Collect Invoice Data Required to interface Goods to the New AFIS PRC Document 
The ProcureAZ invoice needs to be interfaced to New AFIS into the PRC document so that a warrant/EFT can be issued to pay the vendor.  The PRC document requires information that was not originally on the ProcureAZ invoice when the invoice is paying for ‘goods’ rather than services.  Additional fields have been added to the ProcureAZ invoice to allow the user to enter the information that needs to be transmitted to New AFIS when paying for ‘goods’.
Overview
A new Receive by Quantity field has been added to the invoice item line.  Whenever an invoice includes a non-service item (good), the user must select Yes for the Receive by Quantity field.  
TIP: New AFIS considers NIGP codes that are not 900 series to be non-service items (goods).
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Selecting Yes will cause the detailed fields that must be completed to be displayed on the item.
· Invoice Quantity 
· Unit Price
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At a high level, the invoice Quantity should identify the quantity of this item that is being paid on this invoice.  The value in this field is influenced by the Receipt Method for the item.  When an item has a Receipt Method of Dollars, the quantity will be a fraction/less than 1.0 unless you are paying for the entire item. Specific examples for Receipt Method of Quantity and Receipt Method of dollars will be provided in this document.
The Unit Price needs to reflect the “net unit price” for the item.  This equates to the unit price minus any item discounts provided.  The unit price does NOT include any sales tax on the item.  
The Invoice amount should be the amount that is being paid for that item, including tax, if any, that was on the PO for the item.
AFIS will perform the following comparison for each line item when attempting to integrate the invoice:
(Invoice Quantity * Unit Price ) * ( 1 + Tax Rate)  =  Invoice Amount
· If the sides of the equation are equal, the invoice item can be integrated into AFIS.
· If this equation does not equal, you will receive an error on the invoice stating: Funding Total does not equal Commodity Line Total 

Invoicing for Items with Receipt Method of Quantity
The Accounts Payable staff received an invoice for 48.74 from the vendor.  The permit to pay (Orange rectangle on Invoice Line Item screen shot below) for this item is greater than the invoice amount, so this means that the accounts payable staff will need to determine the amounts that need to be entered for the invoice to successfully interface.
Invoice Amount (Green Rectangle on Invoice Line Item screen shot below)
· The Invoice Amount will be set to 48.74 – the amount on the invoice from the vendor. 

Receive by Quantity (Blue Rectangle on Invoice Line Item screen shot below)
· Since this invoice is for Chairs, Receive by Quantity will need to be set to Yes.
· Setting Receive by Quantity to Yes will cause the Invoice Quantity and Unit Price fields to display.

Invoice Line Item
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Invoice Quantity
· It is important to refer to the PO or Receiver to confirm the Receipt Method for the item (blue rectangle on PO Line Item screen shot below). 
·  This invoiced item is Receipt method of Quantity.
·  If you review the Receipt Method information on the PO line item, you can also make note of the tax rate at this time (orange rectangle box on PO Line Item screen shot below).   
· Tax Rate for this item is 8.3% 
PO Line Item
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· The receiver will provide the maximum quantity that could be used for the Invoice Quantity.  In this example, 3 items were received (Blue rectangle on Receiver for Item screenshot below).
· Since the total invoice is for 48.75 and the item unit price is $22.50, the item quantity for this invoice must be 2. 
Receiver for Item
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Unit Price

