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On completion of this lesson you should be able to:  
· Navigate to the Payment Request (PREQ) in KFS
· Know the process to create a new  Payment Request
· Know how to disapprove a Payment Request
· Know how to create a Vendor Credit Memo
· Know how to place a hold on a Payment Request/ Vendor Credit Memo
· Know how to request cancellation or cancel a Payment Request/Vendor Credit Memo.
· Know how to search for a Payment Request
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· As an existing staff member you will be able to create a Payment Request/Vendor Credit Memo for payments to Purchase Order Vendors by matching invoices/credit memos to Purchase Orders.
· You will also be able to attach relevant documentation and be able to submit the Payment Request/Vendor Credit Memo for it to route via approval levels to Financial Administration for payment.
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· You need to be a NWU staff member that is registered on KFS as a user.
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1. 
Payment Request (PREQ) Process

[image: ]
1.1 Business Rules

· Only the members of the AP Processors or AP Manager roles can initiate the Payment Request.
· Every payment request must be processed against a specific open PO document. This PO must be specified when the payment request is initiated.
· If the vendor number and invoice number match values previously processed, a warning notifies the initiator of the potential duplicate. Even so, the system allows the initiator to override the warning and continue. It also checks against DV for duplicates
· If the invoice amount and invoice date match values previously processed for this vendor, a warning notifies the initiator of the potential duplicate. Even so, the system allows the initiator to override the warning and continue. It also check against DV’s for duplicates
· Expired or closed accounts warnings are provided to the user according to parameters. The accounting line shows current accounts being used. Refer to either the notes or the original PO to see the original accounts.
· Whether the warning shows to an AP user is controlled by the parameter SHOW_CONTINUATION_ACCOUNT_WARNING_AP_USERS_IND. 
· Whether the warning displays to the fiscal officer is controlled by the parameter SHOW_CONTINUATION_ACCOUNT_WARNING_FISCAL_OFFICERS_IND.)
· The user may process a payment request only on lines that have an available open quantity or if the items are non-quantity rand amounts remaining.
· Pay Date may not be a past date. If the pay date is more than 60 days in the future, a warning is received.
· Discounts applied from payment terms do not apply to freight or shipping and handling charges.
· Additional charges items that were not specifically funded on the purchase order are allocated to accounting lines in proportion to the item amounts on the purchase order.
· The calculate button must be pressed prior to submitting the payment request.
· Accounts Payable can close the PO during the processing of an invoice if the invoice will complete the order. This indicator box is available only on non-recurring orders.
· The following GL entries are created when the payment request is submitted.
· Debit entry: The expense accounts (full accounting string) on the payment request are debited in the G/L when the initiator submits the document. The GL entry is made in summary for each accounting string. Consequently, if three line items on a payment request use the same accounting string, only one debit (not three) is created in the G/L for that accounting string.)
· Credit entry: One offset to object code 9501 is created for each account/sub-account combination on a payment request.
· During fiscal officer approval routing of the PREQ, the fiscal officer/PREQ delegate may edit the accounts/subaccount/ object codes and amounts. The existing account string is reversed. The new account string debits the expense and credits object code 9501, the liability offset.
· After being cancelled, the G/L entries are reversed, any disencumbrance created from AP submission of the payment request is reversed, and the PO open quantities that were decremented from the creation of the payment request are increased. Only AP users may cancel a Payment Request document.
· Only AP users may modify a payment request's pay date, attachment flag, special handling instructions, and immediate pay flag and check stub notes. This action may be taken at any point following AP submit and preceding extract to PDP.
· Payment request searches are available to all users.
· A payment request that is Hold = 'yes' or is Request Cancel = 'yes' does not continue through workflow routing and cannot be paid until the hold or request cancel is removed.
· When receiving is not done on a Purchase order, the AP Processor will receive a message and has the option to send an acknowledgement to the Initiator of the Purchase requisition.
· A payment request may be put on hold any time between submit and the time it is extracted to the Pre-Disbursement Processor by the AP Department. The hold flag prevents a payment request from being extracted and paid. 
· A Credit memo can also be put on hold from the time of AP submits until the time the credit extracts it to the Pre-Disbursement Processor. The process is the same as for the payment request. You only have to Navigate to Custom Document Searches-Purchasing Accounts Payables- Vendor Credit Memo’s. 
· An approver who receives a payment request may choose to request cancellation or may remove the request cancellation of the payment request. The Fiscal Officer can request cancel or remove request cancel.
· After a payment request has received Fiscal Officer Approval as well as Final approval by AP Manager, it may still be cancelled by Accounts Payables (AP Processor / AP Manager) until it is extracted to the Pre-Disbursement Processor.
· The Fiscal Officer who originally requested cancellation may remove the cancellation request.



