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Payment Request Processing

PREREQUISITES
# Getting Started
# Vendor Management
# Procurement Functions

# Understanding of City of New York procurement and accounting
processes

TARGET AUDIENCE

All department users will take Modules 1-4 and 6-7. Payment Requests used by
Oversight are included in Module 5.

COURSE OVERVIEW

This course provides instruction on Payment Request processing and inquiries.
Department users enter, view, validate and submit Payment Request documents.

Topics include:
& Processing payment requests at the departments
# Oversight payment request processing
# Processing credit memos
# Modifying and canceling payment requests

# Inquiries related to payment requests

KEY CONCEPTS

# The Payment Request document initiates payments for expenditures
that need to be made. These documents set up the information
required to process the disbursement of a check or EFT (Electronic
Funds Transfer).

# There can only be one vendor per Payment Request.

@ Discounts are calculated at disbursement, not on the Payment Request.
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Payment Requests using Capital Funds require a reference to both
Encumbrance and Fixed Asset Intent documents.

Vendor Address ID, Invoice, Invoice date and Sign-off date, Service
Dates and Payment Type code are fields required for entry of the
payment requests.

Late payments will generate interest payments on the PRT1
documents, according to PPB rules.

Direct payment to an assignee is referred to as a third party vendor
and can be entered on the Payee tab of the Header section after the
third party vendor is setup in VCUST.

There are two Credit Memo documents available when a vendor issues
credit for damaged or unshipped goods, the PCMC1 (for commodity)
and PCMNT1 (for non-commodity).

There is a third credit memo document, PCVN1 to be used exclusively
for assessing a Vendor Name Check charge for an eligible vendor.

The Payment Hold Maintenance (PHM) document enables users to
setup a payment hold against payment requests, awards and/or
vendors. This functionality is covered in the Disbursements Processing
course.

The Disbursement Request Modification (DRM) document enables you
to change disbursement options and vendor assignee information
before the check is issued. This functionality is covered in the
Disbursements Processing course.

ICONS

O

The movie icon represents a guided simulation that appears in the
online Payment Request Processing eLearning course.

10
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Module 1: Business Review Payment
Requests

OBJECTIVES

In this module, you will:

# Differentiate between the types of Payment Requests, how they are
used, and the Procurement Process

# Review the three methods for selecting and referencing encumbrances
# Review the required fields related to accruals and interest eligibility

# Review the options that indicate the way a payment request is
disbursed

OVERVIEW

Payment Requests setup the information required to process a disbursement of a
check or electronic funds transfer (EFT). While the majority of payment requests
are for goods, services, and construction related to procurement, there are other
specialized transactions that the City must pay. Specific payment request
documents are available to process these other transactions, such as
reimbursement, revenue refunds, and interest, to name a few.

Depending on the type of transaction, approvals may be required at the
Department or Oversight level. An approved payment request creates payable
open items and, if applicable, retainage open items which remain open until
disbursements are issued or the document is cancelled.

Credit Memos remain open until a disbursement is processed for the same
vendor that can be reduced by the credit memo amount.

Processing payment requests in the Overlap Period is discussed in the Cross Year
course.

ToOPIC 1 - PAYMENT REQUESTS IN THE PROCUREMENT
PROCESS

City departments use the Payment Request (PR) document to initiate payment
for encumbrances such as contracts or purchase orders that need to be paid. On
the two PR documents in the procurement chain, each line must include a
document reference. The two document names are the Commodity (PRC2) and
Non- commodity (PRN2) Payment Requests. These two payment requests
require two levels of department approval.

11
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In addition to the payment requests, the Credit Memo documents are intended to
record credit issued from a vendor for damaged or unshipped goods.

COMMODITY VERSUS NON-COMMODITY PAYMENT REQUESTS

In a commodity payment request document, accounting line information is
subordinate to and directly linked to specific commodity line information. One
or more "child" accounting lines are linked to have a direct relationship to one
"parent" commodity line. Note that when inserting the first accounting line, if
the Line Amount field is left blank, it will auto populate (after you save the
document) the total dollar amount from the corresponding commodity line. If
inserting additional accounting lines, the sum of the Line Amount on all
accounting lines must equal the dollar amount on the commodity line.

In non-commodity payment request documents, there is no commodity and the
accounting lines are only subordinate to the vendor line that they are being paid
to. When referencing an encumbrance to process a payment in the procurement
process, it is important to note that commodity documents can only reference or
be referenced by other commodity documents, while non-commodity documents
can only reference or be referenced by other non-commodity documents. This
document hierarchy is shown in the diagram below:

Commodity Documents Non-Commaodity Documents
Document Header Document Header
—___ Vendor | " Vendor |
L Commodity A | —{ Accounting Line |

- Accounting Line | — _ Accounting Line |
—— Accounting Line | —{__Accounting Line |

—— Accounting Line |

e Commodity B |
—— Accounting Line |
— Commodity C ]

— Accounting Line |
—— Accounting Line |

12
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REFERENCING IN THE PROCUREMENT CHAIN

Referencing prior documents allows for information on the referenced document
(such as accounting distribution and vendor) to be auto-populated on the new
document. In the case of Payment Requests, the reference comes from
encumbrance documents.

There are three methods to reference an encumbrance document when creating a
payment request, copying forward from an encumbrance document, or entering
a backward reference to the encumbrance document on each accounting line.

Copy Forward

Copy Forward is a feature that enables a user to easily copy information from an
existing encumbrance document into a new payment request. The entire
document is copied forward into the new PR. In this case, users must adjust the
PR to account for only those items that need to be paid. This function can
expedite data entry and simplify document referencing between documents with
a large number of lines.

Backward Reference

By entering the referenced encumbrance document information on the new PR,
as well as the line number of what is to be paid, all the accounting codes from the
referenced encumbrance are auto-populated.

Commodity Based Encumbrance Search (ENCSRCH) Page

The ENCSRCH page enables a user to search for and select accounting lines
within a commodity encumbrance document, and create a PRC2 that references
the selected lines.

TOPIC 2 - PAYMENT REQUEST TYPES

There are multiple payment request and credit memo documents that are used
for specific payment purposes. Specific Event Types determine how the
payment request is processed and posted. There is a default event type for the
most frequently used transactions on a payment request. However, on some
payment requests, users have the option to select an Event Type that is not the
default.

Department documents can be created by any department in the city and
oversight documents can be created by oversight departments.

The following list contains the various payment request documents and their
uses.

13
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DEPARTMENT DOCUMENTS

PRC2 - Payment Request for Commodity Encumbrance
PRN2 - Payment Request for Non-Commodity Encumbrance
PRM1 - Miscellaneous Payment

PRR1 - Reimbursement

PRF1 - Revenue Refund

PRT1 - Interest

PCMC1 - Credit Memo/Commodity based

PCMNT1 - Credit Memo/Non-Commodity based

PCVN1 - Credit Memo Vendor Name Check

RTGPF - Retainage Payout and Forfeit (This is covered in the Retainage course)

OVERSIGHT DOCUMENTS
PRW1 - Workers Comp
PRJ1 - Judgment and Claims
PRB1 - Balance Sheet

# Equity payout authorization
Liability payout authorization
Asset payout authorization

Authorize Stale payment

® & @ @

Authorize Escheat payment
# Authorize Backup Withholding payment
PRUNT1 - Universal Non-Commodity

&

Authorize normal payment

Equity payout authorization

Liability payout authorization

Asset Payout Authorization

Authorize Escheat Payment

Authorize Backup Withholding Payment

Authorize Earned Revenue Refund

L

Encumbrance correction & Credit Memo

14
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# Non Ref Credit Memo Event
PRUC1 - Universal Commodity
# Authorize normal payment
Equity payout authorization
Liability payout authorization
Asset Payout Authorization
Authorize Escheat Payment
Authorize Backup Withholding Payment

Authorize Earned Revenue Refund

L

Encumbrance correction & Credit Memo

# Non Ref Credit Memo Event

PAYMENT HOLD

There are times when payments need to be held for a period of time. Payment
Hold is specified on the Payment Hold Maintenance (PHM) document and
Prevents Automatic Payments (PAP) to a vendor.

There are three types of holds that a PHM document can create:
# Payment Request Hold - one payment request is held
# Agreement Hold - All payments against an agreement (encumbrance)

# Vendor Hold - All payments to the specified vendor (can only be set-
up by oversight users)

Note: The PHM should NOT be used to request that a check be held for pickup at
the Department of Finance (DOF). If the PHM is processed in this instance, the
disbursement will not be processed - AND A CHECK WILL NOT BE ISSUED.
Hold for pick-up is specified on the Disbursement Options tab of Payment
Requests and DRM Documents.

15
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TOPIC 3 - SPECIAL HANDLING OPTIONS

There are a number of fields in the payment request document that are useful for
the user to note:

REQUIRED FIELDS

Service From Date and Service To Date - These date fields are located on the
Commodity line. They are required for the user to enter on all payment request
types, but they may auto-populate with the system date on some payment
requests if left blank. The service dates on the payment request are used in
accrual processing.

For more information about how the Service Dates from the payment request
affect accrual processing, please refer to the Automated Accruals and Clearings
and Manual Accruals and Clearings courses.

Payment Type - This pick list is a required field on most Payment Requests and
is located in the General Information tab of the Accounting section. It displays
the Payment Type associated with the Interest Payment Request document and
drives the determination of interest calculation and amounts. However, this pick
list does not provide a description of Payment Types. Rather, it only shows the
abbreviations. Refer to the below table for choosing the appropriate Payment
Type or refer to the Payment Scheduling and Interest Control table (PSIC).

Payment Type | Payment Type Description
A Miscellaneous (for Misc. Requests)
@) Pre Prompt Progress

D Default

C Change Orders

F Final

P Progress

S Substantially Complete

B Balance

M Miscellaneous

R Refund

16
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Invoice Information Fields - There are a number of fields on the Invoice
Information tab that may be required for you to enter, depending on the type of
payment request being processed. They indicate when goods/services were
rendered and affect payment dates and calculation of interest:

# Sign-Off Date

# Vendor Invoice Number
# Vendor Invoice Date

# Invoice Received Date

In a commodity based payment request, the invoice fields can be found in both
the Vendor and Commodity sections in the Invoice Information tab. If entered on
the Vendor level, the values will auto populate on all commodity lines in the
payment request. The values that are auto-populated to the commodity level can
be overridden on the commodity line level. The invoice fields can also be left
blank on the Vendor level and entered separately on each commodity line.

If a future date is entered on Vendor Invoice Received Date on the Vendor
Component of the document, an error will be issued once the document is
validated stating "Invoice Received Date must be less than Future Date". This
should be manually corrected on both the Vendor section and the Commodity
section. Correcting it only on the Vendor section will not auto populate the
Commodity section.

In a non-commodity based payment request, the invoice fields are located in the
Accounting section and must be entered there.

The following invoice fields are not allowed to be entered since they are used to
reference an internal invoice document, which is functionality not used in FMS:
Accounting;:

@ Invoice Doc Code
# Invoice Doc Dept
# Invoice Doc ID
# Invoice Doc VL
# Invoice Doc CL

17
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DISBURSEMENT OPTIONS

This tab in the Vendor Section contains features that manage how payment
requests behave during disbursement. By selecting any of these optional features
users indicate how they want the payment handled.

Single Payment - The Single Payment Flag, located in the Disbursement Options
tab of the Vendor section, is an optional checkbox which generates a separate
paper check and prevents the payment request to be combined with others due
to the same vendor at the same address, from the same agency on the same date.
When checked, either manually or inferred from the Vendor/Customer code, the
payment will not be combined on a disbursement with other payment requests
for this vendor. In addition to other payment requests, this also includes credit
memos for the same vendor.

Hold the Check for Pick up - Select HH in the Disbursement Category pick list
and STD in the Disbursement Format pick list. Both are located on the
Disbursement Options tab of the Vendor section and are used to designate
holding a check for pickup.

If the Disbursement format is set to EFT, users must change the type to STD or
the check will not be held for pickup, it will be issued as an EFT. Refer to the
Guided Simulation of Module 2, Topic 2 to see this field in use.

Pay a Third Party - There are three ways to designate a third party vendor on
the payment request:

# The 'Pay Third Party' checkbox is automatically checked on the
Disbursement Options tab when the primary vendor on the payment
request is set up to 'Always Infer Third Party' on the
Vendor/Customer (VCUST) table. The third party vendor that is
assigned to the primary vendor on VCUST will always be paid.

# You have the option to check 'Pay Third Party' on the Disbursement
Options tab of the payment request when the primary Vendor has a
third party assigned to it on VCUST, but is not set up to 'Always Infer
Third Party'. To pay the assigned third party vendor, click the 'Pay
Third Party checkbox.

# If there is no assigned third party for your vendor, then you can
designate a one-time payment to a third party vendor on the Payee tab
of the payment request. This vendor must be flagged on VCUST as
eligible to receive a third party payment.

Note: When the 'Pay Third Party' flag on the payment request is checked, the
Payee fields are blocked from data entry.

Refer to the Guided Simulation of Module 2, Topic 2 to see this field being used.

18
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For more information about the Third Party Assignment fields, refer to the
Vendor Management course.

DI1SCOUNT TERMS AND CALCULATIONS

Discount Terms can be entered on the vendor record in VCUST or are entered on
the payment request document. The discount amount is calculated during the
overnight disbursement process, not on the payment request since terms are
applicable on the disbursement date. The discount amount is displayed on the
automated disbursement document (AD). The Payment Request represents the
final point in which Discount Terms may be entered.

The following table shows an example of how Discount Terms can be defined:

Days Discount Description
Percentage
Days 1 =10 Percent1=2 | If the vendor is paid within 10

days of the vendor invoice date,
2% of the invoice can be deducted.

Days 2 =30 Percent2=1 | If the vendor is paid within 30
days of the vendor invoice date,
1% of the invoice can be deducted.

Days 3 Percent 3 There are no additional terms

Days 4 Percent 4 There are no additional terms

If a disbursement is cancelled and rescheduled, a discount may not be taken if
the new payment date falls after the terms date range.

SUMMARY

In this module, you:

# Differentiated between the types of Payment Requests, how they are
used, and the Procurement Process

# Reviewed the three methods for selecting and referencing
encumbrances

# Reviewed the required fields related to accruals and interest eligibility

# Reviewed the options that indicate the way a payment request is
disbursed
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CHECK YOUR PROGRESS

1. Which two payment requests are used in the Procurement Chain and must
include a document reference for each line?

a. PRC2 and PRR1
b. PRT1 and PRC2
c. PRN2 and PRM1
d. PRC2 and PRN2

2. Is the following statement True or False? The Credit Memo document is
intended to record credit issued from a vendor for damaged or unshipped
goods.

a. True
b. False

3. Is the following statement True or False? There are two methods to reference
an encumbrance document when creating a payment request, 1) Copying
Forward and 2) entering a Backward Reference.

a. True
b. False

4. Which field in a Payment Request is used to designate holding the check for
pickup?

a. Single Payment
b. Pay Third Party

c. Disbursement Category

d. Payment Type
Answers
1. d
2. a
3. a
4. c
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Module 2: Processing Commodity
Payment Requests (PRC2)

OBJECTIVES

In this module, you will:

&

® & @ & @

Create a PRC2 by copying forward from a commodity encumbrance
Create a PRC2 and enter the back reference to the encumbrance

Pay multiple purchase orders with a single payment request

Pay multiple invoices with a single payment request

Apply a credit line to a PRC2

Create a PRC2 by searching and selecting encumbrance lines on the
Commodity Based Encumbrance Search page (ENCSRCH)

OVERVIEW

The Commodity Payment Request (PRC2) document is used to authorize
commodity based payments.

&

&

54

It must reference commodity based encumbrance documents and lines
(POC, PCC, POD, CT1, CTA1, DO1). It cannot be used to authorize
payment of a PON1.

Multiple invoices for the same vendor can be combined on one
payment request, with each invoice entered on a separate commodity
line.

Multiple encumbrances can be referenced on one payment request,
with each invoice entered on a separate commodity line.

PRC2 documents require approval from two authorized department
users.

MULTIPLE METHODS TO SELECT AND REFERENCE ENCUMBRANCE LINES

There are different ways to create a PRC2. You can select a method that best fits
the number of encumbrances and encumbrance lines that are to be paid.

24

When paying all or most of a commodity encumbrance at one time, the
easiest way to select and reference the encumbrance is to open the
encumbrance document from the Document Catalog and Copy
Forward to create a PRC2.
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# When paying one or two accounting lines of a multiple commodity
line encumbrance, it might be easier to create a new PRC2 from the
Document Catalog. Then enter the back reference to the encumbrance
Document ID, commodity and accounting lines on the new PRC2.

# A third way to select and reference a commodity encumbrance
document and lines is by using the Commodity Based Encumbrance
Search (ENCSRCH) page. Here users can search for a commodity
based encumbrance document by vendor name, vendor code, or
document description. Once the encumbrance is selected, users can
search for and select individual lines based upon commodity or
accounting details, and then create a PRC2 that references the selected
lines.

ToPIC 1 - PROCESS COMMODITY PAYMENT REQUESTS (PRC2)

There are two event types available on this document. One is for standard
payment against an encumbrance line. This code, APE], is the default event type.

The second event type creates a credit line, is entered with a negative amount
and reduces the total payment request that should be made. When this event
type is used, the payment request total cannot be a negative amount (less than
Zero).

