Accounts Payable
Invoice Entry

Monroe County, WI

Invoice scanners are responsible for entering vendor invoice data and
documentation into Munis. This document outlines the procedure of invoice entry
and batch scanning.

Cathy Schmit
Monroe County Accounts Payable
10/9/2014
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Procedure for AP Invoice Entry

To add Invoices into Munis:
Open Invoice Entry program.

Financials > Accounts Payable > Invoice Processing > Invoice Entry
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The Program displays the Invoice entry screen. Choose to start a new Invoice batch.
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The Batch information will populate.

Batch

Effective date

Year/Period

Fund

Cash account

CHECK RUN

Due date

Invoice count
Amount total

Vendor hash

Batch Information

!

Inveice Entry - Munis [Monroe County | TRAIN | 10/06]

The Batch number, effective date,
and Year/Period will auto-populate

|10/07/2014 I — /
2014 10 ocr Do not ;:hange the default Cash
accoun
999 POOLED CASH
99500000 |... 111000 | |... casH S
| Only enter a Check Run number
|10/07/2014 Ir (MMDDYY) if this batch will be run

+' Enable TCM invoice barcode label printing

L

Released

at a time different than Fridays.

The Due Date will default to the
current date when the batch is

Choose the button in the Dashboard Ribbon to proceed to Invoice Entry.

If this is the first time opening Invoice Entry, the screen will open to Full Entry.
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To switch to Quick Entry, choose %I and then choose Yes, Cancel

Confirm Cancel

[

T\ Are you sure you want to cancel this action? Any changes will not be saved.

|
|
|Yes, Cancel | Mo |

The Dashboard Ribbon Menu will now display the Quick Entry Program. Choose this option.

Caangn Lines  PD Irpaiey 4

Quick Entry Vi Addrans
Hestam
¢ cimeun beiry = Hatwra, W

Quick Invoice Entry

Tnvwosce |= Description
Lrets amewnt " i H (= ]
[T p— Ireote: dale [13] Regparsto
Beoewed date |10/0/2004 (3] Ligmethod L
Dot e e (i3] Separics deck

ALiTwss  Line [heng

Ling Qe Digedt FPraj Lar] Irronae Arvdt Dt gmeiml 1053 & Bl ‘Work sner WO Bk
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To choose a Purchase Order to liquidate, click the Help Field LJ next to the PO field.

A list of the department’s open Purchase Orders will display. Highlight the correct one and click

PO

Invoice Entry - Munis [Monroe Ceunty | TRAIN | 10/06] > Quick Invoice Entry - Munis [Monro nty 0E] = PO Browse

1’

« @ . n N Dalete -. o Text fil - @3 word

B L ppr B Email

Accept Cancel Search Ad U Print Excel

b4 E Preview

onTirm

Year \endor Vendor Name Open Amount 3

1 2014 4613 GULF S0UTH MEDICAL SUPPLY INC 250.00

Detail from the PO will default on the Invoice as you tab through the fields.

Year

PO

I
m
m

onroe County RAIN | 10/06] = Quick Invoice Entry - Munis [Monroe County | TRAIN | 10/08]

|1 I I@Receiving PO amt 250.00 Open amt 250.00

Vendor 4513'... Mame |GULF SOUTH MEDICAL SUPPLY INC |
Address 0 I Terms | |

Invoice 438758 +1 Description | Supplies

Gross amount | 250.00 Status Department 24900
Discount date E Invoice date Requisition 0

Discount basis | .DDl Received date |10/07/2014 IFC (0)

Discount percent .000 Due date 10/07/2014 Liq method Line -

Met amount | 250.00|

|| separate check
|| P& applied

Use the Tab Key to tab through the screen and enter the Invoice number (from the appropriate
invoice), the Gross Amount of the Invoice, and the Invoice Date. All other fields will default onto

the

If the Invoice Header Information is correct, Tab all the way through all fields, or click

Invoice Header.

Aroeg
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The Line Detail screen will open. If you are liquidating the full amount of the Purchase Order,
click at the top right of the Dashboard Ribbon.