2. How to create a Payment Request
1. 
2. 
2.1. KFS navigation:  Main Menu > Transactions > Purchasing/Accounts Payables > Payment Request  
[image: ]
Figure 1

1. 
2. 
2.1. 
2.2. Payment Request Initiation

[image: ]
         
Figure 2



	1.
	
Click on the Payment Request to open the Payment Request Initiation tab.  

	2.
	
Click on each field and complete the Purchase Order #, Invoice Number, Invoice Date and Vendor Invoice Amount.

	3.
	
Click on [image: ] to open the Payment Request e-doc.






1. 
2. 
2.1. 
2.2. 
2.3. Vendor Address and Vendor Info

[image: Fig 2]
Figure 3 

	1.
	
Click on Vendor Address and then on Payment Terms and complete the fields. 




2.4. Invoice Info and PO Lines

[image: ]

Figure 4

	1.
	· On the invoice tab the Pay Date is editable new pay date can be entered. Do not use tick box for Immediate Payments, only for emergency check payments. Parameter to change Pay date default: NUMBER_OF_DAYS_USED_TO_CALCULATE_DEFAULT_PAY_DATE

	2.
	
· Navigate to the Process Items tab and then to Purchase Order Line Items and click on Qty Invoiced and enter the relevant quantity of the invoice.  If the invoice amount is less than the PO amount, the unit cost on the item line can be changed for example  10 x R400 instead of 10 x R500. 

	3.
	· Additional charges on the invoice (not part of PO) can be entered on the tab for Additional Charges. To see the accounting lines for the additional charges, click on [image: Show] accounting lines in the Additional Charges just beneath each item type for the charges. The miscellaneous line can be used in instances where the invoice amount is bigger than the Po amount if for example travel costs is add to the invoice. Otherwise the unit cost can be changed for example: R10 x R600 instead of R10 x R500.

	4
	· If point 3 is applicable you should first navigate to Ad Hoc Recipients to add the head of Department/Director as Approver. The reason being to approve the additional amount to the Purchase Order. 
· Click on the search button for Person to search for the relevant approver and then add the person.
· Then click on route log to open it and add a message in the Action Message field. Then click on submit.
· When you click on submit in this instance, the payment request will first of all route to the director/head of department for approval, before it take the normal routing to the fiscal officer. The director will see the payment request in his or her action list. When it is opened and the route log is opened/showed, the following message will be seen for example:
[image: ]







2.5. Closing of PO


[image: Fig 3]
Figure 5



	1.
	If all the line items is received and billed, click on close PO to disencumber any remaining encumbrance. 







2.6. Attachment of Invoice and Calculation


[image: ]
Figure 6

	1.
	Click on Notes and Attachment, browse for the invoice and attach invoice. Click on add.

	2.
	
Click on [image: Calculate] and then on the submit button. Message will appear Document Successfully submitted if receiving is done on the PO. The next step will then be approval by the fiscal officer and AP Manager and status will change to final. The process if receiving is not done is explained further:



2.7. Receiving is not yet done

[image: ]
Figure 7

	1.
	If receiving is not done a message will display on the screen to indicate that the receiving is not done and you will be given the option to send an acknowledgement to the initiator of the PO requisition by clicking on yes or no. The status of the payment request will change to saved.



2.8. Action List if Receiving is not done

[image: ]
Figure 8

	1.
	
If you have selected yes to send an acknowledgement, the relevant PO document will be send to the initiator of the PO requisition. He/she will see it in their action list.



2.9. Review message in Route Log for receiving

[image: ]
Figure 9

	1.
	
