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EP.020.720 - Routing ePro Invoices
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to use the ePro system to route invoices for approval where a purchase order does not need to be sent to the vendor, however is needed in order for a payment to be processed by Accounts Payable. 

ePro Invoice Routing allows your institution to enter, approve, budget check and dispatch a purchase order making it available for immediate payment. Creating ePro requisitions and purchase orders will also enable your institution the ability to track NIGP (National Institute for Governmental Purchasing) code spending.

After you create the requisition and it is approved, you can then expedite the requisition to be sourced to a purchase order. This is all done by running the PO Autosource process. Finally, you can dispatch the PO for a payment voucher to be created.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Describe how to route an invoice through the ePro system for immediate payment. 
- Identify what your institution will have the ability to track by creating ePro requisitions and purchase orders.
- Define the purpose of the PO Autosource process.
- Define what status a PO must have in order for it to be vouchered.




	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, imagine that need to pay an invoice for services already rendered. You need to create a requisition for Invoice #12345. The Vendor ID is 0000000002; the Category is 00505; the Item Description is Services; the amount is $500.

After you create the requisition, you will log on as the Approver and approve the requisition.

After approving the requisition, you will log on as the Buyer and source the requisition to a purchase order and dispatch the PO via phone.

Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x00000069] 
	Click the Create Requisition button.

	2. [bookmark: ID0x0000006A] 
	Click the 1. Define Requisition button.


	3. [bookmark: ID0x0000006B] 
	Enter "INVOICE 12345" in the Requisition Name field. 

	4. [bookmark: ID0x0000006C] 
	Click the expand object.


	5. [bookmark: ID0x0000006D] 
	The Line Defaults section should be completed to default information to all lines that will be entered on the requisition.

	6. [bookmark: ID0x0000006E] 
	Enter "0000000002" in the vendor field. 

	7. [bookmark: ID0x0000006F] 
	Click the Look-up object.


	8. [bookmark: ID0x00000070] 
	In production, the Buyer selected for all invoice requisitions would be the specific Buyer for your campus.

Click the APONLY buyer, (generic for this example only).


	9. [bookmark: ID0x00000071] 
	Click the Category lookup button to access the list of NIGP codes.


	10. [bookmark: ID0x00000072] 
	Click the appropriate NIGP code.


	11. [bookmark: ID0x00000073] 
	Enter "EA" in the Unit of Measure (Alt+5) field. 

	12. [bookmark: ID0x00000074] 
	Click the Collapse button.


	13. [bookmark: ID0x00000075] 
	Click the Continue button.


	14. [bookmark: ID0x00000076] 
	Click the Special Request tab.


	15. [bookmark: ID0x00000077] 
	Click the Special Item link.


	16. [bookmark: ID0x00000078] 
	Enter "SERVICES" in the Item Description field. 

	17. [bookmark: ID0x00000079] 
	Enter "500" in the Price field. 

	18. [bookmark: ID0x0000007A] 
	Enter "1" in the Quantity field. 

	19. [bookmark: ID0x0000007B] 
	Click the Add Item button.


	20. [bookmark: ID0x0000007C] 
	Click the 3. Review and Submit button.


	21. [bookmark: ID0x0000007D] 
	Click the expand button.


	22. [bookmark: ID0x0000007E] 
	Expanding the lines section will display the line and distribution information. Changes can be made on this page.

	23. [bookmark: ID0x0000007F] 
	Click the collapse button.


	24. [bookmark: ID0x00000080] 
	Data entered in the justification/comment section is shown on the approval page.

Enter "SERVICES ALREADY RENDERED, INVOICE ONLY" in the Justification/Comments field. 

	25. [bookmark: ID0x00000081] 
	Click the Save & preview approvals button.


	26. [bookmark: ID0x00000082] 
	Note the Requisition ID assigned.

	27. [bookmark: ID0x00000083] 
	Click the Submit button.

This will initiate the approval process.


	28. [bookmark: ID0x00000084] 
	The approval status will change to Pending.

	29. [bookmark: ID0x00000085] 
	Log in as the Approver to approve requisition #0000021300.

Press [Enter].

	30. [bookmark: ID0x00000086] 
	Click the Worklist link.


	31. [bookmark: ID0x00000087] 
	Click the Requisition link containing the appropriate REQ ID.