Full Liquidate  Add PO

= Modify PO Inquiry

‘Continue = More.. ¥

Menu

Invoice Information
Vender A%1d ULF SOUTH HEDIGAL 5  Cloge PO when lully hquidabeg
Decument 2 et inveioe smount Z50.00
Irvoce 4ZAT5H
PO Wear  Line Lane Desonpiion Opeen ity Oipen Amit Reow Oty Ly Ammount Enw &mounk
1 3014 1 50000 250000 0,00 .00 ouod
Total by amount 250000 Total imv amount 250,00
v hies
Line  Org Object  Praj PO Aot

A warning message will appear. Choose Yes to fully liquidate and close the PO.

| Close PO

\ \!) Fully liquidate and close PO. Are you sure?

| [ Yes “ No
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. . v -
You will be returned to the Invoice Header Screen. Choose to save the account detail lines
on the invoice.

Caprvirel Al |

Accean Dhetail

“  Chry Baadayet

Envorce

Year 2004
PO 2 R PO g 50000 Dipen genl fatil
Wendar 2]6‘3] o Hame |MCKESSON MEDICAL-SURGICAL MEDIMART
&ddress 0| Terms
Trwene | SoE | = Bescrilen trreEntary
Grows amound S0e0, 00 Hatus |H Deparbment E2210
Met amssunt SO0, 00 Irvpice date 10707 2004 Reguissbssn a
Received dete | 10/07/2004 Lig method Liree: .
Dus dats 10T A0 Separate check
ARLCountL Licve [hems
Lane Org Dibject Frag PO Invodce &mk 1093 A Dud  Work order WO task o
1 642000500 | ... | 161170 2 500.00 H 1 -]

The Barcode Label Print Screen will open. Enter the number of invoice pages to be attached to
this invoice data record. If adding multiple invoices to the batch, choose Add to Queue. This will
allow you to print all the Barcode labels once you are done entering invoices.

Number of pages on invoice | 1

l Print Mow |Add to Queue | Print Queus (0) ]

The system will return to the Invoice screen. There will be a message at the bottom left of the
page confirming that the barcode has been added.

Label added to queue.
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Choose to enter another invoice into the batch. This invoice will only partially liquidate a
PO.

-] 1 [ Y ] 500 gty B3
Wandar 4811 Mams | GULF SOUTH MEDHCAL SUPPLY IHC
Agdrid L] CE
Invados AT - Cescrgton Supphes
fernss gemoanl 5000 St & Depadnert 10900
Fiat emiark FHOLO0 Irenice dafe | 1VITTOA it

Reveered dute | 10707 B L prepiitged Lee

Du it 10O Separln hack

P pppopd

oL
hncgesnin
L Oy Dbract Preg L) Lrsca Rk WA A Bud ork ordar WO bk

LR Sxraes HERIE i e 4 LI ! -]
Wy doprovea

Kil<jppws ¥ iA =

ﬁwhm

A blank invoice entry screen will open. To choose a Purchase Order to Liquidate, click the Help
Field| ... |next to PO.

A list of the department’s open Purchase Orders will display. Highlight the correct one and click

Accept Cancel -
E2 ouplicate | v  [[& Preview

Confirm Searc Actions

Invoice Entry - Munis [Monroe County | TRAIN | 10/06] = Invoice E - Munis [Monroe County AT | 10/06] > PO Browse

PO Year Vendor  Wendor Name Open Amount

2 2014 2269 MCKESS50N MEDICAL-SURGICAL MEDIMART 900.00
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Enter in the Invoice number, and the Gross amount being liquidated from the PO. Make note of
the PO amount and Open amount displayed at the top of the Invoice.

il
m

Monroe County RAIM | 10/06] = Quick Invoice Entry - Munis [Monroe County | TRAIN | 10/05]

Year 2014

PO |2 I I@Receiving PO amt 900.00 Open amt Q00.00
Vendor 2269 I Name |MCKESSON MEDICAL-SURGICAL MEDIMART |

Address ] I Terms | |

Invoice |12345 Ii] Description |Inventorv
Gross amount I| 400.00 Status I—l Department 64210

MNet amount | 400.00 Invoice date 10/07/2014 |[15| Requisition 0
Received date  |10/07/2014 |[15]|Lig method Line v |
Due date 10/07/2014 || separate check

Dq' Comments

Enter the invoice date, as well as any other applicable information, such as Liquidation Method,
or Separate Check.