Initiator of requisition must click on Purchase Order in the action list and then click on route log when the e-doc opens, to see message regarding receiving still to be done.



2.10. Receiving

[image: ]
Figure 10
	1.
	The Initiator must open Purchase Order in Action List, click on the receiving button to do receiving and then go back to the action list.



2.11. Line item receiving initiation

[image: ]
Figure 11

	1.
	
Enter Purchase Order Number and Date Received and then click on the continue button.

	2.
	
Click on Acknowledge to remove the Purchase e-doc out of the action list.



2.12. Line item receiving

[image: ]
Figure 12

	1.
	
Enter Qty Received and then submit.



2.13. Action list of AP Processor

[image: ]
Figure 13

	1.
	The payment request will be send as a saved e-doc to the Action List of the AP Processor (1) who initially matched the relevant invoice to the PO and submit it.

	2.
	
Click on Id to open Payment Request. 

	3.
	Another AP Processor(2) can submit a saved Payment Request, regardless of the fact that the payment request is in AP Processor(1)’s  action list. AP Processor (2) will receive a warning message that a payment request is already captured for the relevant Purchase Order. If the AP Processor(2) disregard the message and go on submitting the payment request, AP Processor (1) cannot submit the saved payment request in his/her action list. The item line to put in QTY invoiced will be hiding. AP Processor (1) should then cancel the saved Payment Request in his or her action list.



2.14. Message regarding receiving in Route Log for AP Processor

[image: ]
Figure 14

	1.
	
The AP Processor can click on the Route Log to see the routing. The relevant payment request will be as a FYI in the action list and will have an annotation on the FYI reflecting info about the receiving.  





2.15. Item tab on saved payment request

[image: ]
Figure 15

	1.
	
If receiving is done, the AP Processor again can add the Qty Invoiced, on the Payment Request and click on calculate button to calculate the Vat. 



2.16. Calculate and submit Payment Request

[image: ]
Figure 16

	1.
	The AP Processor must click on [image: Calculate] and submit to route the Payment Request to the Fiscal Officer and AP Manager for approval.



2.17. Review GL Pending Entries on the Payment Request

[image: ]
Figure 17

	1.
	
The AP Processor must click on General Ledger Pending Entries to see the GL entries. When the Payment Request is submitted, the encumbrance will be lifted and the actual expenses will appear in the General Ledger after the following batch Jobs for the GL have run the nightly Out Job, scrubber Job and poster Job.



2.18. Route Log for approval of Payment Request

[image: ]
Figure 18

	1.
	
The AP Processor can finally click on the Route Log to see the Payment Request’s routing for approval.



3. How to create a Vendor Credit Memo
1. 
2. 
3. 
KFS navigation: Main Menu > Transactions > Purchasing/Accounts Payables > Vendor Credit Memo
[image: ]
Figure 19
3.1. Initiate a Credit Memo

[image: ]
Figure 20

	1.
	
Click on Vendor Credit Memo to open Vendor Credit Memo initiation tab.

	2.
	
Click on Credit Memo number, Credit Memo Date, and Vendor Credit Memo Amount and enter information in fields.

	3.
	
Click on one of the fields and enter information: Payment Request #, Purchase Order # or Vendor #.

	4.
	
Click on the [image: ] to open the Vendor Credit Memo e-doc.



3.2. Process tab on Credit Memo

[image: ]
Figure 21

	1.
	Navigate to process items tab- if the Purchase Order field is entered on previous screen (credit memo is related to PO), click on CM Qty and enter the quantity. If you entered The Vendor or Payment Request field on previous screen, it means the Credit Memo is not related to a PO. 

	2.
	In this instance you can click on Additional Charges in the Process Items tab and click on [image: Show] accounting lines beneath each item type to enter the relevant account and object.










3.3. Calculate and submit Vendor Credit Memo

[image: ]
Figure 22

	1.
	
Click on  [image: Calculate] and then on [image: ].



3.4. Review General Ledger Pending Entries for Vendor Credit Memo

[image: ]
Figure 23

	1.
	
Click on General Ledger Pending entries to see the GL-entries.



3.5. Review Route Log for Vendor Credit Memo

[image: ]
Figure 24

	1.
	