These are the event types associated with the PRC2:

Event Types Description

APE1 Authorize Encumbrance Payment (Default)

APE2 Encumbrance Correction & Credit Memo

GUIDED SIMULATION - COPY FORWARD TO CREATE A PRC2

@ The movie icon represents a guided simulation that displays in the
y online Payment Request eLearning course.

A City Department received goods ordered from the United States Post Office for
supplies and is making a full payment of $449.55. Funds were encumbered for
the purchase using a Commodity Encumbrance - Small Purchase (POC)
document. To process a PRC2, you will be copying forward from a POC and
entering information in the Commodity and Accounting sections.
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FMS: ACCOUNTING HOME PAGE

Broadcasts

3 Date Message
History

Back Copv First Prev Next Last
Favorites

Administration

infoAdvantage

1. Click the Search link on the Secondary Navigation Panel.

SEARCH OPTIONS

Broadcasts

| Message Center

=] Search

Date Message
Page Search

Document Catalog )

| ] History

Back Copy First Prev Next Last

Favorites

Administration

infoAdvantage 4

2. Click the Document Catalog link. The Document Catalog screen is
displayed in Search Mode.
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DOCUMENT CATALOG

DEVFMS01 Document Catalog

Message Center

Create s b

[=] Search

Page Search

Document Catalog

20107200003

History

3 b User Information
Favorites

Administration b Document State

3. Enter POC in the Code field.
4. Enter the Dept.
5
6

infoAdvantage 4

Enter the Document ID.

Click the Browse link.

DOCUMENT CATALOG

Open Validate Submit Cepy

Code Dept. Unit D Comments Version Function Phase Status Date  UserID Amount Active

[] poc 836 20107200003 Np 1 New Final Submitted 10/18/0S 856DE  $880.00 Yes

First Prev Next Last

Menu

Verify that the selected POC is in a Phase/Final and Status/Submitted.

7. Click on the document link in the ID column to open the POC document. The
Header section of the POC document is displayed.
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POC DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Commodity Purchase Order -Small Purchase(POC]‘ Dept: 356 ID: 20107200003 Ver.: 1 Function: New Phase: Final l - g

| wHesder 00

[CEOEIEIRIN GINEIOI Contract Details | Reference | Contact | Modification | Extended Description | Default Shipping/Billing | Reporting | Fixed Asset Intent Reference | Document Inform

Document Name:

Record Date: 10/19/2009
Budget FY: 2010
Fiscal Year: 2010

Period: 12

Contract Purpose:

Actual Amount: $820.00
Closed Amount: $0.00
Closed Date:
Open Amount: $880.00

Open Accrual Amount: $0.00

PCard ID: @;
PCard Exp:
Procurement Folder: 453105

Procurement Type: Unclassified

Procurement Type ID: 1 g\
Cited Authority: &
Revised Start Date: 10/02/2009
Revised End Date: 11/27/2009
PSR Approval Date:
Accounting Profile: &
Terms Template: &

Confirmation Order: [~

[ et [h copy(& Copy ForwardD [k Discard |

@ Print l | Processing v | | workfiow =

8. Review the POC to make sure the correct encumbrance is selected:

@ Header section
@ Vendor section
# Commodity section

# Accounting section

9. Click the Copy Forward button. The Copy Forward page is displayed.
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Cory FORWARD FROM POC

Copy Forward
From Document
Category : pRoC Doc Dept: 2:5
Type: pg Doc Unit:
Code: poc 1D : 20107200002
Select Entire Document : [ Version:
To Document
Doc. Department Code : 3¢5 Document id: 2010
Unit Code : Auto Numbering :
Target Doc Type Target Doc Code Description
PR PPRC2 Pre-Processing PPRC2
C« PR PRC2 Pay for Order )
PR EAC1 Correct Encumbrance
First Prev Next Last
(O?D Cancel

1. Enter the Doc. Department Code.

2. Enter the current 4-digit fiscal year in the Document ID field. This number
will be added as a prefix to the auto generated ID number.

3. Click the Auto Numbering check box.

4. Select PRC2 - Pay for Order in the Target Doc Code column.
5. Click the OK button. A New Draft PRC2 document is displayed.
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ENTER DATA INTO THE PRC2

PRC2 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB
Y -C i ( 2) | Dept: 856 ID: 20100000001 Ver.: 1 Function: New Phase: Draft \;l b Modiified by TRE5623, 0912

_

(W EIEIL BVl Payee | Extended Description | Contact | Document Information

Document Name: Pre-Processing Allowed: |~
Actual Amount: $2,949.55
Record Date: B .
Retainage Amount (-): $0.00
Budget FY: )
Discount Amount (-): $0.00
Fiscal Year:
Penalty/interest Amount (+): $0.00
Period:
Withheld Amount (-): $0.00
Bank Account: &
L Intercept Amount (-): $0.00
H Accounting Profile: 2 Use Tax Withheld (-): $0.00
N Replacement: [ Default Intercept Fee Amount (-): $0.00
PCard Payment: [~ Supplementary Intercept Fee $0.00
4 Amount(-):

PCard Administrator:

Payment Amount (=): $2,949.55
Cited Authority: & y! (=)

Outstanding Amount: $2,849.55

Training@fisa.nyc.gov Closed Amount: $0.00

Document Description: | FIfS Trainer 212-555-1212 FIS )

F save | ) undo

Accounting Distﬁbuﬁon No. of Lines: 0 Distribution Line: none Distribution Percentage: none
Vendor Mo. of Lines: 1 Vendor Line: | _Vendor Customer: 0000998157 _ Legal Name: HANNTANCO NCORPORATED
C i No.ofLines: 3  C ity Line: 1 CL ipti tical Tile Insulation  Ci ity: 0
Accounting No.of Lines: 0 Accounting Line: none  Total Line Amount: none  Line Closed Amount: none
Posting No. of Lines: 0
[3 Copy | [ vaiidate I E4 Submit ‘ [3 Discard | & Print ‘ Processing

When the PRC2 document is created, a new document ID is generated. The
document is shown as Ver: 1, Function: New, Phase: Draft.

The Record Date, Budget FY, Fiscal Year, and Period, if left blank, will auto
populate when the document is fully approved, based on the approval date.
When two accounting periods are open and you need to post to a prior period,
you can enter the appropriate Record Date, FY, or accounting period here. The
approval date will not override the information that is entered.

1. Enter the full name, phone, and email address in the Document Description
field.

2. Click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.
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PRC2 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request - Commodity Encumbrance(PRCZ;.I Dept: 856 ID: 20100000001 Ver.: 1 Function: New Phase: Draft || & I

B | ee————————————————————————

Header

Accounting Distribution

:Vendor ) (LRI B Payee | Extended Description | Contact | Document Information

Eemnonty Document Name: Actual Amount: $820.00

PN Retainage Amount (- $0.00
Fosting Record Date: )

Budget FY: Discount Amount (-): $0.00
Fiscal Year: Peﬂﬂt;/;r:::{izt $0.00
RO Withheld Amount (-): $0.00
S ecum: ﬁ‘ Intercept Amount (-): $0.00
Neconbing Fromie 2 Use Tax Withheld (-): $0.00

Fl save | % ungo

3. Click on the Vendor section. The General Information tab of the Vendor
section is displayed.

PRC2 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

Payment Request - Commodity Encumbrance(PRC2)} Dept: 856 ID: 20100000001 Ver.: 1 Function: New Phase: Draft ‘} > JMOGIHEd DY &

Vendor Line Vendor Customer Legal Name Line Amount

1 0000000012 UNTED STATES POSTAL SERVICE &

From 1 to 1 Total: 1 gl

[ M nELLO Disbursement Opticns | Invoice Information | Agreement Reference || Discount Terms

Vendor Customer: 0000000012 & Vendor Contact ID: 2|
(i Legal Name: | UNITED STATES POSTAL i Vendor Contact Name: o Contact
Alias/DBA: Vendor Contact Phone:
@dress Code: 1 @‘D Vendor Contact Phgne
- xt.:

Address 1: 85 COURT STREET,
Vendor Contact Email:
Address 2: Rl 10018
Fax: | 999 983-3710
City: | BROOKLYN .
Fax Extension:

State: | New York v}

ALt A ddmm o Bedams 11

S,‘ Bl save ) 4 undo | | B insertew Line | | [ insert Copied Line | | E4 Edit with Grid |

Note: As a result of copying forward, the vendor and commodity information is
auto populated to the Vendor and Commodity sections.

4. Verify that the vendor information is correct.

5. Enter the Address Code, or select it from the pick list.
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6. Click Save.

PRC2 DOCUMENT - COMMODITY SECTION, GENERAL INFORMATION TAB

y e

Z)‘ Dept: 856 ID: 20100000001 Ver.: 1 Function: New Phase: Draft ‘ -

Document Navigator x

Header ommodity: 005
Accounting Distribution ooty e CL Description Commodity Quantity Line Type
Nfendor 1 Abrasives, Coated: Cloth, Fiber, Sandpaper, etc. 00514000000 45.00000 ftem jiif
Total:
From 1 to 1 Total: 1
Accounting

Posting = List View

Sisilaanpidm Reference || Fived AssetIntent Referencel Invoice Infol Agreement Reference | Discount Terms | Additional Amounts)
TaxInformation | Fixed Asset Information | Retainage Terms
CL Description: | Abrasives, Coated: Cloth, Fiber, Service From Date: | 10/21/2009
Sandpaper, etc.
Service To Date: | 11/27/2009 (11
Commodity: | 00514000000 2
ty: & Tax Profile: &
Stock Item Suffix: .
Accounting Profile: 2
Supplier Part Number: ‘Q;
= PCard ID: &
C ity Description: ives, Coated: Cloth, Fiber,
Sandpaper, etc. Cardholder Name:

1. Click the Commodity section. The General Information tab of the
Commodity section is displayed.

2. Enter the Service From Date.
Enter the Service To Date.

4. Click the Invoice Information tab.

PRC2 DOCUMENT - COMMODITY SECTION, INVOICE INFORMATION TAB

y -C i 2)| Dept: 856 ID: 20100000001 Ver: 1 Function: New Phase: Draft || v | Ll st ey

Document Navigator X

M& W“M ives. ly_i
Header ommodity:

C ity Li c ipti i i ine Ty
Accounting Distribution ommodity Line L Description Commodity Quantity Line Type
oa 1 Abrasives, Coated: Cloth, Fiber, Sandpaper, etc. 00514000000 45.00000 ftem i}
‘endor
From 1 to 1 Total:
Commodity rom 1 to 1 Total: 1

Accounting

Posting = List View

General Infarmatinn | Reference || Fived Asset Intent Reference EMROICAIRGINEIE Agreement Reference (| Discount Terms adw:lmcna\‘—.ml:wumsl
TaxInformation | Fixed Asset Information || Retainage Terms

Invoice Doc Code: ( Vendor Invoice Number: | 555555 )

Invoice Doc Dept: Vendor Invoice Line:

Invoice Doc ID: Vendor Invoice Date:

Invoice Doc VL: 0 Gwoice Received Date: | 10/21/2010

Invoice Doc CL: 0

\@/a

Check Description:

Sign Off Date: | 10/21/2010

5. Enter the Sign-Off Date.
6. Enter the Vendor Invoice Number.
7. Enter the Invoice Received Date.

Note: If the Invoice Information fields are entered at the Vendor level, they will
auto-populate to all Commodity lines. They can be overridden at the Commodity
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level by entering new values on each Commodity line. If a future date is entered
on Vendor Invoice Received Date on the Vendor Component of the document, an
error will be issued once the document is validated stating "Invoice Received
Date must be less than Future Date". This should be manually corrected on both
the Vendor section and the Commodity section. Correcting it only on the
Vendor section will not auto populate the Commodity section.

8. C(lick the Discount Terms tab.

DISCOUNT TERMS - THIS IS AN OPTIONAL ENTRY

= List View
General Informatinn | Reference | Fixed Asset Intent Reference | Invoice Information | Agreement Reference Additional Amounts | Tax Information | Fixed Asset Information
Retainage Terms
Days 1: Percent 1: Digcount Always 1: [
Days 2: Percent 2: Discount Always 2: [
Days 3: Percent 3: Discount Always 3: [
Days 4 Percent 4:

Discount Always & [

If there is a situation where establishing Discount Terms is necessary, users can
enter them on the Discount Terms tab. The discount amounts are calculated
during the overnight process and the results are displayed on the disbursement
document.

Note: The Payment Request represents the final point in which Discount Terms
may be changed.
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PRC2 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

Payment Request - Commodity Encumbrance(PRC2) | Dept: 856  ID: 20100000001 Ver.: 1 Function: New Phase: Draft >
Document Navigator x] T e _ T e

Header

Accounting Distribution
Vendor

Commodity
Accounting

Posting

=] Save| %} Undo ]

Accounting Line
1

From 1 to 1 Total: 1

Total Line Amount

$449.55

[ EENLWnEIl Reference | Fixed Asset Intent Reference | Fund Acc

Line Closed Amount

$0.00

Outstanding Amount

etail Accounting | Additi

$449.55 No

Interest Ineligible

s | Extende

Payment Type
P

Go

Event Type: APE1
Accounting Template:
Bank Account: 73

Line Description:

Sub Total Line Amount: 5449 55

Tax Amount:  30.00
Use Tax Amount:  $0.00
Total Line Amount: $448.55
Interest Ineligible: |~
Payment Type: P

Interest Amount From IPR:

B B B

2

[E4¢ insert New Line | | [Z¢ Insert Copied Line |

E4 Edit with Grid

Budget FY: 2009
Fiscal Year:
Period:

Check Description:

Special Instructions Code:

Disbursement Category:

Extension Reason:
Extension Description:

Sign Off Date: 10/21/2010

B B ®

|

E] Copy] ( Vahdate] )EZ Submil]

[ Discard |

& Print | [ Processing v | | Workfiow ~

1. Click the Accounting section. The General Information tab of the
Accounting section is displayed.

2. Click Validate to auto-populate the accounting information.

Note: Other required fields are needed on the payment request, so you may
receive errors after validating. You can ignore the error messages until you
populate all required fields.

3. Enter the Payment Type or select it from the pick list.
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PAYMENT TYPE PICK LIST

Choose

Browse Clear
Document Code : Fund :
Fund Group : Payment Type :

Document Code Fund Fund Group Payment Type

Select PRC2  ALL C c
Select PRC2Z ALL c F
Select PRCZ  ALL c 0
Select PRC2  ALL c P
Select PRC2  ALL C s

| PRC2 ALL G P
Select PRC2  ALL 0 P

Cancel First Previous Next Last

VALIDATE AND SUBMIT PRC2

1. Click the Validate button once again to check for errors. If any errors exist, fix
the errors and then click Validate button again when there are no errors
Document validated successfully is displayed.

PRC2 DOCUMENT - VALIDATION MESSAGE

Welcome, PR APP1 856 My Workspace

PRC2 DOCUMENT - POSTING SECTION

Debit Posting Debit Posting Name Debit Amount

Line Function

Credit Posting Credit Posting Name Credit Amount
o POOS Encumbrance $449 55
f e P0O0E Res Encumbrance $449.5
Do11 External AE $449.55
2 Standard
R DNO1 Enc Disb Pay $449.55
From 1 o 2 Total: 2 Gotolne: | Go

2. Click the Posting section to review posting information. You can click the eye
icon to view posting details.

3. Click the Submit button. You have successfully submitted a PRC2 document
and it is pending approval.
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GUIDED SIMULATION - ENTER BACK REFERENCE IN A PRC2

An alternative to copying a reference forward is to create a backward reference
from the Payment Request to the encumbrance document. When entering the
backward reference, users enter the encumbrance Document Code, ID and
Department into the Commodity section's Reference Tab. To create a PRC2 with
a backward reference, begin by creating a PRC2 from the Document Catalog.

This menu path guides you to the starting point of this specific task.

HOME PAGE =2 CLICK SEARCH = CLICK DOCUMENT CATALOG = CREATE PRC2
DOCUMENT

PRC2 DOCUMENT - GENERAL INFORMATION TAB

Payment Request - Commodity Encumbrance(PRC2) Dept: 856 ID: 20101234567  Ver: 1 Function: New Phase: Draft -
Header =
= List View
LEEMEERNIGRNEIELN Fayee | Extended Description || Contact | Document Information
Pocument Hame: Actual Amount: $0.00
Retainage Amount (-): £0.00
Record Date: (&=
Discount Amount (-): $0.00
Budget F¥:
Penalty/interest Amount ( ): $0.00
Fiscal Year:
Withheld Amount (-): $0.00
Perioa
Intercept Amount (-): $0.00
Bank Account: a
= Use Tax Withheld (-): $0.00
AccossuEig Pramies & Default Intercept Fee Amount (- 50.00
Replacement: [ >
Supplementary Intercept Fee 50.00
Am "-):
u
H save | [ 5 undo
Accounting Distribution ]
Vendor
Commodity
Accounting
Posting
(% copy | B vaidate | | E3 submit | & Print | | Processing ~ | [ workfow ~ | [ Fie ~ | | E3 close

When the PRC2 document is created, a new document ID is generated. The
document is shown as Ver: 1, Function: New, Phase: Draft.

