveice Paid 1,191.04 USD
TS4220085 3/15/2020 4/17/2020 Invoice Paid 3,142.40 USD -
Total 4,333.44 USD
Line Details =
Line No. Product Name Catalog No.  Unit Price  Qty/UOM Extended Price  Invoice Qty/Cost Status
1 =/ standing Order: Temp labor for Steam Plant. Not to exceed $5,000.00. Ending June 30, 2020 1 500000USD 1 EA 500000 USD  n/a/ 666.56 USD Open

n/a /4,333.44USD  Net Invoiced

2. Use the Receipts tab to review what has been received.

3. If there are no additional invoices expected to be billed against this purchase order, please contact
the Purchasing Department to close purchase order after all invoices applied are paid.
4, If additional invoices are expected to be billed.

a. Ifthere is another purchase order already in place. Contact the vendor and update the
purchase order number for the additional invoices.

b. If there is NOT another purchase order in place; an electronic check request will need to be
submitted for payment.
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AP Contacts

Should you have questions please contact the Purchasing Office (purchasing@nccu.edu) with questions
related to purchase requisitions/orders and Accounts Payable (accountspayable@nccu.edu) for questions
related to invoices and payments.

Joyce Worthy| Accounts Payable Supervisor
Phone: 919-539-6249
Email: jworthy8 @NCCU.EDU

Randi Osorio| Lead Accounts Payable Technician

Phone: 919-530-7866

Email: rosorio@NCCU.EDU

Reconciliation of statements, discrepancies, past due invoices

Nina Sheppard| Accounts Payable Technician
Phone: 919-530-7044

Email: nsheppard@NCCU.EDU

Vendors (#-J)

Kingsley Childs| Accounts Payable Technician
Phone: 919-530-6360

Email: kchilds1@NCCU.EDU

Vendors (K-2)

Lisa Melvin| Accounts Payable Technician
Phone: 919-530-7085

Email: lemelvin@NCCU.EDU

Check request, Utilities, Capital Projects

tral .
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	Introduction 
	This manual was created to provide faculty and staff with a reference to complete all necessary tasks required by the Accounts Payable office.  This manual will focus on end users utilizing AP Director Invoicing solution added into Eagle’s Purch. Faculty and staff will also learn about the payables process and how using the invoicing solution as intended can increase the efficiency of payments, improve interdepartmental communications, and provide access to payment related inquiries.  
	As we pursue fiscal accountability, we are imploring all departments and vendors alike to forward all invoices with current purchase order number to accountspayable@nccu.edu for payment.  For invoices that do not have an established PO, please put in an electronic check request in Eagles Purch for payment processing. 
	We request that departments not ‘hold’ invoices as they try to determine funding.  It is imperative that we have the invoices in Accounts Payable so that Administration and Finance can assist with a solution and payment to vendors.   
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Vendor Invoices 
	An invoice that is ready for processing will include the following information and format: 
	• Vendor Name  
	• Vendor Name  
	• Vendor Name  
	• Vendor Name  
	• Vendor Name  
	• Vendor Name  

	• Remit Address 
	• Remit Address 

	• Purchase Order Number (must be on invoice itself) 
	• Purchase Order Number (must be on invoice itself) 

	• Invoice Number 
	• Invoice Number 

	• Invoice Date 
	• Invoice Date 

	• Description of goods or services 
	• Description of goods or services 

	• Total  
	• Total  

	• PDF file format  
	• PDF file format  

	• Temporary Labor must have invoice and timesheets. 
	• Temporary Labor must have invoice and timesheets. 





	Types of documents that are Not accepted for payment. 
	• Pro-Forma Invoice 
	• Pro-Forma Invoice 
	• Pro-Forma Invoice 
	• Pro-Forma Invoice 
	• Pro-Forma Invoice 

	• Quotes 
	• Quotes 

	• Interim Invoice 
	• Interim Invoice 

	• Statements 
	• Statements 

	• Proposals 
	• Proposals 




	How to submit Invoices & Credit Memos 
	1. Email—Vendors can email directly to . 
	1. Email—Vendors can email directly to . 
	1. Email—Vendors can email directly to . 
	accountspayable@nccu.edu
	a. Departments can be cc’d. 
	a. Departments can be cc’d. 
	a. Departments can be cc’d. 

	b. One invoice per attachment.  Invoice upload data limit is 15MB. 
	b. One invoice per attachment.  Invoice upload data limit is 15MB. 

	c. Credit Memos must be submitted via email to . 
	c. Credit Memos must be submitted via email to . 
	accountspayable@nccu.edu