	32. [bookmark: ID0x00000088] 
	Justification comments are shown here.

	33. [bookmark: ID0x00000089] 
	Click the Approve button.


	34. [bookmark: ID0x0000008A] 
	Status changes to Approved.

	35. [bookmark: ID0x0000008B] 
	Log in as the Buyer who will budget check, create and process the purchase order.

	36. [bookmark: ID0x0000008C] 
	Enter "KMORTON" in the Password field. 

	37. [bookmark: ID0x0000008D] 
	Click the eProcurement link.


	38. [bookmark: ID0x0000008E] 
	The buyer should first budget check the requisition. This can be done via the Manage Requisitions link. 

Please refer to business process number EP.020.570 for detailed instructions.

	39. [bookmark: ID0x0000008F] 
	Once the requisition is budget checked successfully, the Requisition is ready to be sourced to a purchase order.

Click the Expedite Requisition link to source the requisition.


	40. [bookmark: ID0x00000090] 
	Enter "APONLY" in the Buyer field. 

	41. [bookmark: ID0x00000091] 
	Click the Search button.


	42. [bookmark: ID0x00000092] 
	In the Requisition Schedule Lines section, all requisitions will be approved requisitions that are available for sourcing to a purchase order. The user can also review the requisition details in case changes need to be made before a purchase order is created.

	43. [bookmark: ID0x00000093] 
	Click the Requisition ID link to view the requisition details.


	44. [bookmark: ID0x00000094] 
	Click the Maximize/Restore button.


	45. [bookmark: ID0x00000095] 
	Click the Close button.


	46. [bookmark: ID0x00000096] 
	Enter "APONLY" in the Default Buyer ID field. 

	47. [bookmark: ID0x00000097] 
	Click the Include checkbox for the requisitions that are ready to be sourced to purchase orders.


	48. [bookmark: ID0x00000098] 
	If you want the PO Built as Pending Approval and require manual approval of the PO, DO NOT Enable this Check Box prior to submitting the Expedite Requisitions process.

	49. [bookmark: ID0x00000099] 
	Click the Build POs as Approved link. 

Note that this will not automatically dispatch the PO.


	50. [bookmark: ID0x0000009A] 
	Click the Submit button to run the PO Autosource process.


	51. [bookmark: ID0x0000009B] 
	Click the Process Monitor link to review the status of the process.


	52. [bookmark: ID0x0000009C] 
	Click the Refresh button.


	53. [bookmark: ID0x0000009D] 
	When the process is complete, the status will be Success.

	54. [bookmark: ID0x0000009E] 
	Click the Manage Purchase Orders link.


	55. [bookmark: ID0x0000009F] 
	Enter "APONLY" in the Buyer field. 

	56. [bookmark: ID0x000000A0] 
	Click the Search button.


	57. [bookmark: ID0x000000A1] 
	Click the purchase order ID link.


	58. [bookmark: ID0x000000A2] 
	Since the PO Status is at Approved, 
Click the Check Budget object.


	59. [bookmark: ID0x000000A3] 
	Click the Dispatch Method list to change the method to phone so that a PO will not print. Depending on how the institution wants to route invoices, it could be left as Print and printed and attached to the invoice.

Once you have changed the Dispatch Method, click the Dispatch button.


	60. [bookmark: ID0x000000A4] 
	Click the OK button.


	61. [bookmark: ID0x000000A5] 
	Click the Yes button.


	62. [bookmark: ID0x000000A6] 
	The PO Status must be Dispatched in order for it to be vouchered.

	63. [bookmark: ID0x000000A7] 
	The PO can also be printed after dispatching by clicking on the View Printable Version link.

	64. [bookmark: ID0x000000A8] 
	Congratulations. You have just completed the ePro Invoice Routing topic. Below is a summary of the key concepts of this lesson:

- You can use the ePro system to route invoices for approval when purchase orders do not need to be sent to the vendor, but are needed to process the payment in Accounts Payable.
- Use the Expedite Requisition page to run the source the approved requisition to a purchase order.
- A purchase order must first be dispatched in order for to be vouchered. 
- By using ePro requisitions and purchase orders, your institution has the ability to track NIGP code spending.
End of Procedure.
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