The Record Date, Budget FY, Fiscal Year, and Period, if left blank, will auto
populate when the document is fully approved, based on the approval date.
When two accounting periods are open and you need to post to a prior period,
you can enter the appropriate Record Date, FY, or accounting period here. The
approval date will not override the information that is entered.

1. Enter full name, phone, and email address in the Document Description
field.

2. Click on the Vendor section. The General Information tab of the Vendor
section is displayed.
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PRC2 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

Vendor Line Vendor Customer Legal Name Line Amount
0

From 1 to 1 Total: 1

LELEENMETTIE Disbursement Options | Invoice Information || Agreement Reference | Discount Terms

By @

Go'to line: DM

= List View
y =

Vendor Customer: | 0000988187 ED Vendor Contact ID: &
Legal Name: Vendor Contact Name:
Alias/DBA: Vendor Contact Phone:
CAddress Code: | 1 2| ) Vendor Contact Phone Ext.:
Address 1: Vendor Contact Email:
Address 2 Fax
city: Fax Extension:
Zip Code: Taxpayer ID Humber:
Country: TaxpayerDType:| v
County: 4| Merchant ID: ¥
Tax Profile:
Received Service From Date: ) v
( A save )-p Unde \ (4 insert New Line )E:q Insert Copied Line \ EA Edit with Grid \
3. Click the Insert New Line button.
4. Enter the Vendor Customer code.
5. Enter the Address Code, or select from the pick list.
6. Click Save to bring in the remaining vendor information.
PRC2 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB
Vendor No-of Lines: | Vendor Line: 1 Vendor Customer: 0000958157 Legal llame: WAITANCO INCORPORATED =)
~
Vendor Line Vendor Customer Legal Hame Line Amount [
1 0000998187 MAINTAINCO INCORPORATED 0.00 % ﬁ
From 1 to 1 Total: 1 Go to line: I:lﬂ
= List View
Disbursement Options | Invoice Information | Agreement Reference | Discount Terms Fe|
Vendor Customer: | 0000995157 &) Vendor Contact ID: &
Legal Name: | MAINTAINCO NCORPORA] ‘Vendor Contact Name:
Alias/DBA: Vendor Contact Phone:
Address Code: || & Vendor Contact Phone Ext.
Address 1: |65 EAST LEUNING STREET jeadopContact Exmnatt
Address 2 | PO BOX #1785 Fax: | (201) 487-3138
City: | SOUTH HACKENSACK Fax Extension:
State: Vileb Address http:ii:
Zip Code: Taxpayer ID Number:
Country: | Uz Taxpayer ID Type:
County: @) Merchant ID: 3
Tax Profile:
Received Service From Date: = v
H save ‘ “} Undo ‘ [S4 insert New Line ‘ (24 Insert Copied Line ‘ EA Edit with Grid
B¢ No.of Lines: 0 € ity Line: none  CL Description: none € ity: none
o Accounting No.of Lines: 0 Accounting Line: none  Total Line Amount: none  Line Closed Amount: none
[] Posting No. of Lines: 0
cony | Vaidate | |3 Submt | | [3¢ Discard | & Print| | Processing = | [ workilow ~ | [Fie = | [ 3 Ciose

7. Click the Commodity section. The General Information tab of the
Commodity section is displayed.

Note: Unlike Copy Forward, no information is populated until a reference
document is entered in the Reference Tab of the Commodity section.
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PRC2 DOCUMENT - COMMODITY SECTION, INVOICE INFORMATION TAB

oo - - — T ' =

Commodity Line CL Description Commodity Quantity Line Type
1 Enginesring and Surveying Equipment Maintenance and Repair; 93831000000 100.00000 tem m

From 1 o 1 Totak: 1 Goto hne'l:l Go

= List View
Fusd—ssel\memﬂslereﬂce Invoice Information | Agreement Reference | Discount Terms | Additional Amounts | Tax Information F\red—aasllnf-}rmahm
Retainage Terms

CL Description: | Engneerng and Surveying Service From Date: | 07/01/2002 [}
Equipment Kaintenance and Repair,
Service To Date: | 07/28/2009 ]
Commodity: | 93231000000 &
y: 9 & Tax Profile: a
Stock ltem Suffix: !
Accounting Profile: &
Supplier Part Number: &
PCard ID: &

Commaodity Description: Engineering and Surveying

Equipment Maintenance and Repair, Cardholder Name:

PCard Expiration Date:
) Account Number:
Description:
Reconciliation Sequence: &

Reconciliation Status:

Line Type: Receipt Date: ]

C Quantity: 10000000 ) Comments: -

. Enter the Commodity or select one from the pick list.
Enter the Quantity.

Enter the Service From Date.

Enter the Service To Date.

S L N O R

. Click on the Reference Tab.
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PRC2 DOCUMENT - COMMODITY SECTION, REFERENCE TAB

Commodity Line CL Description Commodity Quantity Line Type

1 Engineering and Surveying Equipment Maintenance and Repair; 93831000000 0.00000 item By w

From 11o 1 Total 1 Go to line: I:l Go

Commodity Ref Code: POC
Commedity Ref Dept: 856
Commodity Ref 1D: | 20087600038

Invaice Information greement Reference | Discount Terms | Additional Amounts | Tax Information | Fixed Asset Information

5§ Undo | [E4 Insert New Line \ [E4 Insert Copied Line \ B4 Edit with Grid Recalculate Accounting Line Amount

Accounting No.of Lines: 1 Accounting Line: 1 Total Line Amount: $0.00 Line Closed Amount: S0.00 ‘
Posting No. of Lines: 1 |
[ copy | Vaidate | | E3 suomt | | [ Discars | & print | | Processing ~ | | Workflow ~ | | Fie~ | | | ciose |

Note: The Reference Tab is where you enter the backward reference document
information.

Enter the Commodity Ref Code.

Enter the Commodity Ref Dept.

Enter the Commodity Ref ID.

Enter the Commodity Ref VL (Vendor Line.)
Enter the Commodity Ref CL (Commodity Line.)

Click Save to bring in the accounting information.

N S ke X N

Click on Invoice Information tab.
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COMMODITY SECTION, INVOICE INFORMATION TAB

Commodity Line €L Description Commodity Quantity Line Type

1 Engineering and Surveying Equipment Maintenance and Repair; 93831000000 100.00000 tem il

From 1 to 1 Total 1 Go to line: l:l Go
= List View

Ceneral Informatinn | Reference | Fixed Asset Intent Reference |RINNCTEANnEIIIE Agreement Reference | Discount Terms | Additional Amounts | Tax Information | Fixed Asset Information
Retainage Terms

Invoice Doc Code: Vendor Invoice Number: | 58745632 )
Invoice Doc Dept: Vendor Invoice Line: | |
Invoice Doc ID: Vendor Invoice Date: | (7/01/2009
Invoice Doc VL: 0 Invoice Received Date: (07/29/2009
Invoice Doc CL: 0 Check Description:

Sign Off Date: | 0/21/2009

H save ‘ < Undo | [+ Insert New Line | [E4 Insert Copied Line ‘ B4 Edit with Grid Recalculate Accounting Line Amount ‘
( Accounting D) No. of Lines: 1 Accounting Lines 1 Total Line Amount: 350000 Line Closed Amount: 5000 |
Posting No. of Lines: 2 & |

K CDpy| Validate‘ 3] Submit| [& Discard \ = an| Processing ~ Wnrkﬂuwv‘ Fie~ | | B3 Close

Enter the Sign Off Date.
Enter the Vendor Invoice Number.
Enter the Vendor Invoice Date.

Enter the Invoice Received Date.

o L

Click on the Accounting Section. The General Information tab of the
Accounting section is displayed.
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PRC2 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

mm‘ =] ]
~
Accounting Line Total Line Amount Line Closed Amount Qutstanding Amount Interest Ineligible Payment Type
1 $3,500.00 50.00 $350000 Mo P W
From 1 to 1 Total: 1 Go to line: Go
= List View
EENEERNGOOEIN Reference | Fixed Asset Intent Reference | Fund Accounting | Detail Accounting | Additional Amounts || Extended Description n
Event Type: | APE1 a&| Budget FY: | 2009
Accounting Template: & Fiscal Year:
Bank Account: 73 ol Period
Check Description:
Line Description:
Sub Total Line Amount: | £3,500.00
Tax Amount: | £0.00
Special Instructions Code: ﬁ
Use Tax Amount: |£0.00
Disbursement Category: 3
Total Line Amount: $3,500.00
Extension Reason: 4|
Interest Ineligible: [~ =
Extension Description:
Payment Type: P & P’
Sign Off Date: 09/21/2009 s
Interest Amount From IPR:
After Accounts Payable Period: [
Percentage Completed Before: v
A Save| 5y Undo | [+ Insert New Line \ [E.4 Insert Copied Line| E&4 Edit with Grid
Posting No. of Lines: 2
K] Cuuy‘ ( Valu‘]ale‘ £3 suomit ) | [ Discard | (=) Pnnl‘ Processing = W'Drkﬂﬂw" File ~ | | E§ Close

1. Enter the Payment Type.
2. Enter the Vendor Invoice Number.

3. Click the Validate button to check for errors. If any errors exist, fix the errors
and click the Validate button again.

4. Click Submit.

TOPIC 2 -CREATE A PRC2 TO PAY MULTIPLE PURCHASE
ORDERS

You have the ability to pay multiple purchase orders on one payment request, as
long as the payment is to the same vendor. To save time, copy forward the first
commodity purchase order to a PRC2 payment request. Then, create a new
commodity line for each additional purchase order that you would like to pay,
entering the backward reference information for that respective purchase order
into each commodity line. Also note:

# On a backward reference, the Line Amount from the referenced
Accounting line is not auto-populated. The field must be entered
manually.

# With copy forward, although the commodity and accounting
information is auto-populated to the payment request when
referencing an encumbrance, not all accounting lines must be paid.
You have the ability to delete the lines you do not want to pay.
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GUIDED SIMULATION

@ The movie icon represents a guided simulation that displays in the
y online Payment Request eLearning course.

A City Department is processing a payment for both a printer and printing
materials. Funds were encumbered for the purchases using two POCs. The
agency needs the check to be held for pick-up at DOF. In addition, the primary
vendor has a third party vendor associated with it on VCUST.

Create a new PRC2 Payment Request referencing both purchase orders, making
sure to delete lines that you do not want to pay.

Also, be sure to include the following in your payment request in order for it to
be held for pick-up at DOF:

# Designate the payment request as Single Payment to prevent
consolidation with other payments or credits.

# Enter HH (hold for pick-up at DOF) in the Disbursement Category.
# Verify the Disbursement Format is STD, for a check to be issued.
This menu path guides you to the starting point of this specific task.

HOME PAGE =2 CLICK SEARCH =2 CLICK DOCUMENT CATALOG = SEARCH FOR POC
DOCUMENT

OPEN ENCUMBRANCE DOCUMENT

DOCUMENT CATALOG

Open Validate Submit Copy

Code Dept. Unit 1D Comments Version Function Phase Status Date UserID Amount Active

[] poc &8ss 201070000C1 No 1 New Final Submitted JI0/18/08 8S6DE  $250.00 Ye:

[] poc 8ss 20107200002 No 1 New Final Submitted 10/18/09 8S6DE  $880.00

First Prev Next Last

w

o

1. Verify that the selected POC is in a Phase/Final and Status/Submitted.
2. Open the POC document.

39




Citywide FMS Training

POC DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

=

Referenrce

Cantract Detgils

Default Shipping/Billing | Reporting

Contact || Madificatinn

Fixed Asset Intent Reference | Document Information

Extended Description

S — ~
| &= ListView | —

Document Name:

Record Date: 10/12/2002

Budget FY: 208
Fiscal Year: 2p02
Period: 12

Contract Purpose:

Actual Amount: $250.00
Closed Amount: 0.00
Closed Date:

Open Amount: $250.00

Nnan Arcrual S0 0N

PCard ID:

PCard Exp:

Procurement 458202

Folder:

Procurement Type: Unclassified

Procurement Type
1D:

Cited Authority:
Revised Start Date:
Revised End Date:
PSR Approval Date:
Accounting Profile:

Terms Temnlate:

10/15/2009

11/27/2009

v

Related Actionsrv

[] Edit ‘ (% copy Ki % Copy Forward: > I} Disoardil

:"@ Print I Processing v I }.Workﬂow - |

3. Review the POC to make sure the correct encumbrance is selected:

# Header section
# Vendor section
# Commodity section

# Accounting section

4. Click the Copy Forward button. The Copy Forward page is displayed.
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CorY FORWARD PAGE

Copy Forward

From Document

Category : proC Doc Dept: g=5
Type: po Doc Unit :
Code: poc 1D : 20107200002
Select Entire Document : [ Version: 1
To Document
( Doc. Department Code : gc5 ) Documentid: 2p1g
Unit Code : Auto Numbering : )
Target Doc Type Target Doc Code Description
PR PPRC2 Pre-Processing PPRC2
G PR PRC2 Pay for Order )
PR EACT Correct Encumbrance

First Prev Next Last

Cancel

5. Enter the Doc. Department Code.

6. Enter the current 4-digit fiscal year in the Document ID field. This number
will be added as a prefix to the auto generated ID number. A fiscal year prefix
is required for all documents.

7. Check the Auto Numbering check box.
8. Select PRC2 for Target Doc Code.
9. Click the OK button. A New Draft PRC2 document is displayed.

41



Citywide FMS Training

ENTER DATA INTO THE PRC2

PRC2 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Pay 13 -Ci dity :PRCZ)‘ Dept: 85 ID: 2009000014 Ver.: 1 Function: New Phase: Draft )j S .

_ﬂ
~
[N EINRI G ELTGE Payee | Extended Description | Contact | Document Information

= ListView | —

Document Name: Pre-Processing Allowed: [
Actual Amount: $350.00
Record Date: =
Retainage Amount (-): £0.00
Budget FY: B
Discount Amount (-): $0.00
Fiscal Year:
Penalty/interest Amount $0.00
Period: (#):
Bank Account: 2 Withheld Amount (-): $0.00
&
A Accounting Profile: 2) Intercept Amount (-): $0.00
Use Tax Withheld (-): $0.00
s Replacement: |~
Default Intercept Fee $0.00
PCard Payment: | Amount (-):
PCard Administrator: Supplementary Intercept $0.00 3
4 - Fee Amount(-):
Cited Authority: 3 |
Payment Amount (=): $350.00
Document Description:  FIS Trainer 212-555-1212
FMSTraining@fisa.nyc.goy| Outstanding Amount: $350.00 2
ﬁ Save | “3 Undo Load Accounting Profile
Acc ing Distributi No. of Lines: 0 Distribution Line: none  Distribution Percen none
Vendor No.of Lines: 1 Vendor Line: 1 Vendor Ci 3 187 Legal Name: MAINTAINCO INCORPORATED
Commodity No. of Lines: 1 Commodity Line: 1 CL Description: Engineering and Surveying Equi HMai and Repair; 2]
Acc ing No. of Lines: 0 Accounting Line: none Total Line A t: none  Line Closed Amount: none
Posting No. of Lines: 0 3}
[3 Copy I [ validate I E4 Submit I [ Discard I & Print | | Processing » I Workﬂowvl File v I B3 Close I

When the PRC2 document is created, a new document ID is generated. The
document is shown as Ver:1, Function: New, Phase: Draft.

The Record Date, Budget FY, Fiscal Year, and Period, if left blank, will auto
populate when the document is fully approved, based on the approval date.
When two accounting periods are open and you need to post to a prior period,
you can enter the appropriate Record Date, FY, or accounting period here. The
approval date will not override the information that is entered.

1. Enter your full name, phone, and email address in the Document
Description field.

2. Click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.
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PRC2 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request - Commodity Encumbrance(PRC2)' Dept: 856 ID: 20080000014 Ver.: 1 Function: New Phas

Document Navigator <]

Header

Accounting Distribution

(LT RN GBIl Payee | Exiended Description | Contact | Document Info

Commodity Document Name: Actual Amo
Accountin
g Retainage Amoul|
Posting Record Date:
Budget FY: Discount Amou|
Fiscal Year: Penalty/inter
Period: Argount
Bank Account: .@J Withheld Amouy|
Accounting Profile: & Intercept Amoul

3. Click on the Vendor section.

Note: As a result of copying forward, the vendor and commodity information are

auto-populated to the Vendor and Commodity sections. The accounting
information will be auto-populated after you validate the document.

PRC2 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

Vendor Line Vendor Customer Legal Name Line Amount
1 0000000012 UNITED STATES POSTAL SERVICE 250.00
From 1 to 1 Total: 1 Go to lin

[N EINTG W ETOG Disbursement Options [Jinvoice Information | Agreement Reference | Discount Terms

Vendor Customer: | 0000000012 ﬁ{ Vendor Contact ID:
Legal Name: | UNMED STATES POSTAL ¢ Vendor Contact  BUSINESS MAIL ENTRY

Name:

Alias/DBA:
Vendor Contact
Address Code: | 1 & Phone:

—

Address 1: |85 COURT STREET, Vendor Contact
Phone Ext.:

Address 2: R 10018
Vendor Contact

City: | BROOKLYN Email:
State: | New York v Fax: | 999 999-9710
Tim Coadar 44004 Fax Fxtension:

('? H save ) S} Undo I | [B4 Insert New Line I ' [ insert Copied Line | | EA Edit with Grid ]
1. Enter the Address Code, or select it from the pick list.
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VENDOR SECTION - ADDRESS CODE PICK LIST

Choose
Browse Clear
Street1: Street 2:
City : State/Province :
Zip/Postal Code : Country :
: Remittance
Sduress Street 1 Street 2 City State/Province Ziposis Country Advice
1D Code s
Required
Select 1 65 COURT STREET, RM 1001B BROOKLYN NY 11201 us No
Select 2 341 9TH AVENUE ROOM 708 NEW YORK NY  10199-9732 us No
Select 3 CMRS-POC P.O. BOX 0575 CAROL STREAM IL 60132-0575 us No
Cancel First Previous Next Last

2. Enter or select the Vendor Contact ID or Vendor Contact Name to
optionally designate a vendor contact.

Note: The Vendor Contact Name will appear on the "Attention To" line of the
Check after disbursement.