Click on Route Log to see routing for Vendor Credit Memo.



4. How to place a hold on PREQ/Vendor Credit Memo

4.1. Navigate to button for hold on Payment Request

[image: ]
Figure 25

	1.
	Navigate to Main Menu- Custom Document Searches-Purchasing/Accounts Payables-Payment Request and search for payment requests not yet extracted to PDP.

	2.
	Navigate to the bottom of e-doc and click on [image: ] (permission 286)



4.2. Complete reason for hold screen

[image: ]
         Figure 26

	1.
	Enter the reason for the hold and then click on [image: ]. The payment request is marked hold and a large header will appear on the left top of the payment request indicating who placed the payment request on hold.

	2.
	To remove the hold follows the same procedure as placing a hold. Navigate to the bottom of the payment request a click on remove hold button. Again a window will be displayed to provide a reason for removing the hold. Enter the reason in the field and click on yes to remove the hold.


5. How to request cancellation or cancel a Payment Request/credit memo

5.1. Request cancel on Payment Request

[image: ]
Figure 27

	1.
	A request to cancel may be made any time after the payment request has begun routing for approval and before it has received approval by the Fiscal Officer. 

	2.
	Fiscal Officer must navigate to action list and open the relevant Payment Request. 

	3.
	Click on the request cancel button on the bottom of the payment. 



5.2. Reason for request to cancel
[image: ]
Figure 28

	1.
	A window will display on the screen with a field in which the reason for request to cancel must be provided. 

	2.
	Click on the [image: ] button to request cancel of the payment request.



5.3. Notification to recipient from the Fiscal Officer

[image: ]
Figure 29

	1.
	Use the Notes and Attachments tab to send an ad hoc request to the recipient regarding the request to cancel. 

	2.
	Cancellation of Payment Request: After a payment request has received fiscal officer approval as well as final approval by AP Manager, it may still be cancelled by Accounts Payables (AP Processor/AP Manager) until it is extracted to the Pre-Disbursement Processor.


5.4. How to remove request to cancel
[image: ]
Figure 30

	1.
	The Fiscal Officer who originally requested cancellation may remove the cancellation request. 

	2.
	Navigation to Main Menu – Custom Document Searches – Purchasing Account Payables. Click on Payment Requests – Document search will open.

	3.
	Enter information in relevant fields for example invoice nr, amount and PO number. Click on the search button and select the relevant payment request. Click on the yes button to request cancel of the payment request.

	4.
	When the payment request open, click on Remove request to cancel button. Again a window will appear on the screen which a field for the reason for removing the request to cancel. Enter the reason in the field.

	5.
	Click on the yes button. The request cancel is removed; the document retains the status it had before the request cancel flag was set.



6. Search for Payments
[image: ]
Figure 31

	1.
	Navigate to the Main Menu – Custom Document Searches – Purchasing Account Payables.

	2.
	Click on Payment Requests – Document search will open. Enter information in relevant fields for example invoice nr, amount and PO Number.

	3.
	Click on the search button and select the relevant payment request.











Useful information on the Payment Request:

1. The Payment Request document is set up with a 5% tolerance. When you receive the totals do not balance, still submit and the attached screen will come up allowing you to Approve or Disapprove the amount.  For example: 
[image: ]

2. It happens that Vendors which are registered for VAT sometimes has non Vatable items on their Invoices. To ensure that the Invoice amount and the Calculated amount on the Payment Request is the same, one must calculate a new unit price on the Payment Request as follows: Current Unit Price x 100/114 = New Unit Price.
3. Then change the Unit Price to the new Unit Price on the Payment Request and click on the calculate button. The amount will then be the same on the Invoice and the Payment Request. The amount on the GL will also be correct. For example:
[image: ]
4. Capturing of the Payment Request with attached invoice must be done by - The Initiator at the Department.
5. Please Note:  a Payment Request with status "Saved" will never be paid.

