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Topic Effects of Clicking Final Pay on ProcureAZ Invoice Line Items 
Document 
Types Involved 

Bid☐           Requisition ☐           PO☒                Receipt ☐     Invoice ☒    Credit Memo ☐ 
Report ☐           Vendor ☐       User Profile ☐     Agency Setup ☐       Other ☐ 

Reason for 
Publication 

Final Pay was not functioning properly during ProcureAZ UAT.  The vendor fixed/changed the Final Pay methodology shortly before Go 
Live.  This document will remind users about what to expect from clicking Final Pay on an Invoice Item. 

Steps Resulting 
in  Scenario 
 

1. AP user is entering an invoice line on the Items > General tab.   
a. This is the last payment that is expected on that line item. 
b. User checked Final Pay check box for the line item. 

 
  
Results depend on Invoice line item Receipt status at time of payment and may impact unit cost 

o Critical that the Received amount is accurate before clicking Final Pay 
o Item’s unit cost will be improperly adjusted if Received Quantity is not correct when AP clicks Final 

Pay on the invoice item 
 This INCLUDES Contract Item unit costs 

 

Recommended 
Strategy 

Ensure that the RECEIVED quantity is correct before checking Final Pay  
 PO Items with a status of 3PCR-Complete Receipt when Final Pay is checked on an invoice 
 PO Item quantity will remain as is. 
 If total paid is less than the remaining PO item amount, the PO Unit Cost will be changed. 
 CALCULATION: Unit Cost = Invoice Item Pre-tax Amount / Received Quantity  

 PO Item will be closed. 
 PO Items with a status of 3PPR-Partial Receipt w/Final Pay. 
 PO Item quantity will be CHANGED to the Receipt Quantity. 
 Item Cost will be changed if not paying the full remaining amount for the items received. 
 CALCULATION: Unit Cost = Invoice Item Pre-tax Amount / Received Quantity  

 PO Item will be closed. 
 PO Header (document) will be closed if ALL PO Items have a status of either closed or canceled. 
 

 



Page 2 of 7 
 

 

 
 
Invoice for Scenario 1 

 

 
 
Ordered:  5 Chairs / 3 Bookcases    
(Blue Rectangles) 
 
Received: 3 Chairs  (Partial) /  
3 Bookcases   (Orange Rectangles) 
 
Invoice Items 
• Pay the Permit to Pay  
 Enter Quantity and Unit Price 

for Chairs (item 1) since not 
paying the entire PO Amount 

 Don’t have to enter Invoice 
Quantity and Unit Price for 
Bookcases (item 2) since paying 
the entire amount of the PO  
line item 

• Click Final Pay (Green Rectangle) 
• On Save & Continue, system will 

alert you that you are final paying 
Item 1 (Chairs) and it has not been 
completely received (Pink 
Rectangle) 
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Auto-created Change Order for Scenario 1  
REASON: Final Pay on Item 1 (Chairs) with Partial Receipt  
 

 Quantity decreased to the amount RECEIVED.        (Orange Rectangle) 
 Unit cost not impacted because the cost of each item remains the same as the PO item unit cost. 
 The Invoice Quantity that you had to fill in to support the integration to AFIS is NOT referenced by ProcureAZ in this calculation. 

 A Change Order is sent to the vendor so they will know you don’t want the remaining quantity of Chairs (Item 1). 
 This is why it is CRITICAL that you ensure you have received the proper quantity before clicking Final Pay. 

 Total Dollars for the item was reduced to the Permit to Pay Amount for the item.  (Green Rectangle) 
 PO Status is now Closed because Final Pay was used on ALL/both of the items. (Pink Rectangle) 
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Scenario 1 - PO Line item 1 (Chairs) with Final Pay Before and After Invoice Processing Comparison 
 

ProcureAZ PO Line Item BEFORE the invoice is approved 
o Quantity: 5 
o Unit Cost $15 
o Total Cost: $75 
o PO Line Item Status: Partial Receipt 

 
 

ProcureAZ PO Line Item AFTER the invoice is approved for the item with Final Pay 
o Quantity: REDUCED to Amount Received – 3 (Blue Rectangle) 
o Unit Cost: Remains the same - $15 ea 
o Total Cost: REDUCED to reflect the Reduced Quantity -  $45 (Green Rectangle) 
o PO Line Item Status: CHANGED to Reflect Final Pay for the Line Item - CLOSED (Orange Rectangle) 
NOTE: The PO Document status will be dependent on the status of ALL of the individual line items.  It may or may not have 
changed based on this invoice. 

 

 
 

<<<<<<<<<<<<<<<<<<<<<<<<<<< END SCENARIO 1 >>>>>>>>>>>>>>>>>>>  
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Invoice for Scenario 2 

 

 
Ordered  5 Chairs / 3 Bookcases   
(Blue Rectangles) 
 
Received 5 Chairs / 3 Bookcases  
(Orange Rectangles) 
 
Invoice 
• Paid Less than Permit to Pay for Chairs 

(Black Rectangle)  
 Enter the Quantity and Unit cost 

because not paying the entire PO 
Amount for Chairs (Item 1) 

• Pay Permit to Pay for Bookcases 
 This is the full amount of the PO line, so 

don’t have to enter Invoice Quantity and 
Unit Price 

• Click Final Pay (Green Rectangle) 
• On Save & Continue, system will alert you 

that you are final paying Item 1 (Chairs) and 
it has not been completely received (Pink 
Rectangle) 
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Auto-created Change Order for Scenario 2  
REASON: Final Pay for Less than PO Item Total on Item 1 (Chairs) 

 
 Unit Cost was decreased, instead of Quantity, because all items were received and Final Pay was checked.  (Orange Rectangle) 
 When Final pay is checked ProcureAZ divides the total paid (excluding any tax) by the number of items received to calculate the unit 

price. 
 The Invoice Quantity that you had to fill in to support the integration to AFIS is NOT referenced by ProcureAZ in this calculation. 

 A Change Order is sent to the vendor notifying them of the unit cost change. 
 This is why it is CRITICAL that you ensure you have received the proper quantity before clicking Final Pay.   

 Total Dollars for the item was reduced to the Permit to Pay Amount for the item.  (Green Rectangle) 
 PO Status is now Closed because Final Pay was used on all of the items. (Pink Rectangle) 
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Scenario 2 - PO Line item 1 (Chairs) with Final Pay Before and After Invoice Processing Comparison 
 

ProcureAZ PO Line Item BEFORE the invoice is approved  
o Quantity: 5 
o Unit Cost $15 
o Total Cost: $75 
o PO Line Item Status: Complete Receipt 

 
 

ProcureAZ PO Line Item AFTER the invoice is approved 
o Quantity: Remains the same since all were received - 5 
o Unit Cost: REDUCED since didn’t pay the full amount for the item - CALCULATION: $45 (Paid) / 5 (Received) = $9 ea 

(Blue Rectangle) 
o Total Cost: REDUCED to reflect the Reduced Unit Cost - $45 (Green Rectangle) 
o PO Line Item status: CHANGED to Reflect Final Pay for the Line Item - CLOSED (Orange Rectangle) 
NOTE: The PO Document status will be dependent on the status of ALL of the individual line items.  It may or may not have 
changed based on this invoice. 

 
<<<<<<<<<<<<<<<<<<<<<<<<<<< END SCENARIO 2 >>>>>>>>>>>>>>>>>>> 