3. Click Save to bring in the remaining vendor information.

4. Click the Disbursement Options tab.

PRC2 DOCUMENT - VENDOR SECTION, DISBURSEMENT OPTIONS TAB

General Information |[RUELIEEREGIRO LR nvoice Information )} Agreement Reference | Discount Ter
Disbursement Type: Handling Code: @|
Disbursement | 57D 4 Disbursement | HH 4|
Format: Category: o
Scheduled Payment serererers £l
Date:
Disbursement 99 ﬁ\
Priority:
Single Payment: [v
Pay Third Party: v
EFT Status:

5. Enter STD in the Disbursement Format field or select it from the pick list.

Note: If the Disbursement format is set to EFT you must change it to STD in
order for a check to be printed and held for pick-up at DOF.

6. Select the Single Payment checkbox to prevent consolidation of this payment
request with any others or credit memos due to the vendor.
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Note: The Pay Third Party checkbox is checked to indicate the payment will go
to the third party associated with the vendor. The third party vendor is inferred
from the Vendor/Customer record. If the vendor used does not have a third
party associated with it, the check box cannot be checked off. The third party
must exist in the system and must have a relationship established with the
primary vendor on the Vendor/Customer table when this flag is selected.

7. Enter HH in the Disbursement Category or select it from the pick list to
indicate the check is to be held for pickup at DOF.

8. C(lick the Invoice Information tab. The Invoice Information tab of the Vendor
section is displayed.

PRC2 DOCUMENT - VENDOR SECTION, INVOICE INFORMATION TAB

Payment Request - Commodity Encumbrance(PRC2) | Dept: 856 ID: 20020000014 Ver.: 1 Function: New Phase: Draft i g

Document Navigator [x!

Header ON STATES POSTAL SERVIC
% 5 R Vendor Line Vendor Customer Legal Name Line Amount
Accounting Distribution
1 0000000012 UNITED STATES POSTAL SERVICE 250.00
Vendor
From 1 to 1 Total: 1 Go to

Commodity
Accounting

E

General Information | Disbursement Options EINZCeCAN (nbELul Il Agreement Reference | Discount Terms
i 2245

Invoice Doc Code:

Posting

Invoice Doc Dept:
Vendor Invoice s
Invoice Doc ID: Date:

Invoice | 10/19/2009 | Invoice Received | 10/19/2009 i)
Acceptance/Sign-0ff Date:

Date:

1. Enter the Sign-Off Date.
2. Enter the Vendor Invoice Number.
3. Enter the Invoice Received Date.

Note: If entered at the Vendor level, the Invoice Information fields infer to all
subsequent Commodity lines. They can be overridden at the Commodity level by
entering new values on each Commodity line. If a future date is entered on
Vendor Invoice Received Date on the Vendor Component of the document, an
error will be issued once the document is validated stating "Invoice Received
Date must be less than Future Date". This should be manually corrected on both
the Vendor section and the Commodity section. Correcting it only on the
Vendor section will not auto populate the Commodity section.

4. Click the Commodity section. The General Information tab of the
Commodity section is displayed.
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PRC2 DOCUMENT - COMMODITY SECTION, GENERAL INFORMATION TAB

y -Cor ance(PRC2) | Dept: 856  ID: 20030000014 Ver.: 1 Function: New Phase: Draft ‘ v odified by 856PRA 0/19/2008

Document Navigator 12\

Header
R bt Dstbunan Commodity Line CL Description Commodity Quantity Line Type
B 1 Printers, Laser 20477000000  1.00000  tem o}
‘endor
2 Microfiche/Microfilm Reader Printer Supplies: Paper, Toner, 57547000000 1.00000 ftem @
Commodity p—
From 1 to 2 Total: 2 Gotoine:| /G0
Accounting ,
Posting
= List View
Reference | Fixed Intent Reference | Inunice Infarmation | Agreement Reference | Discount Terms n
onal|/Amounts | Tax Information | Fixe etInformation | Retainage Terms

CL Description: | Printers, Laser Service From Date: | 10/19/2009
Service To Date: | 11/20/2009
Commodity: | 2047700000
ty: |2 000000 2' Tax Profile: ﬁ\
Stock Item Suffix: . .
Accounting Profile: @5
Supplier Part Number: el
= PCard ID: &

Commodity Pprinters, Laser
Description: Cardholder Name:

PCard Expiration Date:

Note: The application opens to the first Commodity line when there are multiple
Commodity lines in the document.

1. Enter the Service From Date.
2. Enter the Service To Date.

3. Click the Accounting section.
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PRC2 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

[
Payment Request - Commodity Encumbrance(PRC2) | Dept: 856 ID: 20080000014 Ver.: 1 Function: New Phase: Draft ‘ =
|

Document Navigator VXT

Header

From 1 to 1 Total: 1 Gd

Accounting Distribution

Vendor

(Commc:my )
Accounting (LW RGN EN Reference | Fixed Asset Intent Reference || Fund Accounting || Detail Accounting | Additional Amounts

Posting Event Type: | APE1 ﬁ\ Budget FY: | 2009

Accounting Template: ﬁ\ Fiscal Year:

Bank Account: 7g 2| Period:

< o Check Description:

Line Description:
Sub Total Line Amount: | $150.00
Tax Amount:  50.00

Special Instructions ﬁ‘

Use Tax Amount: 50.00 Code:
Total Line Amount: $150.00 Disbursement Category: a|
Interest Ineligible: |~ Extension Reason: @«

( Payment Type: | P ﬁ‘ > Extension Description:

The General Information tab of the Accounting section is displayed. The
Event Type is defaulted to APE1.

Note: If the number of accounting lines is 0, click Validate, and the Accounting
section will populate.

4. Enter the Payment Type or select from the pick list.

5. Click the Commodity section. The General Information tab of the
Commodity section is displayed.

DELETE COMMODITY LINE 2

PRC2 DOCUMENT - COMMODITY SECTION, GENERAL INFORMATION TAB

Commodity Line CL Description Commodity Quantity Line Type
1 Printers, Laser 20477000000 1.00000 tem i
2 Microfiche/Microfilm Reader Printer Supplies: Paper, Toner, S7547000000 1.00000 ftem @

Above the General Information tab is a list of all commodity lines.

1. Click the Trash Can Icon button at the right of the commodity line to delete
Commodity line 2. A Confirm Delete window is displayed.
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CONFIRM DELETE WINDOW

: LRefemmdLijd.Aﬁseunmmaefemnce H Invoice Information U Agreement
ation || Fixed Asset Information H Retainage Terms

g

o Confirm Delete (x]
CL Description: | Printers| — m—c From
¢ Areyou sure you want to delete this line?
rvice To

Commodity:
s Kiad b @ No Tax Prof

ock ltem Suffix: x
Accounting Pro

r Part Number: [ @
PCar:

2. Click Yes when prompted to confirm the line deletion. This line will not be
paid.

Note: All subsequent accounting lines within the commodity line will also be
deleted.

INSERT NEW COMMODITY LINE TO REFERENCE 2ND PURCHASE ORDER

PRC2 DOCUMENT - COMMODITY SECTION, GENERAL INFORMATION TAB

Payment Request - Commodity Encumbrance(PRCZ)} Dept: 856 ID: 20080000014 Ver.: 1 Function: New Phase: Draft X p Mo

Commodity Line CL Description Commodity Quantity

1 Printers, Laser 20477000000 1.000C0

From 1 to 1 Total: 1

[EH IR anEN Ol Reference | Fixed Asset Intent Reference | Invoice Information | Agreement Reference || Discount Terms | Additional Amounts | Tax Information

CL Description: | Printers, Laser Service From Date: | 10/19/2009
Service To Date: | 11/20/2009
Commodity: | 20477000000 a
a ty: | 20477 & Tax Profile: &
Stock Item Suffix: -
Accounting Profile: ﬁ‘
Supplier Part Number: &
PCard ID:
Commodity Description: Printers, Laser
Cardholder Name:
PCard Expiration Date:
< Account Number:
Description:
Reconciliation Sequence: @\

H save | %5 undo [El¢ Insert Copied Line I E4 Edit with Grid l

1. Click the Insert New Line button in the Commodity section. The new
commodity line is displayed within the General Information tab.
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PRC2 DOCUMENT - COMMODITY SECTION, GENERAL INFORMATION TAB

Payment Request - Commodity Encumbrance(PRCZ)‘ Dept: 856 1D: 20020000014 Ver.: 1 Function: New Phase: Draft ‘; ¥

— ——_———= -

Commaodity Line CL Description Commodity
1 Printers, Laser 20477000000 1.0000)
0

From 1 to 2 Total: 2

General Information |EEEEH=IET ] ixed Asset Intent Reference | Invoice Information | Agreement Reference || Discount Terms || Additional Amounts

CL Description: Service From Date:
N Service To Date:
£mmodiny: $1 Tax Profile:

Stock Item Suffix: 4 .
Accounting Profile:

Supplier Part Number: 4|
PCard ID:

Commodity Description:
Cardholder Name:

PCard Expiration Date:

B Account Number:
Description:

| ﬁrsave I ‘7 %} Undo ] E}-( Insert New Line l | @4 insert Copied Line I | B4 Edit with Grid

2. Click the Reference tab.

PRC2 DOCUMENT - COMMODITY SECTION, REFERENCE TAB

y Request - C i ( 2)‘ Dept: 856  ID: 20090000014 Ver.: 1 Function: New Phase: Draft ‘ -

Commodity Line CL Description Commodity Quantity
1 Printers, Laser 20477000000 1.00000 ftem
0 ftem

From 1 o 2 Total: 2

General Information EXSEEHEN Fixed Asset Intent Reference | Invoice Information | Agreement Reference || Discount Terms || Additional Amounts | Tax Information | Fixed Asset In|

Commodity Ref Code: |POC Commodity Ref VL: 1
Commodity Ref Dept: 255 Commodity Ref CL: 1

Commodity Ref ID: | 20057000022 Ref Type: | Partial |

A save | | 53 undo | | B¢ insert New Line l [B4 Insert Copied Line | EA Edit with Grid

[% copy | VahdatDE! Submnl | [ Discard | & Print | process|

Enter the Commodity Ref Code (Encumbrance Document Code).
Enter the Commodity Ref Dept (Encumbrance Department Code).
Enter the Commodity Ref ID (Encumbrance Document ID).

Enter the Commodity Ref VL (Encumbrance Vendor Line Number).

N o Ok W

Enter the Commodity Ref CL (Encumbrance Commodity Line Number).
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Note: Do not change or enter a Ref Type. When the document is validated, the
Ref Type value will default based on the accounting line amounts of the
referencing and referenced documents, using the following logic:

Situation Default Ref Type
Referencing Line = Referenced Line Final
Referencing Line < Referenced Line Partial

Referencing Line > Referenced Line

Error Message

8. Click Validate to auto-populate the new commodity line with the referenced
commodity line information.

PRC2 DOCUMENT - COMMODITY SECTION, REFERENCE TAB

Commodity Line

CL Description Commodity Quantity

1 Printers, Laser 20477000000

20477000000

1.00000
1.00000

Printers, Laser

1ation | Agreement Reference | Discount Terms | Additional Amounts

Tax Information

Commodity Ref Code: POC

Commodity Ref VL: 1
Commodity Ref Dept: 3856 Commodity Ref CL: 1

Commodity Ref ID: | 20107000001 Ref Type: |Final ¥

Note: After validating, the system returns to the first commodity line.
9. Click on Commodity Line 2. The Reference tab is still displayed.

Verify you have selected the correct commodity line by checking heading of the
Commodity section. It should read: No. of Lines: 2, Commodity Line: 2.

10. Click the General Information tab.
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PRC2 DOCUMENT - COMMODITY SECTION, GENERAL INFORMATION TAB

Quantity
1.00000 ltem
1.00000 ftem
unt Terms || Additional Amounts|

y - Ci 2)1 Dept: 856  ID: 14 Ver:1 F New Phase: Draft ‘ =
Document Navigator )
Header
T R Commodity Line CL Desqlpuon Commodity
1 Printers, Laser 20477000000
Vendor
2 Printers, Laser 20477000000
Commodity
From 1 to 2 Total: 2
Posting
nntsuruten Reference || Fived Asset Intent Reference | Invoice Information | Agreement Reference | Dis
Fixed nformation | Retainage Terms
CL Description: | Printers, Laser Service From Date:
Service To Date:
Commodity: | 20477000000 &

Stock ltem Suffix:
Supplier Part Number:

Commodity Description: Printers, Laser

Tax Profile:
Accounting Profile:
PCard ID:

Cardholder Name:

PCard Expiration Date:

1. Enter the Service From Date.
2. Enter the Service To Date.

3. Click the Accounting section.

PRC2 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

y -C 2)‘ Dept: 856  ID: 20090000014 Ver.: 1 Function: New Phase: Draft ‘ .
Document Navigator X

Header From 1 to 1 Total: 1

Accounting Distribution

;v ﬁ Sagl P‘V:)TJEO l {VE%:lr;d New Line I } @4 Insert Copied Line I | B4 Edit Wﬂh’(;ld"

Vendor
Commodity
" [ELVEEIRNCL O ETBIE Reference | Fixed Asset Intent Reference | Fund Accounting | Detail Accounting | Additional Amounts | Extended Description
Accounting
[(Posting ) Event Type: | APE1 2 Budget FY: | 2010
Accounting Template: 2 Fiscal Year:
Bank Account: 73 @q Period:
2 e Check Description:
Line Description:
Sub Total Line Amount: | $150.00
Tax Amount: | 30.00
Special Instructions Code: &
Use Tax Amount: | 50.00
Disbursement Category: HH 2
Total Line Amount: $150.00
' Extension Reason: &
Interest Ineligible: |~ L
Payiient Type: [P ﬁ{ Extension Description:
Sign Off Date: )/ i
Interest Amount From IPR: & disiz00e
After Accounts Payable [

[ Copy| Valioate] (6 Subm@ | 3 piscara I

| & Print ; Processing ¥

4. Enter the Payment Type or select it from the pick list.

51



Citywide FMS Training

VALIDATE AND SUBMIT PRC2

1. Click the Validate button to check for errors. If any errors exist, fix the errors
and click the Validate button again.

PRC2 DOCUMENT - VALIDATE MESSAGE

N 2 T

j Welcome, PR APP1 856
view A1l 1 o | @ Document validated successfuly

syétcrn.m Jump to: &lco| P ron
My Workspace

|| Payment Request - Commodity Encumbrance(PRCZ)k Dept: 856 ID: 20020000014 Ver.:. 1 Function: New Phase: Draft

2. Click the Posting section to review posting information. You can click the eye
icon to view posting details.

PRC2 DOCUMENT - POSTING SECTION

Line Esinction Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
1 Liuidati POCE Res Encumbrance $150.00
SR P0OS Encumbrance $120.00
2 Standard Dot External AE $150.00
g = DNO1 Enc Disb Pay $150.00

3. Click the Submit button.

PRC2 DOCUMENT - SUBMITTED MESSAGE

S T e

| Welcome, PR APP1 85A My Worksp
Wicsw All1 of 1

Document submitted successfully - Pending Approval

I' Payment Request - Commodity Encumbrance(PRCZ)' Dept: 856 ID: 20020000014 Ver.: 1 Function: New Phase:

4. C(Click the Close button.

You have successfully submitted a PRC2 document and it is pending approval.

BEST PRACTICES

# If you are not paying a line in full but you want to close the line, then
select 'Final' as the Reference Type

# Always verify fund availability before processing the payment request

# In order to save time entering data and to ensure the vendor and
accounting information are correctly carried forward, always reference
the appropriate encumbrance document

# Always review the Posting line to ensure the desired accounting result
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# Use Document Descriptions on the Header and/or Accounting
sections to explain the purpose and reason

ToPIC 3 - COMMODITY PAYMENT REQUEST (PRC2) - PAY
MULTIPLE INVOICES WITH A SINGLE PAYMENT REQUEST

You have the ability to pay multiple invoices with a single PRC2 payment
request, as long as the payment is to the same vendor. To save time, copy
forward the micro purchase order to a PRC2 payment request. Then, enter
separate invoice information on the associated commodity line for each invoice
that you would like to pay.

Also note:

# Insert a copied commodity line to enter information for each additional
invoice
# The reference tab and accounting line for the copied commaodity line

will automatically include required information

GUIDED SIMULATION

@ The movie icon represents a guided simulation that displays in the
4 online Payment Request eLearning course.