Click or tab through to open up the line detail screen.
Aroa

Choose Modify from the dashboard ribbon to identify which lines are being liquidated.

[b D51

Wandar Tin9 MR ERSOMN BED CAL-SLIR < Cloase PO when fully hyuidabing

Eecument 3 Het inveice amownt 400,00

[ VABF  Ling  Lifes DMEorption Ogesni by Opan AmE by by Lig AmSunt Efiw Amaiant -
GLOVIES
2 2014 1 S0.00 S00.00 0,00 0.00 0.00
GOWNS

2 2014 2 10000 A00.00 0.00 0.00 00D
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The PO Lines will open. Enter the Quantity Received as well as the Liquidate Amount on the
appropriate line. As you tab through, the Invoice Amount will default to the same amount as
enter in the Liquidate Amount field

*Hint* The total all Invoice Amounts per line should total the Net Invoice Amount

Vendor 2269 | MCEESS0N MEDLCAL-518 ; Clois BD wden |u||= ||=|||r|'l||r|=
Dancument 3 Mt invoice amount 400.00
Irvece 121345
PO Year  Limg  Une Desongisn Open Gty e Ami R by Lig Emaunt T Amaung ol
GLOVES
Z 14 1 50.00 500.00 0.00 0.0 0.00
GOWNS
I 14 i 10.00 400.09 10, 400,00 0.
Total lig ameunk 000 Total inv amount .00

Once the Received Quantity, Liquidate Amount, and Invoice Amount are entered, click
Apoepi

Choose Continue to save the PO detalil line entry.

Full Liguidate Add PO

Modify PO Inguiry

Continue = More... ¥

LT ]

You will be returned to the Invoice Header Screen. Choose to save the account detail lines
on the invoice record.
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The Barcode Label Print Screen will open. Enter the number of invoice pages to be attached to
this invoice data record. If adding multiple invoices to the batch, choose Add to Queue. This will
allow you to print all the Barcode labels once you are done entering invoices.

Number of pages on invoice | 1

l Print MNow ”Add to Queue l Print Queue (0) ]

The system will return to the Invoice screen.

Keep adding invoices as necessary to the batch. Once done, go to More > Print Label in the
dashboard ribbon.

Change Lines PO Inguiry ‘

Full Entry View Address
Return
Group Entry = More... ¥

Me

Journal Info

Subc Payments
Print Labal |

1095-G Year

This time, choose Print Queue.

Invoice Emtry - Munis [Monme County | TRAIN | 10/06] = Quick

Number of pages on invoice | 1|

l Print Mow ”ﬁ.dd to Queue l Print Queue (2) ]
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Choose Yes to print the Barcode Labels.

Print Queue

-
l) Would you like to print the 2 queued labels and clear the queue?

An Internet Explorer PDF screen will open with images of all the barcodes added to the Queue.

I B NI LR W AR PR I

Invg 12345 3400.00

MCKESSOMN MEDICAL-SURGICAL MEDIMART INC
10/07/2014 # Pages 1 FP1 DOCBS15

PO# 2

YL T o TR T R AR ]

Inv# 438758 5250.00

GLULF SOUTH MEDICAL SUPPLY INC
10/07/2014 # Pages 1 FP1 DOC8S16
PO#1

Print the Barcodes by choosing print from the Internet Explorer dropdown.

Print r
File 3
Zoom (100%:)

Safety 3
View downloads Ctrl+

Manage add-ons
F12 developer tools

Go to pinned sites

Internet options
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BHue Bird Bus Sukes of Fitsburgh, lec. ¢
5174 Wiliam Flars Fighway

Choose the Barcode Label Printer, and click Print.