	 
	2. Supplier Portal—Vendors can sign up for access to the supplier portal to submit invoices directly into Eagle’s Purch. 
	2. Supplier Portal—Vendors can sign up for access to the supplier portal to submit invoices directly into Eagle’s Purch. 
	2. Supplier Portal—Vendors can sign up for access to the supplier portal to submit invoices directly into Eagle’s Purch. 
	a. For additional details contact a member of the Accounts Payable Staff. 
	a. For additional details contact a member of the Accounts Payable Staff. 
	a. For additional details contact a member of the Accounts Payable Staff. 

	b. Credit memos cannot be processed in the Supplier Portal and must be submitted by email to . 
	b. Credit memos cannot be processed in the Supplier Portal and must be submitted by email to . 
	accountspayable@nccu.edu





	3.  Important Information -It is the responsibility of the department, or the requestor individually, to maintain purchase orders and communicate changes to the vendor to ensure invoices have the correct purchase order listed. 
	3.  Important Information -It is the responsibility of the department, or the requestor individually, to maintain purchase orders and communicate changes to the vendor to ensure invoices have the correct purchase order listed. 
	L
	a. Invoices received with the incorrect purchase order listed will cause a delay in payment. If a purchase order was in place at the time the invoice was created, it is the department’s responsibility to inform the AP Staff of the appropriate purchase order to use by written communication. 
	a. Invoices received with the incorrect purchase order listed will cause a delay in payment. If a purchase order was in place at the time the invoice was created, it is the department’s responsibility to inform the AP Staff of the appropriate purchase order to use by written communication. 

	b. Departments will be notified if a PO needs receiving or if the PO is invalid.  Please respond in a timely manner in order to avoid forced matching or direct payment of an invoice. 
	b. Departments will be notified if a PO needs receiving or if the PO is invalid.  Please respond in a timely manner in order to avoid forced matching or direct payment of an invoice. 

	c. All communication regarding an invoice in process should be submitted in the comments tab of the invoice.  
	c. All communication regarding an invoice in process should be submitted in the comments tab of the invoice.  





	The Invoice Workflow 
	 
	Figure

	 
	When an invoice is processed into Eagles Purch for payment it enters a series of reviews referred to as the invoice workflow.  
	The standard invoice workflow is 4 steps. Accessing the “Approvals” tab in an invoice will provide information of the current status of an invoice and what department or person is currently responsible for reviewing and approval of the invoice.  
	Hold for Receiving 
	Once a PO invoice is submitted, Eagles Purch will look for a matching receipt (a receipt created in EP that aligns with the invoice exactly). When a matching receipt is not found, the invoice will trigger the ‘Hold for Receiving’ workflow step. At this time, the requisitioner will receive system generated notifications that an invoice is in process and awaiting a receipt. 
	Receipt reminder notifications start as follows for varying invoice sources and continue for 15 days: 
	• Electronic – initial reminder sent 5 days after invoice submission. 
	• Electronic – initial reminder sent 5 days after invoice submission. 
	• Electronic – initial reminder sent 5 days after invoice submission. 

	• Manual – initial reminder sent 2 days after invoice submission. 
	• Manual – initial reminder sent 2 days after invoice submission. 

	• Portal – initial reminder sent 2 days after invoice submission. 
	• Portal – initial reminder sent 2 days after invoice submission. 


	Once matched, the invoice will proceed to AP Review for continued payment processing. 
	 
	 
	AP Review 
	Once an invoice has completed Holding for Receiving, the invoice is now reviewed by an AP staff member.  The submitted invoice is verified against the attached PDF file.  Bank codes, remit addresses, accounting dates, and other corrections are typically applied if needed during this step.  IF there is an issue with an invoice a comment is noted on the invoice and the staff member will cancel or reject the invoice. 
	Once the invoice is approved by AP review, it will proceed to Final Approval.   
	Final Approval 
	This is the final review by AP Supervisor for payment.  
	OK to Pay Notification 
	Once an invoice has been approved it is now queued to have the payment details exported to Banner 9 for the check printing process.   
	 
	Electronic Form Request  
	 
	Figure

	When an invoice is submitted for payment by this method a purchase order is not required but the process to approve a transaction are extensive. The AP Request invoice workflow is 9 steps. The first 5 steps are listed above.  
	The offices responsible for these approvals include but are not limited to; Department Fund Approvers, Budget Office, Purchasing Department and Comptroller’s Office. The approval process for this workflow requires that ALL supporting documents are attached to the request at the time of submission.  Each stage in the workflow requires approvals that indicate the transaction meets all standards for payment based on 
	role. Insufficient documentation can result in payment delays or invoice cancelation prior to reaching . 
	AP Review

	Once an invoice completes the 5th step it flows into the standard workflow starting with the .  
	AP Review

	 
	Delays in the Workflow 
	, when this step is not completed in the allotted timeframe a new step is added to the workflow.   
	HFR
	Figure