A City Department is processing a micro purchase order payment for building
materials, concrete patching, maintenance and repair. The vendor submitted
four separate invoices:

# One invoice for a Buildings and Structure Maintenance and Repair
(Portable, Machine)

# One invoice for Building Materials - Micro

# One invoice for concrete patching

# One additional invoice for concrete patching
Create a new PRC2 Payment Request that pays four invoices.
Also, be sure to include the following in your payment request:

# Enter separate Invoice Information on the corresponding Commodity
Lines

# Ensure the POD micro purchase is reference on all four commodity
lines
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This menu path guides you to the starting point of this specific task.

HOME PAGE =2 CLICK SEARCH = CLICK DOCUMENT CATALOG = SEARCH FOR POD
DOCUMENT

OPEN ENCUMBRANCE DOCUMENT

DOCUMENT CATALOG
Document Catalog
Create @b
w Document Identifier
Code : pop A | Unit:
Dept.: 355 ID: =g

b User Information

b Document State

Browse Clear

Open Validate Submit Copy

Code Dept. Unit 1D Comments Version Function Phase Status Date UserID Amount Active

[] poD &8ss 20098100010 No 1 New Final Submitted 9/21/09 TR85658 $600.00 Yes

Cinad D Almakh

Verify that the selected POD is in Phase/Final and Status/Submitted.
1. Open the POD document.
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POD DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Commodity Purchase Order -Micro | Dept: 856  ID: 20098100010 Ver.: 1 Function: New Phase: Final j | " gg
Purchase(P0OD)
Document Navigator (X Header o
Header e A
| = ListView | —
Award Details
Accounting Distribution 'H -!' !“ _— -“n Contraret Netails | Referance | Contact | Modification | Extended Description | Default Shipping/Billing | Reporting
Fixed Asset Intent Reference | Document Information
Vendor
Commodty Document Name: POD Demonstration PCard ID: 2|
Accounting PCard Exp:
0 Record Date: ]
Sl . Procurement Folder: 34201
Commodity T &C Budget FY: )
Procurement Type: Unclassified
Business Type Fiscal Year: P Tyoe ID: 2
rocurement Type ID: ¢ [
Sub Vendor Period: =
Terms and Conditions Cited Authority: ﬁ‘ —
Contract Purpose: POD Demonstration
Special Instructions Revised Start Date:
Supporting Documents Actual Amount: $600.00 Revised End Date:
Closed Amount: $0.00 PSR Approval Date:
Closed Date: Accounting Profile: ﬁ,i
v
| Related Actons
P Edl] K Copyl (% CopyForward |) |[% Discafd] & Print] Promsingv| WorkﬂoWVk Fie v | | B3 Ciose
~_

2. As a Best Practice, review the following sections of the POD to make sure the
correct encumbrance is selected:

# Header section
# Vendor section
# Commodity section
# Accounting section

3. Click the Copy Forward button. The Copy Forward page is displayed.
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CorY FORWARD PAGE

Copy Forward

From Document

To Document

Category :
Type:
Code :

Select Entire Document :

PROC Doc Dept:
PO Doc Unit:
POC ID:

v Version :

( Doc. Department Code : 355 )

20107200002

1

Unit Code :

Target Doc Type Target Doc Code

Auto Numbering :

Documentid: 20919

>

Description

First Prev Next Last

PR PPRC2 Pre-Processing PPRC2
K v PR PRC2 Pay for Order
PR EAC1 Correct Encumbrance

' Cancel

4. Enter the Doc. Department Code.

5. Enter the current 4-digit fiscal year in the Document Id field. This number
will be added as a prefix to the auto-generated ID number. A fiscal year
prefix is required for all documents.

6. Check the Auto Numbering check box.

7. Select PRC2 for Target Doc Code.
8. Click the OK button. A New Draft PRC2 document is displayed.
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ENTER DATA INTO THE PRC2

PRC2 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request - Commodity ' Dept: 856 ID: 20090000177 Ver.: 1 Function: New Phase: Draft x,
Encumbrance({PRC2) |

[eCOE IR s El I Fayee | Extended Description | Contact | Document Information

Document Hame: | lultiple Invoices Actual Amount: 3500.00
Retainage Amount (-): 30.00
Record Date: E
Discount Amount (-): 30.00
Budget FY:
Penalty/Interest Amount ( ): $0.00
& Fizcal Year: .
' Withheld Amount (-): 30.00
Period:
N Intercept Amount (-): 30.00
Bank Account: 4| )
. — Use Tax Withheld (-): £0.00
\ Socounting hiatie: & Default Intercent Fee S0.00

H save | | 5 undo | Lod

Accounting Distribution No.of Lines: 0 Distribution Line: none  Distribution Percentage: none
Vendor No. of Lines: 1 Vendor Line: 1 Vendor Customer: 0000553187 Legal Name: MAINTAINCO INCORPORATED
Commaodity No.of Lines: 3 Commeodity Line: 1 CL Description: Buildings and Structure Maintsnance and Repair (Pertable, Mo
Accounting No. of Lines: 0 Accounting Line: none  Total Line Amount: none  Line Closed Amount: none
Posting No. of Lines: 0
1 copy | 1 walidate | E4 Submi | (3 Discard | @ Print | Prnoe&sing'| Workfow.

When the PRC2 document is created, a new document ID is generated. The
document is shown as Ver:1, Function: New, Phase: Draft.

The Record Date, Budget FY, Fiscal Year, and Period, if left blank, will auto
populate when the document is fully approved, based on the approval date.
When two accounting periods are open and you need to post to a prior period,
you can enter the appropriate Record Date, FY, or accounting period here. The
approval date will not override the information that is entered.

Note: As a result of copying forward, the vendor and commodity information are
auto-populated to the Vendor and Commodity sections. The accounting
information will be auto-populated after you first validate the document.

1. Click the Open Document Navigator icon (small arrow on the left) to switch
to Document Navigator mode.
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PRC2 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

&

.En(,:umbranc-;e(PRCZ)
: Document Navigator
Header

Accounting Distribution
Commodity

Accounting

Posting

(]

—
dity ‘ Dept: 856 ID: 20090000177 Ver.: 1 Function: New Phase: Draft ’ N2

[T Payee | Extended Description | Contact | Document Information

Document Name:

Record Date:
Budget FY:

Fiscal Year:

Multiple Invoices

Actual Amount: $600.00

Retainage Amount (-): $0.00

Discount Amount (-): $0.00

Penalty/interest $0.00

Amount ( ):

Withheld Amount (-): $0.00

Period:
Bank Account: @‘ Intercept Amount (-): $0.00
=
Accounting Profile: @_,‘ Use Tax Withheld (-): $0.00
A save | % undo Lo}
Accounting Distribution No. of Lines: 0 Distribution Line: none Distribution Percentage: none
Vendor No. of Lines: 1 Vendor Line: 1\ r C 187  Legal Name:]
Commodity No. of Lines: 3 Ci dity Line: 1 CL D ipti Buildings and Structure Main{
Accounting No.of Lines: 0 A Line: none Total Line A none Line Clos
Posting No. of Lines: 0
[% Copy | | [A) validate I Ed Submit I | [3 Discard I & Print [ Processing v | Workflow ¥ |

2. Click on the Vendor section. The General Information tab of the Vendor
section is displayed.

PRC2 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

PaymentRequest-Commodinmumbrance(PRCZ)‘ Dept: 856 ID: 2009000177 Ver: 1 Function: New Phase: Draft ‘ DR, Mo
Document Navigator X -

Header

Accounting Distribution

Vendor
Commodity
Accounting

Posting

Vendor Line
1
From 1o 1 Total 1

0000998187

Vendor Customer

Legal Name
MAINTAINCO INCORPORATED

[EL R GNEILE Disbursement Options || Invoice Information | Agreement Reference | Discount Terms

Line Amount

0.00 )

Gotoline:| || Go

= List View
|

Vendor Customer: | 0000998187

Alias/DBA:

|

Legal Name: | MAINTAINCO INCORPORA!

C Address Code: |1

D

Address 1:

Address 2:

City:

state:
Zip Code:

Country:

A ,S“en), Undo | | B4 nsert New Line ] | B« Insert Copied Line | £ Edt with Grid

C

Vendor Contact Name:

Vendor Contact ID: 002

Vendor Contact Phone:
Vendor Contact Phone Ext.:
Vendor Contact Email:

Fax:

Fax Extension:

Web Address http:/i:

Taxpayer ID Number:

Taxpayer ID Type: |

)

I3 Copy I

') Vaidate | | E3 Submi |

T

[@ print| [ Processing = | [ workfiow ~ | [ Fie = | [ £3 ciose

1. Enter the Address Code, or select it from the pick list.
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VENDOR SECTION - ADDRESS CODE PICK LIST

Choose
Browse Clear
Street1: Street 2:
City : State/Province :
Zip/Postal Code : Country :
5 Remittance
Address Street 1 Street 2 City State/Province Zpltostal Country Advice
1D Code 3
Required
1 65 EAST LEUNING STREET PO BOX #1785 SOUTH HACKENSACK NJ  07806-0385 us No
Cancel First Previous Next Last

When you return to the General Information tab,

2. Enter or select the Vendor Contact ID or Vendor Contact Name to designate
a vendor contact. (Optional)

Note: The Vendor Contact Name will appear on the "Attention To" line of the
check after disbursement.

3. Click Save

PRC2 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

:i::mg S Vendor Line Vendor Customer Legal Name Line Amount
cr = 1 0000998187 MAINTAINCO INCORPORATED 0.00 o
Oummn kY From 1 to 1 Total: 1 Goto line: | _@
Accounting
Posting £ List View
Disbursement Options | Invoice Information | Agreement Reference | Discount Terms V)
Vendor Customer: | 0000993187 2 Vendor Contact ID: | 002 &
Legal Name: | MAINTAINCO INCORPORA Vendor Contact Name: | PAT LAGOMARSINO
Alias/DBA: Vendor Contact Phone: | (201) 487-2565
Address Code: 1 @& Vendor Contact Phone Ext.:
Address 1: | 65 EAST LEUNING STREET Vendor Contact Email: | PLagomarsino@main.cor|
Address 2: | PO BOX #1785 Fax: | (201) 487-3138
City: | SOUTH HACKENSACK Fax Extension:
State: | New Jersey v/ Web Address httpi:
Zip Code: | 07606-0285 Taxpayer ID Number:
Country: US Taxpayer IDTvnetj |

The vendor information will be updated.

4. Click the Commodity section. The General Information tab of the
Commodity section is displayed.
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PRC2 DOCUMENT - COMMODITY SECTION, GENERAL INFORMATION, FIRST
CoMMODITY TAB FOR FIRST INVOICE

Payment Request - Commodity Dept: 856 1D: 20090000177 Ver.: 1 Function: New Phase: Draft V.

Encumbrance(PRC2)
~
Commodity Line CL Description Commodity Quantity Line Type 1
C 1 Buildings and Structure Maintenance and Repair (Portable, Mo 93614000000 20.00000 ftem i
2 Building (500 Sq.Ft. and Under) 15512000000 20.00000 ttem w
3 Patching Mix, Asphalt Concrete 74565000000 20.00000 ftem @
From 1 to 3 Total: 3 Go to line: L’ Gol
= ListView | _
ireBlnesnkutenm Reference | Fived Asset Intent Reference | Invoice Information | Agreement Reference | Discount Terms || Additional Amounts | Tax lmormatiw:wn_n

Fixed Assetinformation— Retainage Terms

CL Description: | Buildings and Structure 8 Service From Date: | 9/21/09
Maintenance and Repair (Portable, a2}

Service To Date: | /212010
Commodity: 93614000000 & Tt PTG 2|
= =
Stock Item Suffix:
Accounting Profile: &
Supplier Part Number: @ |
PCard ID: 2

PSove || Undo ||| Eeensert New Line | | [B insert Copied Line | |2 Edt wih Gra
B Copyl Vahdatel Ed Submnl | [ Discara'] & Print | Processing v | | Workflow ¥ | | File v Close

Note: The application opens to the first Commodity line when there are multiple
Commodity lines in the document.

1. Enter the Service From Date.
2. Enter the Service To Date.

3. Click the Invoice Information tab. The Invoice Information tab of the
Commodity section is displayed.
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PRC2 DOCUMENT - COMMODITY SECTION, INVOICE INFORMATION TAB - FIRST

INVOICE

ray q -Ci
Encumbrance(PRC2)

Dept: 856 ID: 20050000177 Ver.. 1 Function: New Phase: Draft \ x
i

Commodity Line CL Description

From 1 to 3 Total: 3

age Terms

Commodity

Quantity

Line Type

1 Buildings and Structure Maintenance and Repair (Portable, Mo 93614000000 20.00000 ltem @
2 Building (500 Sq.Ft. and Under) 15512000000 20.00000 ttem i}
3 Patching Mix, Asphalt Concrete 74565000000 20.00000 ftem W

= List View

Eixed Asset Intent Reference [RNNOISIWanEIl M Agreement Reference | Discount Terms | Additional Amounts Ta-M':fom':.ari-::zn

Invoice Doc Code:

Qendorlnvoice Number: | 12345098 )

Invoice Doc Dept:

Vendor Invoice Line:

Invoice Doc ID: Vendor Invoice Date: 9/21/09 =)
Invoice Doc VL: 0 @oice Received Date: | 9/21/09 )
Invoice Doc CL: 0 Check Description:
Sign Off Date: | 9/21/09 A v

A save I “¥ Undo I [2¢ Insert New Line I [E4 Insert Copied Line I E4 Edit with Grid I

[ Discard |

A Valndate| E3 Submit|

3 Copy |

4. Enter the Sign Off Date.

@ Print | | Processing v | | Workflow ¥ | File v | a Close i

5. Enter the Vendor Invoice Number.
6. Enter the Invoice Received Date.

Note: If you enter the information for the first invoice at the Vendor section, the
invoice information fields infer to all subsequent Commodity lines. They can be
overridden at the Commodity line by entering new values on each Commodity
line for each invoice.

If a future date is entered on Vendor Invoice Received Date on the Vendor
Component of the document, an error will be issued once the document is
validated stating "Invoice Received Date must be less than Future Date".

If this error occurs, you must correct the dates on both the Vendor and the
Commodity sections. Correcting it the Vendor section will not auto correctthe
Commodity section.

7. Click the Accounting section. The General Information tab of the
Accounting section is displayed.
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PRC2 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

Payment Request - Commodity Encumbrance(PRCZ)’ Dept: 856 ID: 2009000177 Ver.: 1 Function: New H

Document Navigator [x] y i s s

Header

3 LS Accounting Line Total Line Amount Line Closed Amount
Accounting Distribution

From 0 to 0 Total: 0

Vendor
Commedity
Accounting
Posting
Referenr:e Fixed Asset Intent Reference || Fund Ad

Event Type: &
Accounting Template:

> &

Bank Account:

Line Description:
Sub Total Line Amount:

Tax Amount:

| E« Insert New Line I | @‘ Insert Copied Line ] | E4 Edit with Grid |
¥ copy I ( '@ Vaidate | )EZ Submit [ A [s¢ Discard I
N —

Note: There are no Accounting lines at this time,

8. Click on Validate. The Accounting section will be updated with the
information for that particular accounting line from the POD document.

PRC2 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

—
Pay it -Ci dity Dept: 856 ID: 20090000177 Ver.: 1 Function: New Phase: Draft S
Encumbrance(PRC2)
Accounting Line Total Line Amount Line Closed Amount Outstanding Amount Interest Ineligible Payment Type
1 $200.00 $0.00 $200.00 No
From 1 to 1 Total: 1 Go

[N IR danELl I Reference | Fixed Asset Intent Reference || Fund Accounting || Detail Accounting | Additional Amounts | Extended Description

Event Type: | APE1 & Budget FY: 2009
» Accounting Template: ﬁ | Fiscal Year:
Bank Account: 73 @\ Period:

- 2R Check Description:
Line Description:

Sub Total Line Amount: | $200.00

Tax Amount: | 30.00

Special Instructions Code: ﬁ\
Use Tax Amount: | 50.00
Disbursement Category: ﬁ |
Total L ine Amount: 200 00
Fl save || 5 undo | | B4 insertNew Line | | [ insert Copied Line | | E4 Edit with Grig
&) Copyl A Va|idate| 3] Submit| [% Discardl (=] Print| Processing ¥ | | Workflow ¥
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Note: The Event Type is defaulted to APEL.

PAYMENT TYPE PICK LIST

Choose

Browse Clear
Document Code : Fund :
Fund Group : Payment Type :

Document Code Fund Fund Group Payment Type

Select PRCZ2 ALL c c
Select PRCZ2 ALL c F
Select PRC2 ALL c 0
Select PRCZ ALL c P
Select PRC2 ALL C S
| PRC2 ALL G P
Select PRC2 ALL 0 P

Cancel First Previous Next Last

1. Enter the Payment Type or select it from the pick list.

2. Click the Commodity section. The General Information tab of the
Commodity section is displayed.

Note: Another method that can be used to access the next commodity line is the
Quick switch menu. This menu can be utilized when on the Accounting section
and allows you to switch to the next Commodity line without having to go back
and forth to the Commodity section. Simply select the click the drop down
arrow (as shown) select the next commodity line and click OK and the
associated accounting lines will display.

