Entering Freight in ProcureAZ 
A majority of unit prices on contracts in ProcureAZ are inclusive of freight charges, so individuals do not normally have to enter Freight on ProcureAZ documents.  For instances where freight has not been included in the Unit Price, ProcureAZ has supported entry on the line item.  Freight is not a separate field on the Commodity Line (CL) in New AFIS.  Due to that fact, ProcureAZ needed to be modified to continue to support ability to encumber freight.  
If Freight has not already been included in the item price, Freight can be entered either at the time of the Requisition/PO (encumber model) or at the time of the invoice in ProcureAZ.  Examples are provided to document the methodology for:
· New methodology for entering freight at the time of the Requisition / Purchase order
· Existing methodology for entering freight on the invoice header
Freight Entry begins on Requisition /Purchase order
The section below walks through the methodology to enter freight on the Requisition / Purchase order when the item price doesn’t already include the freight.  The methodology is to include the freight as an additional line item for the order.  This methodology will encumber the cost of the freight in New AFIS.
TIP: If you are using a contract, the contract will have to include a Freight item that you can select to edit for the freight cost.  This may require the contract to be amended to include the new line prior to you processing the Requisition/PO
Requisition (Purchase Order would be same format)
If you have purchased multiple items and expect to receive them in partial shipments, it is probably best for you to spread the freight across all of the items by entering the same quantity for freight and dividing the total cost by the number of units.  
ProcureAZ Requisition/ PO 
Create Requisition with both item and freight as separate line items.  
· If it is an open market document, the user will need to add the separate line for Freight
· The Freight commodity code must be 962-86.    
· If it is a release requisition, Freight will have to be on the Master Blanket to select.  
· User will have to update the Freight unit cost on both documents.

TIP: Equal quantity for freight and item is recommended practice to enable receipt of item and freight in same quantity.




As noted above, to encumber freight when it is not already part of the item cost, Freight needs to be added as a separate line on the Requisition/Purchase Order.  The user will always have to enter Quantity and Unit Price on the item.  If creating the Freight item from scratch on an Open Market requisition, the user will also need to ensure that NIGP codes 962-86 is entered.  In this example, total cost for freight is $45.00.
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New AFIS Requisition for ProcureAZ Open Market Requisition    Automatic Integration of Open Market Requisition – sample of Freight line integration
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Continued on Next Page



Receipt
When the goods are received, equal parts of freight should also be received.  This implies that receivers with equal quantities must be entered for both the item and the freight lines.
ProcureAZ Receipt  Received two (2) of the three (3) items 
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New AFIS -  No integration for ProcureAZ Receipts  
Invoice
ProcureAZ Invoice - pay for equivalent quantities of items and freight to match freight cost
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New AFIS Payment Request  (AFIS term for invoice is Payment Request)
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Freight not Entered Until Time of Invoice – Freight not encumbered
If the freight is not part of the unit cost and not entered as a separate line in ProcureAZ, freight cost (if applicable) will need to be entered on the Invoice General Tab (Invoice Header).  This implies that the freight cost has not yet been encumbered.  The screen shots below illustrate the document entry methodology when freight is not entered until time of invoice.  
Requisition (Purchase Order would be same format)
Enter item(s) on the item tab.  Do not add a line/item for Freight 
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New AFIS Requisition for ProcureAZ Open Market Requisition    Automatic Integration of Open Market Requisition – sample of Item line integration
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Receipt
ProcureAZ Receipt  Received two (2) of the three (3) items 
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New AFIS -  No integration for ProcureAZ Receipts


Invoice
ProcureAZ Invoice - add the total Freight for the invoiced items on the General tab of the invoice.
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New AFIS Payment Request  (AFIS term for invoice is Payment Request)  -- Automatic Integration of ProcureAZ invoice 
TIP: Commodity Code 962-86 is sent to New AFIS in integration when Freight is entered on the header.  A different Event Type always sent in integration.
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