	 
	 
	Matching Exceptions 
	If a matching receipt is not created after 15 days, the invoice will trigger the ‘Matching Exceptions’ workflow step for manual intervention. AP will take the following steps: 
	• Check the ‘Comments” tab of the invoice for any communication regarding the invoice. Sometimes department contacts will leave a comment to indicate why they have not yet created a receipt (ie. Items/service not yet received, disputing invoice charges, mis key, etc.) 
	• Check the ‘Comments” tab of the invoice for any communication regarding the invoice. Sometimes department contacts will leave a comment to indicate why they have not yet created a receipt (ie. Items/service not yet received, disputing invoice charges, mis key, etc.) 
	• Check the ‘Comments” tab of the invoice for any communication regarding the invoice. Sometimes department contacts will leave a comment to indicate why they have not yet created a receipt (ie. Items/service not yet received, disputing invoice charges, mis key, etc.) 

	• If no comment is present, AP will leave a comment directed to the requisitioner to create a receipt as to not further delay payment. 
	• If no comment is present, AP will leave a comment directed to the requisitioner to create a receipt as to not further delay payment. 


	***urgent***please create a receipt for this transaction, the invoice will not be approved for payment until this step is complete.  IF a dispute is in process please respond by creating a comment to the AP staff with details regarding the issue and contact the vendor for the resolution. 
	• If after one week since contacting the requisitioner no response is received and/or no matching receipt is created, AP will approve, and force match the invoice. 
	• If after one week since contacting the requisitioner no response is received and/or no matching receipt is created, AP will approve, and force match the invoice. 
	• If after one week since contacting the requisitioner no response is received and/or no matching receipt is created, AP will approve, and force match the invoice. 


	Once force matched, the invoice will transition to .  When an invoice is rerouted into Matching Exceptions 15 days have passed. The likelihood of a payment taking place on time decrease significantly.  Matching Exceptions is a shared responsibility between the requisitioner and the AP staff and communication is required to get the invoice back to the .   
	AP Review
	standard workflow

	A best practice to increase payment efficiency is creating the required receipt as soon as possible.  When goods or services have been completed delivered or accepted, the receipt can be created. The invoice does not have to be available in the system prior to the receipt being created.  The receipt is created and tracked as a function of the purchase order.  
	  
	P
	Figure

	 
	Provides quick access to various AP functions and resources that assist in the invoicing process. Please note that this screen can vary based on user access.  
	a. Searches 
	a. Searches 
	a. Searches 
	i. These custom searches are created to quickly retrieve documents that meet specific parameters.   
	i. These custom searches are created to quickly retrieve documents that meet specific parameters.   
	i. These custom searches are created to quickly retrieve documents that meet specific parameters.   
	i. These custom searches are created to quickly retrieve documents that meet specific parameters.   





	b. Reports 
	b. Reports 
	i. This function allows searches to be exported for use by various departments or decision makers 
	i. This function allows searches to be exported for use by various departments or decision makers 
	i. This function allows searches to be exported for use by various departments or decision makers 
	i. This function allows searches to be exported for use by various departments or decision makers 





	 
	 
	c. Document Search
	i. This feature allows users to search for invoices that have been submitted into Eagles’ Purch for payment 
	i. This feature allows users to search for invoices that have been submitted into Eagles’ Purch for payment 
	i. This feature allows users to search for invoices that have been submitted into Eagles’ Purch for payment 
	i. This feature allows users to search for invoices that have been submitted into Eagles’ Purch for payment 

	ii. Additional search methods can be used, and additional filters can be added to expand or narrow search results. 
	ii. Additional search methods can be used, and additional filters can be added to expand or narrow search results. 





	d. Create a Receipt 
	d. Create a Receipt 
	i. This feature allows end users to create a quantity or cost receipt using the purchase order number 
	i. This feature allows end users to create a quantity or cost receipt using the purchase order number 
	i. This feature allows end users to create a quantity or cost receipt using the purchase order number 
	i. This feature allows end users to create a quantity or cost receipt using the purchase order number 





	e. My Invoices 
	e. My Invoices 
	i. Shows invoices submitted by user and allows quick access to check status or editing.  
	i. Shows invoices submitted by user and allows quick access to check status or editing.  
	i. Shows invoices submitted by user and allows quick access to check status or editing.  
	i. Shows invoices submitted by user and allows quick access to check status or editing.  





	f. Organization Message 
	f. Organization Message 
	i. This section includes important communication from the Finance Department. 
	i. This section includes important communication from the Finance Department. 
	i. This section includes important communication from the Finance Department. 
	i. This section includes important communication from the Finance Department. 

	ii. It includes video guided instructions for completing various tasks needed to make purchases or complete the payment process. 
	ii. It includes video guided instructions for completing various tasks needed to make purchases or complete the payment process. 

	iii. This section also includes a video and pdf format details of changes to features due to software updates.  
	iii. This section also includes a video and pdf format details of changes to features due to software updates.  