The short manual regarding the Payment Request:

1. KFS Navigate: Main Menu > Purchasing/Accounts Payables > Payment Request
2. On the first screen that opens complete the following fields: Purchase Order, invoice number, Invoice date, Vendor invoice amount and click on continue button.
3. The next screen will open, click on Invoice QTY on the item lines to complete quantity as on invoice.
4. Click on notes and attachments to add relevant invoice.
5. Then click on calculate button at the left bottom of the document. The payment request will route to the Fiscal Officer for approval.
6. I refer to point 3 on attach document to illustrate how to capture two or more invoices on the same Purchase order. Please remember you can't capture two invoices if the quantity is only 1.
7. I refer to point 4 on the attach document to pay an invoice if the invoice amount is more than the Purchase Order amount.
· A Vendor can add for example additional cost to invoice like travel. Then you can use the add charges option on the second screen of the Payment Request. Add the amount without vat in die first open field and the description in the last one.
· If the invoice amount is less than the Purchase Order, you can change the unit price on the item line.
· Click on calculate button, the relevant account and object for the additional charges will default. You can change the object/account and the click on calculate again.
· In this instance the Fiscal officer should send an ad hoc routing to his manager to approve the additional amount.
8. Stores: In the instance of stores a change in the number of decimals should solve the problem regarding 1 or 2c's difference between Purchase Orders and invoices.

7.   Frequent asked questions


	1.
	What happens if I enter a duplicate Vendor and Invoice number?
If the invoice numbers already exist for the chosen Vendor, a warning message will be given with the option to go on capturing the duplicate invoice. Validation for duplicate invoice will be both done for Payment Requests and Disbursement Voucher.

	2.
	In what stage does the encumbrance become actuals? When a payment request is match to a PO and the Payment Request is submitted and approved.

	3.
	Can I pay a PO Vendor without a PO number? Yes, by using a Disbursement Voucher.

	4.
	What will happen if you submit a Payment Request if receiving is not done on PO? You will receive a warning message and the option to sent a request for receiving to the initiator of the PO.

	5.
	Can I Payment Request still be placed on hold or cancelled after it is finally approved?
A payment request may be put on hold or cancelled any time between submit and the time it is extracted to the Pre-Disbursement Processor by the AP Department. The hold /cancel flag prevents a payment request from being extracted and paid. 



	Lesson Summary

	 	
Having completed this lesson you should be able to:
· Navigate to the Payment Request (PREQ) in KFS
· Know the process to create a new Payment Request
· Know how to disapprove a Payment Request
· Know how to create a Vendor Credit Memo
· Know how to place a hold on a Payment Request/Vendor Credit Memo
· Know how to request cancellation or cancel a Payment Request/Vendor Credit Memo.
· Know how to search for a Payment Request

	



	Payment Request (PREQ)
	Page: 21 of 22



image2.png
Craste .,
R Sustemn
Vencoron | i et >




image3.png
Transactions

Accounts Receivable

« Cash Control

« Customer

« Customer Credit Memo

« Customer Invoice

« Customer Invoice Writeoff

« Customer Invoice Writeoff Lookup
« Pavment Application

Financial Processi

« Advance Deposit

« Auxiliary Voucher

« Budget Adiustment

« Cash Receipt

« Credit Card Receipt

« Disbursement Voucher

« Non-Expense Disbursement Voucher
« Prepayment Disbursement Voucher

« Distribution of Income and Expense

« General Error Correction

« Indirect Cost Adiustment

« Internal Biling
« Pre-Encumbrance

ransfer of Funds

Purchasing/Accounts Payable

« Contract Manager Assianment
« Mass Cancel Purchase Orders
« Payment Request

* Receiving

« Requisition

« Shop Cataloas

« Vendor Credit Memo





image4.png
* Invoice Date: [=] * Vendor Invoice Amount:

(Ccontinue ) ("ciear ) (iose )




image5.png




image6.png
* Vendor: | A8C CLEANING SERVICES R ]

Vendor #:|1000:0 State: i
* Address 11 2455 3m0ADST Internationsl Province: |

Addross | Postal Codes 14555

Atetons [ * Comtry: [UnitedStotes 5]

Costomerss | &

Payment Terme: [Nt 30 Days. -
Check Stub Notes: | Shipping Title:
r g ayment Tems:
[

‘SpacalMandling Tnstrucions: [





image7.png
1770 * PurchaseOrdr 11014
o 1] ammedinee 2ay) | e
osri0rz0t3 L parment Request Cont Sowce: ETINATE
I Payment Classification:
[ * Vendor Invoice Amount: 5,000.00

Process Ttams

Encumbrance xcluding freight
Py |
15,000.00]

Total Encumbrance Amount Releved.