Accounting Line | Total Line Amount | Line Closed Amount Commodity Line | CL Descripfion Compgodity
! e 000 | Buidings and Structure Naintenance and Repair (Portable, Mo | S2614000000
From 1 o 1 Total 1 odifyline ™" Buiding (500 Sq.Ft. and Under) /15512000000 )

3 Patching Mix, Azphak Concrete 74565000000
L Patching Mix, Asphat Concrete 74585000000

From the Accounting section click
on the drop down to view this menu

Event Type: APE{ E ' Cancel
S

=

EEEE N EIO Reference u Fixed Asset Intent Reference u Fund Accounting u Detail Accountir
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ENTER THE INVOICE INFORMATION FOR THE SECOND INVOICE ON THE
SECOND COMMODITY LINE

PRC2 DOCUMENT - COMMODITY SECTION, GENERAL INFORMATION TAB

T
Payment Request - Commodity | Dept: 856  ID: 20090000177 Ver.: 1 Function: New Phase: Draft |
Encumbrance(PRC2) ‘

Commodity Line CL Description Commodity Quantity Line Type

1 Buikings and Structure Maintenance and Repair (Portable, 1o 93614000000 20.00000 tem Luf
( 2 Buiiding (500 Sa.Ft. and Under) 15512000000 20.00000 tem ) ju
3 Patching Iix, Asphalt Concrete 74565000000 20.00000 fem L

From 1 to 3 Total: 3 Go to line: Go

£ List View
W--- tintent Reference | Invoice Information | Agreement Reference | Discount Terms | Additional Amounts | Tax Information g

Fixed
b

CL Description: | Building (500 Sq.Ft. and Under) Service From Date: | 9/21/09 B

Service To Date: | 9/21/10 /3

Commodity: 155
ty: | 15512000000 & Tax Profile: 2
Stock Item Suffix:
Accounting Profile: 2
Supplier Part Number: &
PCard ID: 2

Commodity Description: Ruilding (500 Sn Ft and linder) e d

F save | %y Undo ‘ [E« Insert New Line t [24 Insert Copied Line | E4 Edit with Grid Recalculate Accounting Line Amount.

[ copy | Vaiidate | | 3 suomt | | [3¢ Discard | & Print | [ Processing ~ | | Workflow v | [ Fie > | [ £3 ciose

1. Click the Second Row of the Grid in the Commodity section. The second
commodity line, corresponding to the second invoice, is displayed within the
General Information tab.

2. Enter the Service From Date.
Enter the Service To Date.

4. Click the Invoice Information tab. The Invoice Information tab of the
Commodity section is displayed.
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PRC2 DOCUMENT - COMMODITY SECTION, INVOICE INFORMATION TAB FOR THE

-Ci Dept: 856 ID: 20090000177 Ver.: 1 Function: New Phase: Draft ».
Encumbrance(PRC2)
2 Building (S00 Sq.Ft. and Under) 15512000000 20.00000
3 Patching Mix, Asphalt Concrete 74565000000 20.00000
From 1 to 3 Total: 3
General Infarmatinn | Reference || Fived Aaset Intent Reference |MInUOIEIN Ot Agreement Reference | Discount Terms | Additional A
Fixed Asset Information | Retainage Terms
Invoice Doc Code: @dor Invoice Number: 12345079
" Invoice Doc Dept: Vendor Invoice Line:
Invoice Doc ID: Vendor Invoice Date: ' 9/21/09
Invoice Doc VL: |0 @ice Received Date: | 9/21/09 )

Invoice Doc CL: 0

Check Description:

Sign Off Date: 9/21/09

H Savel e Undo| | B4 Insert New Line| [2qinsert Copied unel | B4 Edit with Grid.

£ Copy| A Validate] E3 Submil|

[ Discard l

@ Print I Processing v

Enter the Sign Off Date.
Enter the Vendor Invoice Number.

Enter the Invoice Received Date.

® N o O

Click the Accounting section.
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PRC2 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB FOR THE
SECOND INVOICE

Payment Request - Commodity
Encumbrance(PRC2)

[eEhEIE N BN Reference | Fixed Asset Intent Reference | Fund Accounting | Detail Accounting | Additional Amounts | Extended Description

‘ Dept: 856  ID: 20090000177 Ver.: 1 Function: New Phase: Draft v

Event Type: APE1 &l Budget FY: 2009
Accounting Template: @ [ Fiscal Year:
Bank Account: 73 @\ Period:

Check Description:

Line Description:
Sub Total Line Amount: $100.00

Tax Amount: | $0.00

Special Instructions Code:

Use Tax Amount:  50.00
Disbursement Category:

Total Line Amount: $100.00

» B B

Extension Reason:

ﬁD Extension Description:
Sign Off Date: 09/21/2009

Interest Ineligible: [~

Payment Type: P

Interest Amount From IPR:

A save ] | 5% Undo ] [Z4 Insert New Line ] | [B4Insert Copied Line ] B4 Edit with Grid

3 copy |

Validate| Ei Submﬂ] [ Discard| & Print | | Processing v | | Workflow v

9. Select the Payment Type from the pick list

ENTER THE INVOICE INFORMATION FOR THE THIRD INVOICE ON THE
THIRD COMMODITY LINE

PRC2 DOCUMENT - COMMODITY SECTION, GENERAL INFORMATION TAB

y -C i Dept: 856  ID: 20090000177 Ver.: 1 Function: New Phase: Draft 2 .
Encumbrance(PRC2)

— T T —— ; ; —

Commodity Line CL Description Commodity Quantity Line Type
1 Buildings and Structure Maintenance and Repair (Portable, Mo 93614000000 20.00000 ltem
2 Building (S00 Sq.Ft. and Under) 15512000000 20.00000 ftem
C 3 Patching Mix, Asphalt Concrete 74565000000 20.00000 tem)
From 1 to 3 Total: 3 Go to line: !

= Lig

Reference | Fived Agset Intent Reference || Invoice Information | Agreement Reference | Discount Terms || Additional Amounts | Tax Informat]

Retainage Terms

CL Description: | Patching Mix, Asphalt Concrete Service From Date:
Service To Date:
Commodity: 74565 |
ty 63000004 & Tax Profile: 2|
Stock Item Suffix: : |
Accounting Profile: a
Supplier Part Number: 4}
= PCard ID: &

Recalculate Accounting L
@ Print ‘ Processing v ‘7Workﬂow ¥ | | File v

The vendor has submitted two separate invoices for Asphalt Concert Patching
Mix. Each invoice is for a quantity of 10 packages of patching mix for the amount

Fl save || % undo | | [BeinsertNew Line | | [Eqinsert Copied Line | | B4 Edit with Grid

Vaidate | | €3 submit| | [ Discard |

[ copy |
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of $100. You can use the third commodity line for the third invoice. The third
commodity line quantity must be reduced to a quantity of 10.

PRC2 DOCUMENT - COMMODITY SECTION, GENERAL INFORMATION TAB

Payment Request - Commodity Dept: 856 ID: 20090000177 Ver.: 1 Function: New Phase: Draft || v | . od
Encumbrance(PRC2)
CL Description: | Patching Mix, Asphalt Concrete Service From Date: B
Service To Date: ||
Commodity: 74565
ty 000000 ﬁ Tax Profile: @\
Stock Item Suffix: 5 =
Accounting Profile: &
Supplier Part Number: @
= PCard ID: &
Commodity Description: patching Mix, Asphalt Concrete
Cardholder Name:
PCard Expiration Date:
» .
Desoriptiot: Account Number:
Reconciliation Sequence: @1

Reconciliation Status:

Line Type: | tem v | Receipt Date: =
Quantity:  10.0000 Comments:

Unit of Measure: | EA &
v
ﬁ Save | “3 Undo I E—{ Insert New Line | E=4 Insert Copied Line | E4 Edit with Grid Gecah:ulate Accounting Line Amount
[3 copy ] Vaidate | E3 Submit \ [$ Discard | & Print | Processing v | | Workfiow | [ Fie v | | £3 close

1. Click the Third Row of the Grid in the Commodity section. The third
commodity line, corresponding to the third invoice, is displayed within the
General Information tab.

Enter the Service From Date.
Enter the Service To Date.
Enter the new quantity in Quantity.

Click the Recalculate Accounting Line Amount button.

SRR

Click the Invoice Information tab. The Invoice Information tab of the
Commodity section is displayed.
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PRC2 DOCUMENT - COMMODITY SECTION, INVOICE INFORMATION TAB FOR THE THIRD
INVOICE

Pay t Req -C dity [ Dept: 856 1D: 20090000177 Ver.: 1 Function: New Phase: Draft [ =
Encumbrance(PRC2)
2 Building (500 Sq.Ft. and Under) 15512000000 20.00000
G 3 Patching Mix, Asphalt Concrete 74565000000 20.00000 )

From 1 to 3 Total: 3

General Infarmatinn || Reference || Fived Asset Intent Reference [WINYGISARdauEliil Agreement Reference | Discount Terms | Additional A
Fixed Asset Information || Retainage Terms

Invoice Doc Code: Gendor Invoice Number: 12345|@
» Invoice Doc Dept: Vendor Invoice Line:
Invoice Doc ID: Vendor Invoice Date:  9/21/09
Invoice Doc VL: |0 (invoice Received Date: 521109
Invoice Doc CL: |0 Check Description:

: H save I €% Undo l [24 Insert New Line | ' [24 Insert Copied Line I | B4 Edit with Grid

@ Copy I Validate l [ {j Submit I [ [ Discardrl 7@7 print | | Processing «
Enter the Sign Off Date.

Enter the Vendor Invoice Number.

Enter the Invoice Received Date.

Ll e

Click the Accounting section.
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PRC2 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB FOR THE
THIRD INVOICE

Pay Req -Ci dity 1 Dept: 856 ID: 20090000177 Ver.: 1 Function: New Phase: Draft 0
Encumbrance(PRC2)

- r— ——T——. i

[eEhEIE L bl Reference | Fixed Asset Intent Reference | Fund Accounting | Detail Accounting | Additional Amounts | Extended Description

Event Type: | APE1 & Budget FY: | 2008
Accounting Template: @ | Fiscal Year:
Bank Account: 73 & Period:

- S5l Check Description:
Line Description:

» Sub Total Line Amount: $100.00

Tax Amount:  $0.00
Special Instructions Code:

Use Tax Amount:  30.00
Disbursement Category:
Total Line Amount: 3100.00

B B »

e Extension Reason:
Interest Ineligible: [

@ment Type: P QD Extension Description:

&
Sign Off Date: (9/21/2009

Interest Amount From IPR:

H save l %y Undo | [24 Insert New Line | [24 Insert Copied Line l E4 Edit with Grid

[ copy| [ vaidate | | 3 submt| | [ piscard | & print | | Processing | [ workfiow ~

5. Select the Payment Type from the pick list.

ENTER THE INVOICE INFORMATION FOR THE FOURTH INVOICE ON THE
FOURTH COMMODITY LINE

The vendor has submitted a fourth invoice for Asphalt Concert Patching Mix.
The invoice is for a quantity of 10 packages of patching mix for the amount of
$100. You can copy and insert the third commodity line to create a fourth
commodity line. The system will automatically insert the commodity
information into the fourth commodity line

PRC2 DOCUMENT - COMMODITY SECTION, GRID

Pay Req -C ity ‘ Dept: 856 ID: 20090000177 Ver.: 1 Function: New Phase: Draft || ¥ y Modi
Encumbrance(PRC2) |
Commodity Line CL Description Commodity Quantity Line Type
1 Buildings and Structure Maintenance and Repair (Portable, Mo 93614000000 20.00000 ftem W
2 Building (S00 Sq.Ft. and Under) 15512000000 20.00000 ltem W
3 Patching Mix, Asphalt Concrete 74565000000 10.00000 tem @
From 1 to 3 Total: 3 Gotoine:|  |[Go

1. Copy the Third Commodity Line.
2. Click Insert Copied Line.
3. Click Save.
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PRC2 DOCUMENT - COMMODITY SECTION, FOURTH COMMODITY LINE

B

Payment Request - Commodity Dept: 856 ID: 20090000177 Ver.: 1 Function: New Phase: Draft
Encumbrance(PRC2)

Commodity Line CL Description Commodity Quantity Line Type
1 Buildings and Structure Maintenance and Repair (Portable, Mo 93614000000 10.00000 tem ﬁ
2 Buiding (500 Sq.Ft. and Under) 15512000000 20.00000 tem i}
3 Patching lix, Asphat Concrete 74555000000 10,0000 em E& :
C 4 Patching lix, Asphalt Concrete 74565000000 10.00000 tem By

From 1 o 4 Total: 4 Go'to fine: DM

Sselnmanrimom Refarence | Fived Agset ntent Reference | Invoice Information
Fixed Asset Information | Retainage Terms

Agreement Reference | Discount Terms | Additional Amounts Tax\nfmmath:m_ﬂ

CL Description: | Patching Mix, Asphalt Concrete Service From Date: | 09/21/2009

Service To Date: | 09/21/2010
Commodity: 74s65000000 | 4| Tax Profile 2
Stock Item Suffix:
Accounting Profile: 2|
Supplier Part Number: ‘@1

—

PCard ID: 4
( B save|) 5 nto | Bemsethew Line |(Eesert o ine [ ) E4 ot win o Recalouie Accountng L Aol

iE) Cogy| Validate I ’ £ Submil & Disc_ard-l

é Printl iPromsmv| 3-W0rkﬂow '.I | Fk.l ‘M
4. Click the Fourth Row of the Grid in the Commodity section. The fourth

commodity line, corresponding to the fourth invoice, is displayed within the
General Information tab.
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PRC2 DOCUMENT - COMMODITY SECTION, FOURTH COMMODITY LINE, GENERAL
INFORMATION

Payment Request - Commodity Dept: 856 ID: 20090000177 Ver.: 1 Function: New Phase: Draft -
Encumbrance(PRC2)

Commodity Line CL Description Commodity Quantity
1 Buildings and Structure Maintenance and Repair (Portable, Mo 93614000000 20.00000
2 Building (500 Sq.Ft. and Under) 15512000000 20.00000
3 Patching Mix, Asphalt Concrete 74585000000 10.00000
4 Patching Mix, Asphalt Concrete 74565000000 10.00000

From 1 to 4 Total: 4

= sIllninsukiilem Reference || Fived Asset Intent Reference || Invoice Information || Agreement Reference || Discount Terms | Additional Ar
Fixed Asset Information | Retainage Terms

CL Description: | Patching Mix, Asphalt Concrete Service From Date: ' 09/21/2009
Service To Date: | 09/21/2010
Commodity: 74565000000
ty ﬁl Tax Profile: £|
Stock Item Suffix: :
Accounting Profile: &
Supplier Part Number: &

DCard ID: A

P save || % undo | | [Edinserttew Line | | [ nsert Copied Line | | E4 Edit with Grid
@ Copy I 3" Validaterl Ej Submit | ‘7[} Discard I ‘@ Print | (Promsingvr

The System automatically populates the Service From Date and Service To
Date.

5. Click the Reference tab.
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PRC2 DOCUMENT - COMMODITY SECTION, REFERENCE TAB FOR THE FOURTH INVOICE

Payment Request - Commodity Dept: 856 ID: 20090000177 Ver.: 1 Function: New Phase: Draft j : C
Encumbrance(PRC2)
ommodit Commodity Line: ¢ D Asphalt Concrete  Ci
Commodity Line CL Description Commodity
1 Buildings and Structure Maintenance and Repair (Portable, Mo 93614000000 2(
2 Building (500 Sq.Ft. and Under) 15512000000 2
3 Patching Mix, Asphalt Concrete 74565000000 1
- Patching Mix, Asphalt Concrete 74565000000 10
From 1 to 4 Total: 4
Reneral Infarmatinn MNSEIEWTW-. Fixed Asset Intent Reference | Invoice Information | Agreement Reference | Discount Terms
Pl Fixed Asset Information Retainage Terms
Commodity Ref Code: POD Commodity Ref VL: 1
Commodity Ref Dept: 255 Commodity Ref CL: 3
Commodity Ref ID: | 20098100010 Ref Type: [Final |
B save| % Undo | | B insertNew Line | | B insert Copied Line | | E4 Edi wih Grid |

The System automatically populates the following fields:
# Commodity Ref Code
# Commodity Ref Depart
# Commodity Ref ID
# Commodity Ref VL
# Commodity Ref CL

Note: Do not change or enter a Ref Type. When the document is validated, the
Ref Type value will default based on the accounting line amounts of the
referencing and referenced documents, using the following logic:

Situation Default Ref Type
Referencing Line = Referenced Line Final

Referencing Line < Referenced Line Partial
Referencing Line > Referenced Line Error Message

6. Click the Invoice Information tab. The Invoice Information tab of the
Commodity section is displayed.
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PRC2 DOCUMENT - COMMODITY SECTION, INVOICE INFORMATION TAB FOR THE
FOURTH INVOICE

[iew Al of 5 | @ Vendor Invoice on Vendor Invoice Registry has been paid for $100.00 ...

Payment Request - Commodity ] Dept: 856 ID: 20090000177 Ver.: 1 Function: New Phase: Draft w =
|

Encumbrance(PRC2)

| |

3 Patching Mix, Asphalt Concrete 74565000000 10.00000
= 7 Patching Mix, Asphalt Concrete 74565000000 10.00000 )

From 1 to 4 Total: 4

General Infarmatinn. | Reference || Fived Asset Intent Reference RNGIERNGnEITGM Agreement Reference | Discount Terms | Additional A
Fixed Asset Information | Retainage Terms

I Invoice Doc Code: @ndor Invoice Number: 1 234E-INV)
| Invoice Doc Dept: Vendor Invoice Line: 2
Invoice Doc ID: Vendor Invoice Date:
Invoice Doc VL: 0 @oice Received Date: 09/21/20@
Invoice Doc CL: 0 Check Description:

\ Processing »

(3 cony| | vaiste | | €3 Submt | | [t Discard | | & Print.