	AP Shortcuts 
	The submenu gives quick access to invoices and receipts. Some individuals will have access to approvals. 
	 
	Figure

	 
	Figure
	 
	 
	, , Search AP Requests 
	AP Home
	Search for Invoices
	Figure

	  
	Invoice Search 
	Within the AP Module Tab end users can access the Invoice Search tool.  This allows end users to search for invoices by vendor, purchase order number, user, and many other filters. The search results will provide information such as current workflow status and payment status. 
	Accounts Payable Submenu  
	Figure

	Figure
	 
	1. Enter the Invoice number (A#), Supplier Invoice Number, or Vendor. You can also narrow down search using purchase order number. 
	1. Enter the Invoice number (A#), Supplier Invoice Number, or Vendor. You can also narrow down search using purchase order number. 
	1. Enter the Invoice number (A#), Supplier Invoice Number, or Vendor. You can also narrow down search using purchase order number. 

	2. “Add filters” allow a user to search for documents using various types of information. 
	2. “Add filters” allow a user to search for documents using various types of information. 
	• Identifiers- Invoice Name, PO Numbers, etc. 
	• Identifiers- Invoice Name, PO Numbers, etc. 
	• Identifiers- Invoice Name, PO Numbers, etc. 

	• Dates- Due Date, Accounting Date, etc. 
	• Dates- Due Date, Accounting Date, etc. 

	• General Info- Department, Invoice Owner, etc. 
	• General Info- Department, Invoice Owner, etc. 

	• Item Details- Item Type, Product Description, etc. 
	• Item Details- Item Type, Product Description, etc. 

	• Properties- Pay Status, Invoice search, etc.  
	• Properties- Pay Status, Invoice search, etc.  

	• Custom Fields-Account Number, Fund, etc. 
	• Custom Fields-Account Number, Fund, etc. 
	Figure
	Figure
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	Search for AP Request (electronic check request). 
	P
	Figure

	 
	  
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 Creating Check Request 
	North Carolina Central University uses purchase orders as our primary method of procurement. A check request is used when you do not have a purchase order in place, or the purchase order has been closed, or the vendor does not accept Purchase orders.  
	Speakers and Entertainers, require a 4% tax withholding for out of state vendors with invoices over $1,500.00. 
	 
	From Eagle Purch Home Page (Admin Dashboard), Select Shopping Cart, then select Shopping Home. 
	Figure

	Figure
	    
	Figure
	 
	From the Shopping Home Page (Shopping Cart Icon), under Electronic Forms, select Check Request. 
	Figure

	Figure
	Figure
	 
	  
	Instructions 
	1. Form Instructions-Please read to ensure that your submission meets the requirements. 
	1. Form Instructions-Please read to ensure that your submission meets the requirements. 
	1. Form Instructions-Please read to ensure that your submission meets the requirements. 
	a. If No, Disregard Request. If Yes, select Next. 
	a. If No, Disregard Request. If Yes, select Next. 
	a. If No, Disregard Request. If Yes, select Next. 





	Form Number-Assigned to each submission, once status changes to complete will generate Invoice number (A….). 
	Figure

	Figure
	 
	Figure
	Figure
	Details  
	Required Field 
	     
	     
	     
	     


	Figure

	2. Form Name-Assign a name to your draft, Select Save Progress (successfully saved), then Next (required actions). 
	2. Form Name-Assign a name to your draft, Select Save Progress (successfully saved), then Next (required actions). 
	2. Form Name-Assign a name to your draft, Select Save Progress (successfully saved), then Next (required actions). 


	  
	Figure

	 
	Figure
	Figure
	  
	Supplier Search 
	3. Supplier-There are several “Search” criteria’s 
	3. Supplier-There are several “Search” criteria’s 
	3. Supplier-There are several “Search” criteria’s 
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	b. Another search is Supplier Search feature  
	b. Another search is Supplier Search feature  
	b. Another search is Supplier Search feature  
	b. Another search is Supplier Search feature  
	Figure




	Figure
	 
	i. You will be directed to Supplier Search Page, Type vendor name example “Apple”, then click on the magnifying glass. 
	i. You will be directed to Supplier Search Page, Type vendor name example “Apple”, then click on the magnifying glass. 
	i. You will be directed to Supplier Search Page, Type vendor name example “Apple”, then click on the magnifying glass. 
	i. You will be directed to Supplier Search Page, Type vendor name example “Apple”, then click on the magnifying glass. 
	i. You will be directed to Supplier Search Page, Type vendor name example “Apple”, then click on the magnifying glass. 
	Figure