· The Invoice Item Description includes a Net Unit Cost for reference (orange rectangle on screen shot below).  This displayed net unit cost excludes any identified item discounts.  Type the Net Unit Cost into the Unit Price Field.
Invoice Line Item
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Final Review before Invoice Submission
Before submitting the invoice, the AP Clerk should perform the calculation to confirm that the invoice will interface successfully.  
(Invoice Quantity * Unit Price ) * ( 1 + Tax Rate)  =  Invoice Amount
In this example, the calculation with be:
(2 * 22.5) * (1.083) = 48.74
Post Submission/Approval
When the document is successfully interfaced into AFIS a new PRC will be created.  The ProcureAZ invoice will provide the New AFIS PRC number in the invoice Alternate ID field (blue rectangle).
ProcureAZ Invoice Summary post integration
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The AFIS PRC can be located by searching for the alternate ID in the AFIS document catalog.  The PRC will contain the Invoice Quantity, Unit Price, calculated tax and the Invoice Amount (Green rectangles).
AFIS PRC Commodity Tab
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Invoicing for Items with Receipt Method of Dollars
NOTE: The expectation for goods is that the Receipt Method will usually be by quantity.  However, we are providing the methodology to determine the appropriate entries for Receipt Method of Dollars in case the AP Staff encounter goods with a receipt method of dollars.  
The vendor submitted an invoice to Accounts Payable staff for $246.04 for Database Software Implementation.  The AP Staff is not sure whether this is a Good or a Service so after beginning the invoice, they will need to go to the PO to investigate the item.  The PO Line Item is displayed below.
· The NIGP Code for this item is not 900 series (Blue rectangle), so it is a “good”, not a service.  Apparently the agency is purchasing new database software.
· This implies that the invoice will need to be set to Receive by Quantity = Yes.
· The Receipt method for the item is Dollars (orange rectangle), so that will affect the entries that need to be input into the Invoice Quantity and Unit price fields.
· While on the PO item, it is also good to confirm that there is a 9.35% tax rate (green rectangle) on this item.
PO Line Item
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Permit to Pay (Orange rectangle on the invoice Line Item screen shot below)
· The Permit to pay is equal to the invoice amount in this example.

Invoice Amount (Green Rectangle on Invoice Line Item Screen Shot Below)
· The Invoice Amount will be set to $246.04 – the amount on the invoice from the vendor. 

Receive by Quantity (Blue Rectangle on Invoice Line Item Screen Shot Below)
· Since this invoice is not for services, Receive by Quantity will need to be set to Yes.
· Setting Receive by Quantity to Yes will cause the Invoice Quantity and Unit Price fields to display
Invoice Line Item
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Invoice Quantity
Since this item is Receipt method of Dollars, the invoice quantity needs to be calculated.  The invoice quantity amount should be calculated by dividing the invoice amount minus the taxes (if any) by the item Unit Price.
Step 1: If the invoiced amount for the item includes tax, you need to calculate the base item cost (exclude the tax)
· In our example, the vendor is charging a 9.35% tax rate.  
· The item invoice amount is 246.04. (blue rectangle on Invoice Line Item screen shot below)
· The calculated base item cost is $225 (246.04 / 1.0935)

Step 2: Calculate the Invoice Quantity
· The Net Unit Price for the item is $450 (top orange rectangle on Invoice Line Item screen shot below)
· The quantity on a Receipt Method of Dollars is calculated as:
· Base item cost / Net Unit Cost
· $225 / 450 = 0.5  (green rectangle on Invoice Line Item screen shot below)

Unit Price
· The Item Description includes a Net Unit Cost for reference (top orange rectangle on Invoice Line Item screen shot below).  This displayed net unit cost excludes any identified item discounts.  
· Type the Net Unit Cost into the Unit Price Field. (Lower orange rectangle on Invoice Line Item screen shot below)

Invoice Line Item
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Final Review before Invoice Submission
Before submitting the invoice, the AP Clerk should perform the calculation to confirm that the invoice will interface successfully.  
(Invoice Quantity * Unit Price ) * ( 1 + Tax Rate)  =  Invoice Amount
In this example, the calculation with be:
(0.5 * 450 ) * (1.0935)  = 246.0375
[bookmark: _GoBack]Post Submission / Approval
When the document is successfully interfaced into AFIS a new PRC will be created.  The ProcureAZ invoice will provide the New AFIS PRC number in the invoice Alternate ID field (blue rectangle).
ProcureAZ Invoice Summary Tab (post integration)
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The AFIS PRC can be located by searching for the alternate ID in the document catalog.  The PRC will contain the Invoice Quantity, Unit Price, calculated tax and the Invoice Amount (Green rectangles)
AFIS PRC Commodity Tab
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Potential Error Message if new fields are not correct
If the Net Unit Price amount times the Quantity plus the taxes does not equal the Invoice Amount, the document will not be successfully interfaced to New AFIS.  An error message similar to the one below will be returned after the invoice is approved and submitted to New AFIS.
Invoice Summary Tab post unsuccessful AFIS integration
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