7. Enter the Sign Off Date.

8. Enter the Vendor Invoice Number.
9. Enter Vendor Invoice Line.

10. Enter the Invoice Received Date.

11. Click the Accounting section for the Fourth Commodity Line.
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PRC2 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB FOR THE
FOURTH INVOICE

Payment Request - Commodity | Dept: 856  ID: 20080000477 Ver.: 1 Function: New Phase: Draft . 1
Encumbrance(PRC2)

[N EWN GBIl Reference | Fixed Asset Intent Reference | Fund Accounting | Detail Accounting | Additional Amounts | Extended Desc

Bank Account: 73

Event Type: | APE1 || Budget FY: 2009
Accounting Template: 2 | Fiscal Year:
Period:
i

. L Check Description:
Line Description:

Sub Total Line Amount: | 5100.00

b Tax Amount:  50.00

Special Instructions Code: 4
Use Tax Amount:  20.00
£ Disbursement Category: ﬁl
Total Line Amount: 3100.00
Extension Reason: 4|
Interest Ineligible: [ =
O 3! Extension Description:
Sign Off Date: (g/21/2009

Interest Amount From IPR:

After Accounts Payable [
Pearind:

A save | 'S5 Undo | [Z4 Insert New Line | [E4 Insert Copied Line | B Edit with Grid |
B Cupy| \-’alidate| B 5ubm'rt| [ Discard| &) Print. | | Processing =
12. Enter the Payment Type or select it from the pick list.

PAYING ADDITIONAL INVOICES

1. Insert a new commodity line for each additional invoice you wish to pay with
a single PRC2 payment request.

2. Repeat steps 2 through 12 to pay an additional invoice.

VALIDATE AND SUBMIT PRC2

1. Click the Validate button to check for errors. If any errors exist, fix the errors
and click the Validate button again.

PRC2 DOCUMENT - VALIDATE MESSAGE

S T B v P T

| Welcome, PR APP1 856 My Workspace
\.v’iew All 1 of01 | @ Document validated successfully

|
Il Payment Request - Commodity Em.:umbrance(PRCZY| Dept: 856 ID: 20090000014 Ver.: 1 Function: New Phase: Draft

2. Click the Posting section to review posting information. You can click the eye
icon to view posting details.
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PRC2 DOCUMENT - POSTING SECTION

Line Eaetion Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
1 it P00 Res Encumbrance $100.00
N PO0S Encumbrance $100.00
Do11 External AE $100.00
2 Standard
andar DNO1 Enc Disb Pay $100.00
From 1 to 2 Total: 2 Goto Iine:i \ Go

3. Click the Submit button.

PRC2 DOCUMENT - SUBMITTED MESSAGE

- ) T

Weicome, PR APP1 858
Wiew All1 of1

Document submitted successfully - Pending Approval

II Payment Request - Commodity Encumbrance(PRC2) | Dept: 856  1D: 20020000014  Ver: 1 Function: New  Phase:

4. C(Click the Close button.

You have successfully submitted a PRC2 document and it is pending approval.

BEST PRACTICES

# If you are paying multiple invoices with a single PRC2 payment
request, enter the invoice information on the Invoice Information tab of
the appropriate Commodity Line.

# Always examine the Reference section of each Commaodity Line to
ensure the POD micro purchase order is referenced.

@ If the Reference Type is set to PARTIAL, the Contract line will be
closed (liquidated) by the amount of the Payment Request line. If the
Contract lines have a remaining open balance after the payment
request, future payments can be made against the contract line.

# If the Reference Type is FINAL, the Contract Commodity or
Accounting line will be fully closed by the payment request, even if the
payment request amount is less than the Contract line available
amount. (This creates a “Short Final”.) The open encumbrance on the
Contract Line becomes ZERO, which means that no additional
payment requests can reference the Contract line (unless the Contract
is modified). If no more payments will be made against the Contract
line, then this is a good condition. However, if there will be additional
payments, those payment requests will fail since the Commodity or
Accounting line is closed.

# Use Document Descriptions on the Header and/or Accounting
sections to explain the purpose and reason.
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TOPIC 4: APPLYING A CREDIT LINE TO A PRC2

Users have the option to process credits without using a PCMC1 document. This
credit is processed immediately and the document reflects the credited amount.
This is useful if you want to pay a percentage of goods that were invoiced
without having to pay the full amount or if you are trying to receive credit for an
amount because the vendor was previously over paid.

GUIDED SIMULATION

A city department needs to process a PRC2 but wants to pay out only ninety five
percent of the total invoiced amount leaving five percent unpaid for.

This menu path guides you to the starting point of this specific task.

HOME PAGE =2 CLICK SEARCH = CLICK DOCUMENT CATALOG = SEARCH FOR PRC2
DOCUMENT

OPEN THE PAYMENT REQUEST DOCUMENT

DOCUMENT CATALOG SEARCH RESULT

Document Catalog

Create &k
= Document ldentifier
Code: |ppro x| Unit:
Dept.: a5 ID: 20100011371

# User Information
Create UserID: Create Date : E

b Document State

Browse Clear

Open Validate Submit Copy

Code Dept. Unit ] Comments Version Function Phase Status Date UserlD Amount Active
[] PRC2 828 20100011371 No 1 New Final Submitted 4810 =a £7,000.00 Yes

First Prev Next Last

1. Open the PRC2 document containing the amount you want to credit.
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PRC2 DOCUMENT, GENERAL INFORMATION TAB

NEEIN G nELLGE Fayee | Extended Description | Contact | Document Information

Document Hame:

Record Date:
Budget FY:
Fiscal Year:
Period:

Bank Account:

Accounting Profile:
n Replacement:
PCard Payment:
PCard Administrator:
Cited Authority:

Document Description:

REMOWAL AND DISPOSAL OF
RESIDUALS (1184-P5)

04/06/2010 B
2010
2010

10

B [

&)

REMOWAL AND DISPOSAL OF

Actual Amount: $7,000.00
Retainage Amount (-): 50.00
Discount Amount (-): $0.00
Penalty/interest Amount ( ): $0.00
Withheld Amount (-): $0.00
Intercept Amount (-): $0.00
Use Tax Withheld (-): $0.00
Default Intercept Fee Amount (- $0.00
)
Supplementary Intercept Fee £0.00
Amount(-):
Payment Amount (=): £7,000.00
Outstanding Amount: $7,000.00

Closed Amount: $0.00

[EIAEE -] Referenced Amount: $0.00
Closed Date:
Accounting Distribution No. of Lines: 0 Distribution Line: none  Distribution Percentage: none
Vendor No.of Lines: 1 Vendor Line: 1 Vendor Customer: 0001084252 Legal Name: NATIONAL WATER MAIN CLEANING CO
Commodity Ho. of Lines: 2 Ci Line: 1 CL Description: Abrasives, Coated: Cloth, Fiber, L efc. € 00514000000
Accounting No.of Lines: 1 Accounting Line: 1 Total Line Amount: £7,500.00 Line Closed Amount: $0.00
Posting Ho. of Lines: 3

L[4 Edit)) [ copy ‘ [% Copy Forward |

[ Discard |

& Print ‘ Prnoa.singvl Wurkﬂuw'| File v | | E§ Close

2. Click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.

3. Click Edit to create a new Modification Draft version.

PRC2 DOCUMENT, GENERAL INFORMATION TAB

#ayment Request - Commodity Encumbrance(PRC2) | Dept: 826 ID: 20100011271 Ver: 2 Function: Modification  Phase: Dr®| -

Header
Accounting Distribution
Vendor

Commodity D
Accounting

Posting

Ll EIEIN R (LRGN Fayee | Extended Description | Contact | Document Information

Document Name: | REWMOVAL AND DISPOSAL OF

Actual Amount: 57,000.00

RESIDUALS (1184-PS)

Record Date:

Budget FY: | 2010

Fiscal Year:
Period:
Bank Account:
Accounting Profile:
Replacement: |
PCard Payment: |
PCard Administrator:

Cited Authority:

B [

Retainage Amount (-): 50.00
Discount Amount (-): £0.00

Penalty/interest Amount 50.00
(n

Withheld Amount (-): 50.00
Intercept Amount (-): 50.00
Use Tax Withheld (-): 50.00

Default Intercept Fee 50.00
Amount (-):

Supplementary Intercept 50.00
Fee Amount(-):

Payment Amount (=): 57,000.00
2
Outstanding Amount: £7,000.00

Document Description: REMOVAL AND DISPOSAL OF

RESIDUALS (1184-PS)

Closed Amount: $0.00
Referenced Amount: $0.00

Closed Date:

4. Click Commodity section.
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PRC2 DOCUMENT, COMMODITY SECTION, GENERAL INFORMATION TAB

Payment Request - Commeodity Encumbrance(PRC2) | Dept: 826  ID: 20100011371 Ver: 2 Function: Modification Phase: Fiﬂﬁl| -

Header
Accounting Distribution

Vendor

Commodity
Accounting

Posting

Commodity Line
<

From 1 to 1 Total: 1

Reference
ed Asset Information

€L Description

Abrasives, Coated: Cloth, Fiber, Sandpaper, etc

Fixed Asset Intent Reference
Retainage Terms

Invoice Information

00514000000

Agreement Reference

Commaodity

7500.00000 ttem i

Discount Terms

Quantity Line Type

= List View
F - |

Additional Amounts

CL Description: | Abrasives, Coated: Cloth, Fiber, Service From Date:
Sandpaper, etc.
Service To Date:
Commodity: | 00514000000 a
% &) Tax Profile: &)
Stock Item Suffix:
Accounting Profile: |
Supplier Part Humber: |
PCard ID: |
Commodity Description: Abrasives, Coated: Cloth, Fiber,
Sandpaper, etc. Cardholder Name:
PCard Expiration Date:
Account Humber:
Description: | 001
Reconciliation Sequence: @
Reconciliation Status: -
Line Type: | tem - Receipt Date:
Quantity: | 7500.00000 Comments:
Unit of Measure: | NONE |
Unit Price: | $1.00
Lock Order Sj :
Discount Unit Price: | £1.00 e L
| ot Fotnlon §iss Drino: ~
H save | 5§ Undo \ [S4 Insert New Line || [B4 Insert Copied Line: E4 Edit with Grid Recalculate Accounting Line Amount
(& copy | Vaidate | [ E3 submit | | [G¢ Discard | & Frint | [ Processing ~ | [ workiiow ~ | [ Fie~ | [ E3 ciose |

5. Click the Copy Line icon.

6. Click the Insert Copied Line to insert the copied commodity line. This is the
line that will be used to credit.

PRC2 DOCUMENT, COMMODITY SECTION, GENERAL INFORMATION TAB

Document Navigator
Header

Accounting Distribution
\endor

Commodity
Accounting

Posting

Commodity Line CL Description Commaodity Quantity Line Typs
1 Abrasives, Coated: Cloth, Fiber, Sandpaper, etc. 00514000000 7500.00000 tem 5 i
C 2 Abrasives, Coated: Cloth, Fiber, Sandpaper, =tc. 00514000000 -500.00000 tem i} )

From 1 to 2 Total. 2

ax Information | Fixed ASSE

Fived Azcet Intent Refarence
formation | Retainage Terms

m

Invoice Information

Agreement Reference

Discount Terms

Gotoline:| | Gol

List View
|

Additional Amounts

CL Description:

Commodity:
Stock Item Suffix:
Supplier Part Number:

Commodity Description:

Description:

Unit of Measure:

Unit Price:

Risrnunt linit Brica:

A Save‘ =) Undu‘

Abrasives, Coated: Cloth, Fiber,
Sandpaper, etc.

00514000000 |

|

Abrasives, Coated: Cloth, Fiber,
Sandpaper, etc.

NONE |

51.00

[24 Insert New Line | [B4 Insert Copied Line \

Service From Date:
Service To Date:

Tax Profile:
Accounting Profile:
PCard ID:

Cardholder Name:
PCard Expiration Date:
Account Humber:
Reconciliation Sequence:
Reconciliation Status:
Receipt Date:

Comments:

Lock Order Specs:

E Edit with Grid |

04/01/2010

04/30/2010

w

Recalculate Accounting Line Amount

7. Enter a negative number in the Quantity Field.
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PRC2 DOCUMENT, COMMODITY SECTION, REFERENCE TAB

Commodity Line CL Description Commaodity Quantity Line Type
1 Abrasives, Coated: Cloth, Fiber, Sandpaper, etc. 00514000000 7500.00000 tem ﬁ
2 Abrasives, Coated: Cloth, Fiber, Sandpaper, etc. 00514000000 -500.00000 ltem ﬁ

From 1 to 2 Total 2

Go to line: l:l Go

= List View
y <

anaral Infarmatinn e Asset Intent Refarance [ Invoice Information
Tax Information | Fixed Asset Information | Retainage Terms

Agreement Reference | Discount Terms | Additional Amounts

Commodity Ref Code: | CT1 Commodity Ref VL: |1

Commeodity Ref Dept: | 228 Commaodity Ref CL: | 2

Ref Type:

Commodity RefID: | 20080002104

8. Click the Reference Tab.
9. Enter 2 in the Commodity Ref CL field (if you enter 1 you will get an error).
10. Select Inverse from the Ref Type drop down menu.

PRC2 DOCUMENT, COMMODITY SECTION, INVOICE INFORMATION TAB

Document Navigator (3| - - L g : Cioth, iber, S c i :
Header S
e Commodity Line CL Description Commodity Quantity Line Type
vend 1 Abrasives, Coated: Cloth, Fiber, Sandpaper, etc. 00514000000 7500.00000 ttem ]

endor

2 Abrasives, Coated: Cloth, Fiber, Sandpaper, etc 00514000000 -500.00000 ttem L]
Commodity
From 1 to 2 Totak 2 Go o line: l:l Go

‘Accounting
PosTing

= List View
F -

fanaral Infarmatinn
Tax Information | Fix

rence | Fivad 4saa
et Information | Retain.

Referance WRNGEIRN WOOENLOE Agreement Reference | Discount Terms | Additional Amounts

551 e Terms

Invoice Doc Code: Vendor Invoice Number: | 12345678

Invoice Doc Dept: Vendor Invoice Line: 2

Invoice Doc ID: Vendor Invoice Date: | 03/25/2010

Invoice Doc VL:
Invoice Doc CL:

Sign Off Date:

o
o

04/01/2010 B

Invoice Received Date: | 02/28/2010

Check Description:

Dﬂu

A save | “§ undo | [S4 insert New Line ‘ [24 Insert Copied Line | E4 edit witn Grid ‘

Recalculate Accounting Line Amount

Note: On the Invoice Information tab, your Vendor Invoice Line needs to say 2.
If it says 1, you will get an error as the system already sees that you paid out the
full amount that corresponds with vendor invoice line 1.

1. Click the Invoice Information tab.

2. Enter 2 in the Vendor Invoice Line. (This is an incremental amount and
would increase based on how many lines are on the document.)
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3. Click on the Accounting Section.

PRC2 DOCUMENT, ACCOUNTING SECTION, GENERAL INFORMATION TAB

Document Navigator ]

Header

- : T ——— |

T T Accounting Line Total Line Amount Line Closed Amount Outstanding Amount Interest Ineligible Payment Type

1 (5500.00} 50.00 (5500.00) No P m
Vendor
Cammority From 1 to 1 Total: 1 oo line l:l Go
Accounting
Posting = List View

EENEIE GG nELGG Reference | Fixed Asset Intent Reference | Fund Accounting | Detail Accounting | Additional Amounts | Extended Description -ﬂ

Event Type: | APE2 &| Budget FY: | 2010

Accounting Template: 4| Fiscal Year:

Bank Account: |78 | Period:

L Check Description:

Line Description: 000000
@Tom Line Amount: | (S500.00) )
Tax Amount: | 50.00
Special Instructions Code: @\
Use Tax Amount:  50.00
Disbursement Category: 3\
Total Line Amount: ($500.00)

Extension Reason: 4+
Interest Ineligible: [ =

Extension Description:

Payment Type: P & s
Sign Off Date: 4/01/2010 B
Interest Amount From IPR:
After Accounts Payable |

Period:

Percentage Completed

Before:

Percentage Completed

Now:

EA Edit with Grid

i save | 5 undo |

[ copy ‘

[E4 Insert New Line | | [1q insert Copied Line |

vaidate | | E3 suomit | | 3t Discara | & Print | | Processing ~ | | workfiow ~ | [ File~ | M

4. Click Insert New Line to insert a new accounting line (this line should reflect
the same information as the first commodity and accounting line).

5. Enter or select APE2 from the pick list for the Event Type.

6. Enter a negative amount (using the parentheses) in the Sub Total Line
Amount field.

Accounting Line Total Line Amount Line Closed Amount Outstanding Amount Interest Ineligible Payment Type
1 (5500.00) $0.00 (S500.00) Mo P ]
From 1 to 1 Total: 1 Go to line: l:l Go
= List View
General Information Fixed AssetIntent Reference | Fund Accounting | Detail Accounting | Additional Amounts | Extended Description

Ref Doc Code: CT1

Ref Doc Dept: 326

Ref Doc ID: 20080002104

Ref Vendor Line: 1
Ref Commaodity Line: 2

Ref Accounting Line: | 2

C RefType: | Inverse % }

7. Select Inverse in the Ref Type field.
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VALIDATE AND SUBMIT PRC2

8. Click the Validate button to check for errors. If any errors exist, fix the errors

and click the Validate button again.