	Figure
	 
	Figure
	ii. You will be directed to a list of Suppliers that have “Apple” in their name.  From this list, you will Select the correct Vendor, once selected the Vendor and Remit to Address will populate in Supplier field. 
	ii. You will be directed to a list of Suppliers that have “Apple” in their name.  From this list, you will Select the correct Vendor, once selected the Vendor and Remit to Address will populate in Supplier field. 
	ii. You will be directed to a list of Suppliers that have “Apple” in their name.  From this list, you will Select the correct Vendor, once selected the Vendor and Remit to Address will populate in Supplier field. 
	ii. You will be directed to a list of Suppliers that have “Apple” in their name.  From this list, you will Select the correct Vendor, once selected the Vendor and Remit to Address will populate in Supplier field. 
	ii. You will be directed to a list of Suppliers that have “Apple” in their name.  From this list, you will Select the correct Vendor, once selected the Vendor and Remit to Address will populate in Supplier field. 
	• Please note, if you are unable to locate your Vendor, contact Purchasing () for further instructions. 
	• Please note, if you are unable to locate your Vendor, contact Purchasing () for further instructions. 
	• Please note, if you are unable to locate your Vendor, contact Purchasing () for further instructions. 
	Purchasing@nccu.edu








	 
	 
	Figure
	Figure
	Remit to Address 
	4. Select BI Billing 1 (Primary Remittance) from drop down box, Save Progress, then Next.  “When the Invoice is reviewed by Accounts Payable, we will select the correct address on Supplier Invoice”.  
	4. Select BI Billing 1 (Primary Remittance) from drop down box, Save Progress, then Next.  “When the Invoice is reviewed by Accounts Payable, we will select the correct address on Supplier Invoice”.  
	4. Select BI Billing 1 (Primary Remittance) from drop down box, Save Progress, then Next.  “When the Invoice is reviewed by Accounts Payable, we will select the correct address on Supplier Invoice”.  
	Figure



	Figure
	 
	Figure
	 
	Questions-Check Request Information 
	5. Invoice Details (All fields must be completed in this section, then Save Progress, Next). 
	5. Invoice Details (All fields must be completed in this section, then Save Progress, Next). 
	5. Invoice Details (All fields must be completed in this section, then Save Progress, Next). 


	Supplier Invoice Number- Maximum characters in this field is 15 (spaces included). 
	Product Description-What is being purchased or reimbursed. 
	Figure
	 
	Currency-USD 
	Invoice Date-Supplier Form  
	Apply 4% Withholding Tax 
	Yes - Required by North Carolina for Out of State (Entertainment, Speakers) Vendor payment(s) greater than $1,500.00 as stated on Contract. 
	Figure
	   Check Amount-Total amount minus Taxes (NCCU Tax exempt). 
	    Justification Description-Why a check request is being submitted instead of a requisition. 
	a. “Check Request” should only be used for non-recurring purchases when a PO will not be accepted by vendor.  
	a. “Check Request” should only be used for non-recurring purchases when a PO will not be accepted by vendor.  
	a. “Check Request” should only be used for non-recurring purchases when a PO will not be accepted by vendor.  
	Figure



	Figure
	 
	Figure
	 
	Invoice Upload - Select Upload 
	Figure
	Figure
	Title-Without, file will not upload. 
	File-Upload Invoice (attachment) 
	a. Can only upload “One” Invoice in this section. Please note, you cannot submit multiple invoices for payment, each invoice will have to be entered separately with their own system generated invoice number (A….) Once invoice is uploaded, Save Changes. 
	  
	Figure

	 
	Figure
	Figure
	Figure
	 
	Contract Upload-Only signed contracts are to be uploaded. This is the last field, if all questions have been answered, Select Save Progress Then Next. 
	Figure

	 
	Figure
	 
	 
	 
	 
	 
	Codes 
	6. FOAP - Insert funding and location code (required), Completed, select Next. 
	6. FOAP - Insert funding and location code (required), Completed, select Next. 
	6. FOAP - Insert funding and location code (required), Completed, select Next. 
	a. Split FOAP - Two or more funds, Select Edit. 
	a. Split FOAP - Two or more funds, Select Edit. 
	a. Split FOAP - Two or more funds, Select Edit. 
	Figure
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	Figure
	Add Split  
	Figure