Fasten each barcode to its associated Invoice

NOSTH ALLEGHENY SCHOOL DISTRL MORTH ALLEGHENY SCHOOL D
RUSINFSS OFFICES SICTS RRTRILE BUEINESS OFFICES AZCTE frrt
200 FILLUJE LAHE A0 HILLAIE LARE

VI ISR R EEET
PR 15277

Open Tyler Content Manager from the desktop.

l‘i .
TI._- Milrain

-mmummwlﬂl J
S e e e

O MTAIMAS A2 KLECTHICAL P ARTS Sushste E)

Pl IEICTUIRNES. ATEF PTAE IEVENI B BAYS OF IVHHE DATE =
4% RFETOCKINE FEE OF ALL FARTS BEILEAED Tamn van
Tatal: 3.65

TR 1 14

Enter in your credentials and click Login
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The TCM screen will open. Choose documents from the lower left menu.

[= Monroe County, Wi - TCM Train - Home = TN
e LA R AN L) [ Fleosm

0.:':.. tyler Wedener, Ocker 8, 214 Change Pasmwcrd
..

LVl LRES

FOM Train Copyright 2003-2010 Trler Tachnokooms Inc. Al ighes seseewed.
»

Now choose Batch Scanning from the side menu to mass scan in electronic copies of the
invoices just entered.

: @ Document Search

g Batch Scanning
o

lj Document Extract
4 Mass Form Print

Jj 2 Content Capture

echnologies Inc, All rnghtsgreserved,

pal]
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The Batch Scanning window will open. Choose Settings > Scanner Options to set your scanner
defaults. You will only need to do this once.

RS Batch Scan Madule - B
& Scan
& Rescan
Handle Duplicates
@ submit
J Fix
& Remove
Select Documents
4% Settings
1 = Scanmer Options b
I - Bateh Scan Optsons @
Scanner Options:
o Scanner Setup “
Provider | TWain W
Source |Canon DR-G1100 TWAIN )
|
o Batch Scan Setup

Image Type |Black & White w
Compression |High
Paper Source |Autofeeder
Paper Size |USletter
File Format |TIFF
Image Queue Size 2
Duplex
Auto Rotate []
Auto Deskew [ ]
Auto Brightness []

Show Scanner Dialog []

Auto Remove Blank Pages

Blank Page Threshold % | p.3}%

oK Save As Default Cancel

Auto Submit Batcheslﬁl
Preview Scan [ ]

Auto Rotate Images by Barcode Orientation

Default Duplicate Document Option
(®) Append

() Overwrite

Default Attachment Number |1

Ck Save As Default

Cancel
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Once the Scanner Settings are Saved As Default, load the hard copy invoices with barcode
labels into the scanner face up. Click #. scan

The documents will queue up in a list grouped together in the order it found based on where it
finds a barcode.

"f.? Batch Scan hodule EI'E@
= Id = DOC43513, Pages =2
) Bdue Blrd Bus Sutes of Fitsburgh, I, [ wramrrmr] Page 1, Scan Order 1
ﬁ S P Page 2, Scan Crder 3 & Foscan
il Ptk L - Id = DOC43533, Pages =2
T _ R ; Page 1, Scan Order 5 Handle Duplicates

Page 2, Scan Order 7

& Subrit

5, Pages =4, expected 2

N GFAREr pcers e BT UK ACLTE PavaBL ;

I 5 OFFICES AL e CEf RCLTE )

403 FILLVJE LAKE AL HILLWUE LAKE 6 Page 1, Scan Order 11 o Fi

BT TS AR Pa nsady ETTEIURG g Page 2, Scan Order 12 (E4
H 3

PA 15217

€3 Page 3, Scan Order 13
“ €3 Page 4, Scan Order 14

4 MassScan

Pt HETAIHAS 3% KLECTRICAL PARTS Sustate 140
Pl [T HAS ACEEFTRB REVONT B BAYS OF FVICE DATE -
1% RESTOCKENG FEE OF ALL FARTS BEI LENED Tazmn voan

TR 1y = N

FERERE R

Fix any errors that may exist. —
Any errors/problems will be noted with red and white @ marks.

Common problems:

# of Pages is not what was expected

This is usually caused by blank pages not being removed. Select the extraneous page(s) and
click the Remove button.