Totalpaidamount

2000 [ench ssoooo | [mmm | [ | oo [Tases =
[55) pcountng s ]

Original |
- outstades o
T preas o . Ducrotion
!
[ = 000 ‘
I
o o s
i s i ‘
Siping ndandin — 000 ‘

5580 Accosnting Lines





image8.gif




image9.png
Action. Taken By For Delegator | Time/Date Annotation
savep [NEL, ZowsA 02:55 PM 03/09/2014.
LOG MESSAGE L ZONIA

[bshow | |COMPLETED |neL, zowia

02:57 PM 03/09/2014|Please spprove additional R1570 on invoice
02:57 PM 03/09/2014





image10.png
Miscalansous

000

295 | Accounting Lines





image11.png




image12.gif




image13.png
No Recaiving documant completed for paymant request. Would you like to send an Acknowladgement to 200500632 for completion?





image14.png
(Sacvonst]
Action List

2 hams ratreved, displaying il items.

4| Tee

e

(355 purchaze o

Purchaze Order - Naw REQUISITION

2608 Pavment

Payment Request - PO: 1008 Vandor: BLUE TEK
|COMPUTERS (CRE

Logged in User: 11942657 Impersonating User: 20050062

Action
Routestatus | AN98 | Deleqator  DateCreated

FINAL Opan |ACKNOWLEDGE Saree s
WD 10 |compere loai09 pm
Brocae 311072013

Login | Logout
prences | refes | s

Group
Request '3
Iy




image15.png
Route Log

=l

| Title Purchase Order - New REQUISITION

e Buchuse e G Tosiss A 137172013

| Initiator KES Last Modified 08:59 AM 19/11/2013

| Route Status FINAL Last Approved 08:55 AM 19/11/2013
[ Oven Dacument Satis Hodied 08.59 A 19112013

| Node(s) JoinVendorisEmployeeOrNonResidentalien | Finalized 08:55 AM 19/11/2013

Aeton Tk =i

1 ForDelegator | Time/Date o
[ SAVED KES 08:58 AM 19/11/2013

| [oshon] COMPLETED | PRINSLOO, ADRIAAN LODEWIKUS 08:50 AM 19/11/2013

(bl | 22145100, ADRIASN LODEWINUS” o039 A 10/11/2013

Penin Acion Reuests =

|| Actln | Bequestedf| Timefoste | Assotatin

(5] |MACTION ST\ 2onin | 9i14 A 16/11/2013 lessecomplae 3 Raceiing documen,Paymen raqust document umber 3595 s witin o .
LTy — =

[rywrer—

|| Actonhemagn D)





image16.png
PRINT Requestor Name: L, ZONIA
esTiwate * Requestor Phone: | © 01255
* Requestor Emai: 200500620 2c 23

Sensitive Data

Quote

=
‘Account Sumemary =
View Related Documents =]

(" View Payment History [aon]
General Ledger Pending Entries. Dol
Wotes and Attachments (1) [

& * NoteText Attached File Attachment Type Notification

| fo] | e |
R R e yE

1 [3 KFS  |VandorbataiMaintananceDocument to update the
joaros om Vendar with naw commodty codes

Ad Hoc Recipients. sl

Route Log [

receiving ) (send a4 hoc request ) (acknowiedge ) (close.




image17.png
Line Item Receiving Initiation

Purchase Order #: (1005

* DateReceved: [ 1

Packing stip #: [

Bil Of Lading #: |

Carriers





image18.png
<o |

Tood gy receved |l oty rceved
* rior Gty Tobe aty aty aty Addition
Description | _Ordered | UOM: | Recewed | Received | Racoived | Returmed | Damaged |  Reason | Actions