	Split FOAP - Funds entered, select Next. 
	Figure
	Figure
	 
	 
	Attachments 
	7. Additional Attachments-Purchasing Check Request Justification and other documents deemed pertinent. Once uploaded, Select Save Progress, then Next. 
	7. Additional Attachments-Purchasing Check Request Justification and other documents deemed pertinent. Once uploaded, Select Save Progress, then Next. 
	7. Additional Attachments-Purchasing Check Request Justification and other documents deemed pertinent. Once uploaded, Select Save Progress, then Next. 
	Figure
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	Figure
	Review and Submit 
	8. Action Needed-Field Incomplete, make revisions in the section highlighted.  Once completed, Select Submit. 
	8. Action Needed-Field Incomplete, make revisions in the section highlighted.  Once completed, Select Submit. 
	8. Action Needed-Field Incomplete, make revisions in the section highlighted.  Once completed, Select Submit. 
	Figure



	Figure
	 
	Figure
	 
	Figure
	Required Fields Complete – Submit. 
	Figure

	. 
	Figure
	 
	 
	9. Confirm-Last opportunity to cancel request. When the form is ready to be submitted confirm by selecting Yes. 
	9. Confirm-Last opportunity to cancel request. When the form is ready to be submitted confirm by selecting Yes. 
	9. Confirm-Last opportunity to cancel request. When the form is ready to be submitted confirm by selecting Yes. 
	Figure



	Figure
	 
	 
	10. Invoice Number is generated by the System-A0033128, Status has changed to Approved. 
	10. Invoice Number is generated by the System-A0033128, Status has changed to Approved. 
	10. Invoice Number is generated by the System-A0033128, Status has changed to Approved. 
	Figure



	 
	Figure
	  
	Creating Receipts 
	Receipts are created to verify that items, or services “landscaping, temporary employment service, repairs to machinery, etc.” have been received or rendered.  All invoices need receipts before invoice can move forward to AP review stage and payment can be rendered. Please create receipt when you receive good or service rendered. 
	Creating a Qty Receipt 
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	2. Select Invoice Tab.  Verify Invoiced Amount. 
	2. Select Invoice Tab.  Verify Invoiced Amount. 
	2. Select Invoice Tab.  Verify Invoiced Amount. 


	 
	Figure
	Figure

	 
	3. Click Receipts tab select Plus (+) sign on top right of screen. 
	3. Click Receipts tab select Plus (+) sign on top right of screen. 
	3. Click Receipts tab select Plus (+) sign on top right of screen. 
	Figure
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	4. Header Information is Optional for department. You can fill in Delivered By, Notes, Date of Delivery, and Add Attachments. Ex. Packing slips, Tracking info. 
	4. Header Information is Optional for department. You can fill in Delivered By, Notes, Date of Delivery, and Add Attachments. Ex. Packing slips, Tracking info. 
	4. Header Information is Optional for department. You can fill in Delivered By, Notes, Date of Delivery, and Add Attachments. Ex. Packing slips, Tracking info. 

	5. Enter Quantity received. 
	5. Enter Quantity received. 
	Figure



	Figure
	 
	Figure
	Figure
	Figure
	Figure
	 
	 
	6. Select Save updates 
	6. Select Save updates 
	6. Select Save updates 

	7. Select Complete. 
	7. Select Complete. 
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	8. Receipt No. provided once complete.  
	8. Receipt No. provided once complete.  
	8. Receipt No. provided once complete.  

	9. You have the option to print receipt or click on PO number below to return to Purchase order. 
	9. You have the option to print receipt or click on PO number below to return to Purchase order. 
	Figure



	 
	Figure
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	Creating a Cost Receipts (Standing PO’s)  
	 
	1. Open PO by clicking on PO number. 
	Figure

	Figure
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	3. Click Receipts tab select Plus (+) sign on top right of scree 
	3. Click Receipts tab select Plus (+) sign on top right of scree 
	3. Click Receipts tab select Plus (+) sign on top right of scree 
	Figure



	 
	Figure
	4. Header Information is Optional for department. You can fill in Delivered By, Notes, Date of Delivery, and Add Attachments. Ex. Packing slips, Tracking info. 
	4. Header Information is Optional for department. You can fill in Delivered By, Notes, Date of Delivery, and Add Attachments. Ex. Packing slips, Tracking info. 
	4. Header Information is Optional for department. You can fill in Delivered By, Notes, Date of Delivery, and Add Attachments. Ex. Packing slips, Tracking info. 

	5. Enter Approved Invoice Amount.   
	5. Enter Approved Invoice Amount.   

	6. Select Complete. 
	6. Select Complete. 
	Figure
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	Figure
	Figure
	Figure
	Figure
	Figure
	 
	 
	7. Receipt No. provided once complete.  
	7. Receipt No. provided once complete.  
	7. Receipt No. provided once complete.  