It can also be caused if the barcode on the next invoice was not recognized. Select all of the
pages from the next document and click the fix button (see instructions from Invalid Document
ID for how to fix the document).
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If there are pages missing, select the page before or after the missing page and click Rescan.
Follow the dialog instructions to tell it where to place the additional page(s).

Invalid Document ID or Barcode Unrecognizable

Click on the top info line above the listed pages and click Fix.

Put APInvoice in the document type field.

Enter the invoice # into the Document Number field.

It will give you a list of invoices with that invoice #. Select the correct invoice and click OK.

Page image scanned poorly
Select the page to rescan and click Rescan. Choose the Replace images starting at selected

page and click Scan to rescan.

Apply the Barcode Labels to the appropriate Invoices, and then close the Barcode Label PDF
screen.

Click the | ©sbm button once there are no more errors to submit the images and attach
them to the invoice record. The image should now be retrievable and viewable from the invoice
record.

To view the record, navigate back to your Munis batch and choose the Attachment Icon on an
Invoice record.

U

Attachments.

Highlight AP Invoice, and choose View Documents

:_Dol:u ment Mappings 25
. | Document Map Title Document Type 3
Generic Attachment Attachment (no searchable metadata)
AP Check AP Check
AP Invoice AP Invoice
AP Invoice Affidavit AP Invoice Affidavit

Purchase Card Transaction Purchase Card Transaction

Purchase Order Purchase Order

[E;”View Documents || B8 Show Counts | Maintain
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The TCM Viewer will open with your record attached.

vj‘| Documents
L . F i F i b I
AF " 2o B QO ™ & » 7 /J BE6 4
Wew Save Delele Wmpordl Scan Caplure Tad Dopoei Ceadl Prinl  Prind Muliple  Scky Moles  Teod Stamga  RedacBons  Mighlghts  Cod Workdliow  Close Viewer
Documents T -~ .
Type Fiey 1= Koy 2 ﬁ Purchase Order Irtste | [voics Caplure | Audt -
e —r — et I. i e AR
i ?E—“EE—LJ & W e e T T Involce Humbser
AP Irice 3 4613 - et Pewhain _
;‘I"‘F:"Iﬂ#ml‘.imﬂﬂ e e | B 1-00 |3
SR Py rrusd bal it el
winaan of wparifend Sovirativn.
¥ R, LY R BRI P RFRA, L TR Dossumend Mumilees
i 230w l Bkt . [
Dae
.RL4i|l.Il] Depcumuents | MOV 2014 ]E.ﬂ
Ty Koy 1a Koyl
T T 413 AmsoiEnt
I 1000
Mot
| | | | |
£ ¥ .J
.'f
141
+ ¥ | 2 | — ,q_ || & @3

To now send the invoices off through workflow to be approved for payment, choose
to navigate back to the Invoice Record.

Once on the Invoice Record, click Hfrom the Dashboard Ribbon to return to the Batch
Header screen.

Once on the Batch Header screen, choose Release.

Add Batch  Release

View Batch Approvals

Rasume More... v

Returm
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The invoices within the batch will show as released.
Invoice Entry - Munis [Monroe County | TRAIN | 10/06]
Batch 5

Effective date 10/07/2014 1
YearfPeriod 2014 10 ocT

Fund 999 POOLED CASH

Cash account |99900000 | |uaooo || |... casH

CHECK RUN
Due date 10/07/2014 1

+/ Enable TCM invoice barcode label printing

Invoice count 2

Amount total | 650.00

Vendor hash | 5,882

|J Released I

2 Invoices marked as released.

To initiate the approval process, click Approvals. This will send all invoices to the appropriate
approver.

Add Batch  Releass

View Batchh Approvals

Resume = More... v

Menu
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Results

Status Change

A released invoice batch will have a status of H— Held. You can click on the Approvers button on each
individual invoice to see who needs to approve the invoice.

GL Impact

The GL account will now show the invoice amount (in the Actual (Memo) field) which reduces the
Available Budget amount. A posted invoice will debit the Expenditure account and Credit Accounts
Payable.

What’s Next?

The invoice is waiting on approval. Once approved, it may be posted and paid.