alves 10000 [BX

B oo 100.00 froo fooo foco




image19.png
Action List

1 Tpe Ttle Routestatus | Action Date Created tog)
os:08 ot
urchese order [Purcase order - Rew REGUISTTION [ —" e Q





image20.png
Route Log

10:3000 Eheel \
Ttle Paymant Request - PO 1012 Vandor: BLUE Tex
Type Payment Reavest Created
Initiator Last Modified
Route Status saveo Last Approved
Document Status In Process Document Status Modified
Node(s). adHoc Finalized
‘Actions Taken
| Action | Takensy Time/Date. | Annotation
= SAvED el zows 12:26 P 19/11/2013
Thee] levi NEL ZoNIA_ 12:30 pm 10/11/2013
| Action | RequestedOF Time/Date. Annotation
G New zowa 1228 PM 19/11/2013 | Infor Raceiving complated by 20557507.
Pending Action Requests [EIN
| Action | Requested Of | Time/Date | Annotation
[Bsbow] B ML, ZOwIA 12:26 PM 10/11/2013





image21.png
TotalpaidAmount
.00





image22.png




image23.png
General Ledger Pending Entries

Fiacal vear | Chart | Account | Sub-Account | Object | Sub-Object | Project | Doclype | SaianceType | Obj.Type | Amoust | D/C|

= 5 [342.000.00
e = 5 [s2.00000 o
e = 5 [342.000.00 o
e = 5 [s2.00000 c
e ac e 323,160,000
e I e ss.16000 c
e a e Js1.16000 o
3 ac lu [33s.160.00/c

Notes and Attachments (0)
Ad Hoe Recipients.
Route Log.





image24.png
Route Log = e
RouteLog
e Payment Request - 9O: 1014 Vendor: BLUE TEK
Type bayment Request Ccreated 11108 A 11/11/2013
Initator e zowa. Last Modified 11109 A 11/13/2013
Route status FnaL Last Approved 11:07 am 13/13/2013
Document status  Department-Approved Document status Modified 11:07 am 11/11/2013
Node(s) Deinvendorsémployssomiontesidantiien | Finalzed 11:07 A 13/13/2013
( Actions Taken \
Action | _Taken By For Delegator Time/Date Annotation
saveo e zoua 11:04 AN 11/11/2013
<] compLETED el zowa 11105 AM 13/21/2013
Action Requested Of Time/Date Anmotation
comprere heLzows | 110aAw13/11/2083
< | APPROVED o Lanics, maeLize 11007 AM 13/21/2013
‘Action Requested OF Time /Date. Annotation

APPROVE [0S LANGE UARELIZE | 11:05 AW 11/11/2013 | KFS-SYS fiscal Offcer  3%00003

ik | APPROVED VENTER, FREDERIK JACOBUS /a0 Manager Lmit 1107 AM 13/21/2013
Action Requested OF Time/Date. Annotation

KFS-5YS AP Manager Limit » 50001
55] ppprove anic, MELANE g ti07 AM 13/11/2013  !IONE PREQ 00000 - KF5-5Y5 A
|VENTER. EREDERIK JACOBUS pansoer
[ Future Action Requests paon]  \





image25.png
Transactions

Accounts Receivable

Cash Control
Customer Credit Memo

Customer Invoice

Customer Invoice Writeoff
Customer Invoice Writeoff Lookup
Pavment Application

Budget Construction
 Budget Construction Selection
Financial Processing

‘Advance Depesit
Auxliary Voucher

Budget Adiustment

Cash Receipt

Credit Card Receipt

Disbursement Voucher

Prepayment Disbursement Voucher
Distribution of Income and Expense
‘General Error Correction

Indirect Cost Adiustment

Internal Billing

Bre-Encumbrance

Transfer of Funds

Purchasing/Accounts Payable

Shop Cataloas
Vendor Credit Memo

 Contract Manager Assignment
 Mass Cancel Purchase Orders
« Pavment Request

* Receiving

« Requisition




image26.png
Logged in User: 1942657 Impersonating User: 10031943 el
VendorCrogtheno R

Docor 2405 ‘Statuss TiATED.
Initiator 10031543 Createds 0106 o 31/10/2013
Vendor Credit Memo #: ot Avaiabla| Vendor Credit Memo Doc Status: iated

* requied fid

* Payment Roquest s [

* purchase Order 01 |

-+ Vandor #: |

= You must anter on and oy ane of thase fields: Payment Reauest #, Purchase Ordar #, or Vandor ».