	8. You have the option to print receipt or click on PO number below to return to Purchase order. 
	8. You have the option to print receipt or click on PO number below to return to Purchase order. 
	Figure
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	Leaving Comments 
	Open and effective communication is the most productive way of resolving invoice issues.  Using comments in Eagle’s Purch is the preferred method of communication.  It provides direct communication between the AP staff, and participants involved in the invoicing process.  Comments can also be used to add details and provide useful information that explains the history of an invoice.  Comments also allow users to add attachments such as supporting documents or requested materials.  
	1. Open Invoice. 
	1. Open Invoice. 
	1. Open Invoice. 
	Figure
	Figure



	 
	Figure
	 
	 
	 
	2. Select on the Tab that says Comments. 
	2. Select on the Tab that says Comments. 
	2. Select on the Tab that says Comments. 
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	3. Click the + plus sign.  
	3. Click the + plus sign.  
	3. Click the + plus sign.  
	Figure
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	5. If the recipient, you want is not available Click Add Email Recipient. You can search using “Last Name, First Name, Email, Department, Role (pulls a listing of employees in specified area), etc”.  
	5. If the recipient, you want is not available Click Add Email Recipient. You can search using “Last Name, First Name, Email, Department, Role (pulls a listing of employees in specified area), etc”.  
	5. If the recipient, you want is not available Click Add Email Recipient. You can search using “Last Name, First Name, Email, Department, Role (pulls a listing of employees in specified area), etc”.  
	Figure



	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	6. Enter your comment in the Comment Field. 
	6. Enter your comment in the Comment Field. 
	6. Enter your comment in the Comment Field. 

	7. Attachments (optional) Select Choose File.  
	7. Attachments (optional) Select Choose File.  

	8. Select Add Comment.   
	8. Select Add Comment.   
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	Figure
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	Troubleshooting 
	There are several situations that can lead to problems in processing invoices.  End users can use the information provided by Eagle’s Purch to manage, identify, and resolve most issues.  Not managing invoice balances on a purchase order can lead to invoices being delayed for payment or open encumbrances that delay end of year closing processes.  Effective management of receipts can maintain timely processing of invoices helping us meet net 30 terms. 
	Receipts 
	Using Eagle’s Purch to research receipts created against a purchase order. 
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	ii. Open cost— the amount available to be invoiced against the purchase order. 
	ii. Open cost— the amount available to be invoiced against the purchase order. 
	ii. Open cost— the amount available to be invoiced against the purchase order. 
	ii. Open cost— the amount available to be invoiced against the purchase order. 
	ii. Open cost— the amount available to be invoiced against the purchase order. 

	iii. Net received— the total value of the received goods or services that have been received by an end user.  
	iii. Net received— the total value of the received goods or services that have been received by an end user.  

	iv. Purchase Order value – Net received = Open cost. 
	iv. Purchase Order value – Net received = Open cost. 




	  
	Invoices 
	Using Eagle’s Purch to research invoices that have been submitted against a purchase order. 
	P
	Figure

	 
	a. Invoicing Summary- contains details for each processed invoice such as:  
	a. Invoicing Summary- contains details for each processed invoice such as:  
	a. Invoicing Summary- contains details for each processed invoice such as:  
	a. Invoicing Summary- contains details for each processed invoice such as:  
	• Invoice no. (EP reference) 
	• Invoice no. (EP reference) 
	• Invoice no. (EP reference) 

	• Supplier invoice number (vendor reference)  
	• Supplier invoice number (vendor reference)  

	• Due date  
	• Due date  

	• Invoice type  
	• Invoice type  

	• Payment status  
	• Payment status  

	• Invoice status  
	• Invoice status  

	• Invoice total 
	• Invoice total 

	• Invoiced by (typically AP staff).  
	• Invoiced by (typically AP staff).  
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	i. Open cost- is the amount remaining to be invoiced from a purchase order. 
	i. Open cost- is the amount remaining to be invoiced from a purchase order. 
	i. Open cost- is the amount remaining to be invoiced from a purchase order. 
	i. Open cost- is the amount remaining to be invoiced from a purchase order. 
	i. Open cost- is the amount remaining to be invoiced from a purchase order. 

	ii. Net invoiced- is the total value of all processed invoices. 
	ii. Net invoiced- is the total value of all processed invoices. 

	iii. Purchase Order Value – Net invoiced = Open cost. 
	iii. Purchase Order Value – Net invoiced = Open cost. 




	 
	Reconciling Receipts with Invoices 
	2. Reconciling the receipts with invoices makes the payment process more efficient.  It decreases delays in the invoicing workflow and helps maintain timely payments.  When Net Invoiced = Net Received = Purchase Order Value, the purchase order will close at the appropriate time.  Using the information from the receipts tab and the invoice tab a user can determine if an invoice is missing, a receipt needs to be created, or items or service have yet to be provided.     
	2. Reconciling the receipts with invoices makes the payment process more efficient.  It decreases delays in the invoicing workflow and helps maintain timely payments.  When Net Invoiced = Net Received = Purchase Order Value, the purchase order will close at the appropriate time.  Using the information from the receipts tab and the invoice tab a user can determine if an invoice is missing, a receipt needs to be created, or items or service have yet to be provided.     
	2. Reconciling the receipts with invoices makes the payment process more efficient.  It decreases delays in the invoicing workflow and helps maintain timely payments.  When Net Invoiced = Net Received = Purchase Order Value, the purchase order will close at the appropriate time.  Using the information from the receipts tab and the invoice tab a user can determine if an invoice is missing, a receipt needs to be created, or items or service have yet to be provided.     


	 
	When the Net Invoiced does not equal Net Received 
	1. Use the Invoice tab to view what has been billed. 
	1. Use the Invoice tab to view what has been billed. 
	1. Use the Invoice tab to view what has been billed. 

	2. Use the Receipts tab to review what has been received. 
	2. Use the Receipts tab to review what has been received. 
	a. Review the quantity receipted matches the quantity invoiced: 
	a. Review the quantity receipted matches the quantity invoiced: 
	a. Review the quantity receipted matches the quantity invoiced: 





	Ordered 8 pens @ $3.99 each but received and invoiced for 2 pens @ $3.99 each. 
	In this situation contact the vendor about the shipment.    
	 
	3. Contact the AP department if there are any questions or issues by leaving a comment on the invoice.  If there is no invoice to leave a comment email an AP staff member and please contact the vendor and have the invoice forwarded to . 
	3. Contact the AP department if there are any questions or issues by leaving a comment on the invoice.  If there is no invoice to leave a comment email an AP staff member and please contact the vendor and have the invoice forwarded to . 
	3. Contact the AP department if there are any questions or issues by leaving a comment on the invoice.  If there is no invoice to leave a comment email an AP staff member and please contact the vendor and have the invoice forwarded to . 
	accountspayable@nccu.edu



	 
	Figure
	 
	Open Encumbrances 
	Every purchase order may not end fully exhausted. Open encumbrances can occur after all invoices for a purchase order may have paid but there is still a balance on the purchase order.   
	When your purchase order has not been paid out fully. 
	1. Use the Invoice tab to view what has been billed. 
	1. Use the Invoice tab to view what has been billed. 
	1. Use the Invoice tab to view what has been billed. 
	a. Review the net invoiced to determine the total invoiced. 
	a. Review the net invoiced to determine the total invoiced. 
	a. Review the net invoiced to determine the total invoiced. 

	b. Review the open cost. 
	b. Review the open cost. 
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	2. Use the Receipts tab to review what has been received. 
	2. Use the Receipts tab to review what has been received. 
	2. Use the Receipts tab to review what has been received. 

	3. If there are no additional invoices expected to be billed against this purchase order, please contact the Purchasing Department to close purchase order after all invoices applied are paid.  
	3. If there are no additional invoices expected to be billed against this purchase order, please contact the Purchasing Department to close purchase order after all invoices applied are paid.  

	4. If additional invoices are expected to be billed.  
	4. If additional invoices are expected to be billed.  
	a. If there is another purchase order already in place. Contact the vendor and update the purchase order number for the additional invoices.  
	a. If there is another purchase order already in place. Contact the vendor and update the purchase order number for the additional invoices.  
	a. If there is another purchase order already in place. Contact the vendor and update the purchase order number for the additional invoices.  

	b. If there is NOT another purchase order in place; an electronic check request will need to be submitted for payment. 
	b. If there is NOT another purchase order in place; an electronic check request will need to be submitted for payment. 





	 
	 
	AP Contacts 
	 
	Should you have questions please contact the Purchasing Office () with questions related to purchase requisitions/orders and Accounts Payable () for questions related to invoices and payments. 
	purchasing@nccu.edu
	accountspayable@nccu.edu

	 
	Joyce Worthy| Accounts Payable Supervisor  
	Phone: 919-539-6249  
	Email:  
	jworthy8@NCCU.EDU

	 
	Randi Osorio| Lead Accounts Payable Technician 
	Phone: 919-530-7866 
	Email:  
	rosorio@NCCU.EDU

	Reconciliation of statements, discrepancies, past due invoices 
	 
	Nina Sheppard| Accounts Payable Technician 
	Phone: 919-530-7044 
	Email:  
	nsheppard@NCCU.EDU

	Vendors (#-J) 
	Kingsley Childs| Accounts Payable Technician 
	Phone: 919-530-6360 
	Email:  
	kchilds1@NCCU.EDU

	Vendors (K-Z) 
	Lisa Melvin| Accounts Payable Technician 
	Phone: 919-530-7085 
	Email:  
	lemelvin@NCCU.EDU

	Check request, Utilities, Capital Projects 
	 
	 