image27.png




image28.png
Total
o] Pooty| I teveicn | anow | T oo | Ammemmt | Amoent| tmmEm
10,00 30,000(342.000.00 2:00|30,000.00]60,000.00] _8,400.00| 66,400.00] =

" [555% accounting ines

Totalcredi processed prir to restocking fea: | 99,9900

‘ndditonsl Charges KT

“ ttemType. e = L, Descrotion

Grand TotalPriorto Taxs | 9/900.00

Grand TotaiTax: | 8,00.00

Grand Total, | 99/400.00




image29.png




image30.png




image31.png
General Ledger Pending Entries

o]

o]

]

saale

o/c





image32.png
Route Log

RouteLog
e
Tvee rested CRET/
Inkiator arsa, 7 a Last Modified 51,00 5m o7/11/2013
Routestatus Fna LastApproved lo2us oworsuz0ns
Document status compiets Docsment status Hodified .15 ow eoss/a01s
Node(s) ccount Finlzed o215 m o7/ 3/208
“Actom Token B
Action | Takenty | ForDuegator | Tme/oste | Ansotation
— S T ousemeriion |
] compuetes verres, eocaacomus. orisomor/iiiaon |
fi v — T — oate Anotaton
| compLeTe _|uBiTes, Exiorn i ncosus | onas P 07/34/ 2083 :
SomLT usniize. 1133 an 4172083
r L Aden | Reasestedor | Aonotaton
o5 OE LAMGE MARELIZE | 0343 P O7/14/ 3013 | KFS-SYS FicalOffcr » 3006003





image33.png




image34.png




image35.png
Slasse o e Syt Rt nom.

E




image36.png




image37.png
1
rmw
Iilpatd
i




image38.png
Plaasa request to cancel the Paymant Requast now.

 Plasse enter the resson below:





image39.png
Notes and Attachments (2) [ge.

[foostoes
4 1272372013 |%, . |Hote antared whil requesting cancel on Paymant S =
35143 o i varer, -
s FREDeRIK (s
laacosus
2 1271372013 0% note entered it removing 8 request cance on 5 —
03154 o | Daymant Reauest ¢ s -
‘Ad o Reapients =
Routeton =)

(oot ) (cancei ) (send ad hoc request




image40.png
Account Summary. [omon]  \
‘View Related Documents o]\
View Payment History Bsom] \
GeneraiLedger Panding Entries =L
Notes and Attachments (1) [N
Ad Hoc Recipients. o]\
Route Log [son] .

(romove request cance ) (‘send ad hoc request ) (_save ) (_reiosd ) (‘blanket aporove ) (ciose)





image41.png
detaiod sourch | svpeneer somrch ) coer soved soorhen | [ Searches

*required ld

e

Payment Request #:

"AP Procassed Date Tes ||





image42.png
Warning: The Payment Request total does not match the total entered on the start screen. Do you want to continue?

Summary Detail Below:

Vendor Invoice Amount entered on start ——
Tnvoice Total Prior to Additional Charges: 198.25
Grand Total Prior to Tax: 198.25

Grand Total Tax: 27.75

Grand Tota 226.00





image43.png
dhasdesscsncaiciaid |

Stipulations [>-show |
Ttems [ hide |

Ttemline# | ItemType | Quantity | UOM | Catalog # Commodity Code Description Unit Cost | Extended Cost | Vat Amount Total Amount Actions e
Ttem 1
m Py
Qy 25.00 b loosoasiest PNV |Mikruw cream 7.20 180.00 0.00 180.00
~ ide ] Accounting Lines

Accounting Lines [ie decan |
1 180,01

Source

* Chart

* Account Number

Sub-Account

* Object

‘Sub-Object

Project | Org RefId

Percent | Amt

Actions.

3
poTcHersTROOM CAMPUS

3H00119

RCS DRAKENSTEIN W STORE:

1361

D~DRAKENSTEIN v STORE - MATERIAL A/C

100.00  |180.00

Additional Charges DR

Total Prior to Vat: 180.00
Total Vat: 0.00

Grand Total: 180.00

Internal Purchasing Limit: 50,000.00





image1.jpeg
@J NWU"