PRC2 DOCUMENT - VALIDATION MESSAGE

iew Al of 1| @ Document validated successfully

Payment Request - Commeodity Encumbrance(PRC2) | Dept: 825 1D 20100011371 Ver.: 2 Function: Modification

Phase: Draft

9. Click the Posting section to review posting information. You can click the eye

icon to view posting details.

PRC2 DOCUMENT - POSTING SECTION

. e S—

Line Function Debit Posting Debit Posting Hame Debit Amount
Credit Posting Credit Posting Name Credit Amount
. FOOS Encumbrance 50.00
t S P0G Res Encumbrance §0.00
Dot Enc Disb Pay §7,500.00
H Standard D011 External AE §7,500.00
oon External AE §7,500.00
3 Standard . Enc Disb Pay §7,500.00
From 1 to 3 Totat 3 Go to line: mﬂ
10. Click the Submit button.
PRC2 DOCUMENT - SUBMITTED MESSAGE
iew All1 of 1| Document submitted successfully
Payment Request - Commeodity Encumbrance(PRC2) Dept: 826 1D 20100011371 WVer.: 2 Function: Medification Phase: Final

You have successfully submitted the modification credit line PRC2 document

and it is pending approval.

11. Click the Close button.
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TOPIC 5 - USE ENCSRCH TO CREATE PRC2 DOCUMENTS

The Commodity Based Encumbrance Search page (ENCSRCH) is another way to
search for and select lines within a commodity encumbrance document, and then
create a PRC2 that references the selected lines. It is useful when

# Paying some lines of a multi-lined encumbrance document

# The vendor's invoice comes in without the encumbrance Document ID
and line numbers that they have billed.

Department users can search for an encumbrance document by:
# Document Code, Department and ID (these three are required)
# Vendor name Vendor Code or Alias/DBA
# Document Description

Once the encumbrance is selected, users can also search for and select individual
lines at the Commodity and Accounting levels by a variety of fields such as:

# Commodity Code and/or Description
# Commodity Line Description
# BFY, FY, Period

# Accounting Structure such as Budget Code, Detail Object, Rept
Cat/Quick and/or Capital Project ID.

The PRC2 that is created from the ENCSRCH page has the same functionality
and required fields as a PRC2 copied forward from an encumbrance document.
The Commodity and Accounting lines should be adjusted prior to validation
when the encumbrance amount is not being paid in full.

GUIDED SIMULATION

@ The movie icon represents a guided simulation that displays in the
y online Payment Request eLearning course.

A department has received a vendor's invoice to be paid from a contract
containing multiple lines. You know the vendor's name, but not the Document
ID. You will locate the contract on the ENCSRCH by vendor name and then
search for the lines to be paid by commodity description and Detail Object.

When you create the PRC2, you will adjust the commodity line amount to the
partial amount to be paid.
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The menu path guides you to the starting point of this specific task.
HOME PAGE -2 CLICK SEARCH - ENTER ENCSRCH IN JumP TO 2 CLICK GO

ENCSRCH PAGE
N7 ﬁ‘w&m F‘@w%&?ﬁ?ﬁmm 2 co| )P Home P Personaize X Accessiiity [g] App Help . About -

Welcome, Train 23 General Accounting | Accounts Payable Revenue | Budget | Agreements and Orders | Fixed Assets Procurement | FIMECH

Jump to;] ENCSRCH

Message Center Ci ity Based Search
[ Search Menu Back
Page Search Browse Clear &

Document Catalog
¥ General Search
Report Search

Doc Code : & Vendor Code : 2 Include Closed Encumbrances : [~
History = — .
Doc Dept : Vendor Name : Include Expired Encumbrances : [~
GavaEites Doc Unit : Alias/DBA :
Administration Docld:
InfoAdvantage Doc Description :

» Create Payment Request

Vendor Vendor Alias/DBA Rewsed Start Revised End Actual Open Closed Closed
Code Name Date Date Amount Amount Amount Date

Cancel

Encumbrance Description

4
First Prev Next Last

# Select Lines

The ENCSRCH page is displayed. The Doc Code, Doc Dept, and Doc ID are the
minimum fields required to begin a search. Remember, you can use the wildcard
(*) in the Doc ID field when you don't know the exact ID number.

Note: only commodity-based encumbrances can be located in this table.
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ENCSRCH PAGE - GENERAL SEARCH FIELDS

Commodity Based Encumbrance Search

Clear sk

@ General Search

Doc Code : cT1 2 Vendor Code : ﬁﬁ Include Closed Encumbrances : [
Doc Dept: g5 (gendor Name : +5ronto* )nclude Expired Encumbrances : [
Doc Unit : Alias/DBA :

( Dpocid: >gper )

Doc Description :

b Create Payment Request

Vendor Vendor Alias/DBA Revised Start Revised End Actual Open
Code Name == Date Date Amount Amou

Cancél

Encumbrance Description

First Prev Next Last

F Select Lines

1. Enter the Doc Code or select it from the pick list.
2. Enter the Doc Dept.

3. Enter the Doc ID. Note: Use the fiscal year prefix and the wildcard (*) when
you don't know the exact Document ID.

4. Enter the Vendor Name. Use the wildcard (*).
Click the Browse link.
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ENCSRCH PAGE - GENERAL SEARCH RESULTS

C ity Based Search

Browse Clear ¥B

@ General Search

Doc Code : cT1 :(_s,‘ Vendor Code : &: Include Closed Encumbrances : [~
Doc Dept: gsg - Vendor Name : *pronto* = Include Expired Encumbrances : [~
Doc Unit : Alias/DBA :
Doc id : 2009+
Doc Description :

b Create Payment Request

S Vendor % Revised Revised
Encumbrance Description Code Vendor Name Alias/DBA StartDate = End Date

CT1.,858.2009140001S Purchase of computer hardware 0000567279 PRONTO COMPUTER SERVICES, INC. 10/01/2008  03/31/2010

Cancel

First Prev Next Last

# Select Lines

Actual Open
Amount Amount

$12,900.00 $12,900.00

Closed Closed

Amount

$0.00

Date

A list of open commodity based documents meeting your search criteria is
displayed. If multiple documents are displayed, you can click the Encumbrance

link to open a document before selecting one to pay.

6. Click the checkbox next to the document you will pay.

7. Click the Select Lines link to view and conduct a search of the open lines.

The open Accounting lines are displayed.
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ENCSRCH PAGE - LINES DISPLAYED

Browse Clear @R

¥ General
Commodity : Event Type: Include Closed Commodity Lines : [~
Description : BFY: Include Closed Accounting Lines : [~
Commodity Line Description : FY:
APD:

» Fund Accounting

> Detail Accounting

b Create Payment Request

CL Commodi AL BFY FY APD AL Amount AL OpenAmount AL Closed Amount AL Referenced Amount AL Closed Date
( [J 1 92047000000 1 2009 2009 3 $12,000.00 $12,000.00 $0.00 ) $0.00
[] 2 95823000000 1 2009 2009 3 $300.00 $300.00 $0.00 $0.00
[ 2 95823000000 2 2009 2009 3 $600.00 $600.00 $0.00 $0.00
First Pre

Cancel

b Vendor Details

w Commodity Details

Commodity Line Number : 1 Line Type:2 Non-Reserved Funding Open Amount Total : $12,000.00
Commodity Line Description : Support Services, Computer Quantity : 0.00000 Item Sub Total : $12,000.00
Warehouse : Unit : Tax Amount : $0.00
Commodity : 92047000000 Unit Price : $0.00 Line Amount : $12,000.00
Description : Support Services, Computer Discounted Unit Price : $0.00 Closed Amount : $0.00
List Price : 30.00 Open Amount : $12,000.00

Contract Amount : $12,000.00 Closed Quantity : 0.00000

PS PR S >

Each line on the ENCSRCH page indicates the Commodity Line (CL) number
and the Accounting Line (AL) number. Initially, only the open lines are
displayed. You can view the details about the line (Commodity, Accounting,
Fund Accounting, and Detail Accounting) in the sections below the list of lines
when you click to highlight a line. You can:

# Sort the displayed lines by clicking on any of the underlined column
labels (e.g., CL Commodity, BFY, AL Amount).

# Use the First, Prev, Next and Last links to scroll through the lines
when there are more to be displayed from the encumbrance.

# Search for lines by filling in your search criteria in the General section
above the list of lines.
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ENCSRCH PAGE - COMMODITY LINE SEARCH

Commodity Based Encumbrance Search - Select Lines

Doc Code : CT1 Vendor Code : 0000567279 Doc Actual Amount : $12 900.00
Doc Dept: 858 Vendor Name : PRONTO COMPUTER SERVICES, INC.  Doc Closed Amount :50.00
Doc Unit: Alias/DBA : Doc Closed Date :
Doc Id : 20091400015 Doc Open Amount : $12,900.00
Doc Description: Purchase of computer hardware Doc Revised Start Date : 10/01/2009

Doc Revised End Date : 03/31/2010

Iear ok

v General
Commodity : Event Type : Include Closed Commodity Lines : [~
CDescription :|Computer Manage* D BFY: Include Closed Accounting Lines : [~
Commodity Line Description : FY:
APD:

» Fund Accounting
b Detail Accounting

b Create Payment Request

First Prev Next Last

Cancel

CL Commodi AL BFY FY APD AL Amount AL Open Amount AL Closed Amount AL Referenced Amount AL Closed Date
v [ 1 92047000000 1 2009 2009 3 $12,000.00 $12,000.00 $0.00 $0.00
[ 2 95823000000 1 2009 2009 3 $300.00 $300.00 $0.00 $0.00
[] 2 95823000000 2 2009 2009 3 $600.00 $600.00 $0.00 $0.00

1. Enter the Description of the Commodity you need to pay. Note: use the
wildcard (*) to enter a partial description.

A list of open lines containing the commodity description is displayed.
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ENCSRCH PAGE - COMMODITY LINE SEARCH RESULTS

Clear ¥R
BT

v General
Commodity : Event Type : Include Closed Commodity Lines : [~
Description : computer Manage* BFY: Include Closed Accounting Lines : [~
Commodity Line Description : FY:
APD:

¥ Fund Accounting
Fund : ( Detail Object : 1590 ) OBSA:

Sub Fund : Sub Object : Sub OBSA :
Department : Revenue Source : Department Object :
Unit: Sub Revenue Source : Dept Revenue :
Sub Unit : BSA:
Appr Unit: Sub BSA:

> Detail Accounting

b Create Payment Request

CL Commodity AL BFY FY APD AL Amount AL Open Amount AL Closed Amount AL Referenced Amount AL Closed Date
v [J 2 95823000000 1 2009 2009 3 $300.00 $300.00 $0.00 $0.00
|:] 2 95823000000 2 2009 2009 3 $600.00 $600.00 $0.00 $0.00

First Prev Next Last

Cancel

You can limit your search results further by entering search criteria in the Fund
Accounting and/or Detail Accounting sections ABOVE the list of lines.

2. Click the Fund Accounting Section to display the search fields.
3. Enter the Detail Object.

4. Click the Browse link.

A list of open lines containing the detail object is displayed.
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ENCSRCH PAGE - DETAIL ACCOUNTING LINE SEARCH RESULTS

G Create Payment Request)

First Prev Next Last

Cancel

» Vendor Details

» Commodity Details

¥ Accounting - General

Roll Indication 2 : No

2 95823000000 1 2009 2009 3 $300.00 $300.00

Accounting Line Number: 1 Budget FY : 2009 Line Amount: $300.00
Accounting Line Description : Fiscal Year : 2009 Line Open Amount : $300.00
Event Type : PRCT Period : 3 Line Closed Amount: $0.00
Roll Indication 1: No Referenced Line Amount : 30.00

Line Closed Date :

$0.00

$0.00

( ¥ Fund Accounting)

Fund : 001 ( Detail Object : 16390 > OBSA:
Sub Fund : Sub Object: Sub OBSA:
Department : 353 Revenue Source : Department Object :
Unit: Sub Revenue Source : Dept Revenue :

Sub Unit: BSA:

Sub BSA:

Appr Unit: 002

L Commodi L BFY FY APD AL Amount AL Open Amount AL Closed Amount AL Referenced Amount AL Closed Date

5. Click the Fund Accounting link BELOW the list of lines to display the
highlighted line details from the document to confirm this is the correct line
to be paid.

Click the Create Payment Request section link to display the fields.
7. Click the checkbox next to the line to be paid.
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CREATE PAYMENT REQUEST FIELDS DISPLAYED

b Detail Accounting

w Create Payment Request

Doc Code : prc2
Dept:igsg

Unit :

L); DocID: 2pp3
.“_’}‘ Auto Numbering : [v

&)
Create Pavment Request

EY

CL Commodity AL BFY

-/ 2 95823000000 1

First Prev Next Last

APD
3

2009 2008 $300.00 $300.00

Cancel

Pay All Lines [~

)Pay All Unselected Lines [~

AL Amount AL Open Amount AL Closed Amount AL Referenced Amount AL Closed Date

$0.00 $0.00

Enter the Doc Code or select it from the pick list.
Enter the Dept.

Enter the Doc ID fiscal year prefix.

Click the Auto Numbering checkbox.

1
2
3
4.
5. Click the Create Payment Request link.
A

new Commodity Payment Request (PRC2) is created and displayed.
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NEwW PRC2 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

NYC W‘MM Wmﬂﬂw Jump to; ENCSRCH Q\_} mhcme Q}S’Pereonan*e @Accnsﬂbm) iﬂappHe!p ‘T About @

Welcome, Train 23 General Accounting Accounts Payable Revenue Budget Agreements and Orders Fixed Assets Procurement FIMECH

New Phase: Draft \
chmbrance(PRCZ)

_ﬂﬂ
— ~
= List View

[NEIEIRRI G EL Wl Payee | Extended Description | Contact | Document Information

Document Name: Pre-Processing Allowed: [

Actual Amount: $900.00

Record Date: Retainage Amount (-): $0.00

Budget FY: Discount Amount (-): $0.00

Fiscal Year: Penalty/interest Amount (+): $0.00

Periad: Withheld Amount (-): $0.00

’\ Bank Account: & Intercept Amount (-): $0.00
R Accounting Profile: a Use Tax Withheld (-): $0.00
Replacement: | Default Intercept Fee $0.00

Al t(-):
PCard Payment: |~ ML C)

Supplementary Intercept $0.00

PCard Administrator: Fee Amount(-):

Citad Autharite Al PR 44 mnnnan

v
F save | % undo Load Accounting Profile

Accounting Distribution No. of Lines: 0 Distribution Line: none _ Distribution Perc e:_none
Vendor No. of Lines: 1 Vendor Line: 1 Vendor C 1 0000567279 Legal Name: PRONTO COMPUTER SERVICES, INC. \

l Commodity No.of Lines: 1 C ity Line: 1 CL ipti Computer Services C ity: 95823000000
\ Accounting No. of Lines: 1 Accounting Line: 1  Total Line Amount: $3300.00 Line Closed Amount: $0.00
Posting No. of Lines: 0

¥ Copy I Validate I [ E1 Submit I [ Discard [ =) Pnn(J Processing ¥ | Workflow V{ Fiev | | B3 Close I

When the PRC2 document is created, a new document ID is generated. The
document is shown as Ver: 1, Function: New, Phase: Draft.

The Record Date, Budget FY, Fiscal Year, and Period, if left blank, will auto
populate when the document is fully approved, based on the approval date.
When two accounting periods are open and you need to post to a prior period,
you can enter the appropriate Record Date, FY, or accounting period here. The
approval date will not override the information that is entered.

Note: The Vendor, Commodity and Accounting information have auto
populated from the selected encumbrance and lines on the ENCSRCH page.

1. Click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.
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PRC2 - HEADER

Payment Request - Commodity
Encumbrance(PRC2)

| Document Navigator !z

Header

Accounting Distribution
&)
Commodity
Accounting

Posting

‘ Dept: 858  ID: 20090000288 Ver.: 1 Function: New Phase: Draft || ~

| Header

(NG (IOl Payee | Extended Description | Contact | Document Information

Document Name:

Record Date:
Budget FY:
Fiscal Year:
Period:
Bank Account:
Accounting Profile:
Replacement: [~
PCard Payment: |
PCard Administrator:

Cited Authority:

B &

Document Description: | Trainer 212-857-7170
trainer@fisa.nyc.gov

Pre-Processing |
Allowed:

Actual Amount: $3800.00
Retainage Amount (-): $0.00
Discount Amount (-): $0.00

Penalty/interest $0.00
Amount (+):

Withheld Amount (-): $0.00
Intercept Amount (-): $0.00
Use Tax Withheld (-): $0.00

Default Intercept Fee $0.00
Amount (-):

Supplementary $0.00
Intercept Fee Amount

(-3
Payment Amount (=): $800.00

Outstanding Amount: $500.00

Clanad Amanné €000

2. Enter the full name, phone, and email address in the Document
Description field.

3. Click on the Vendor section. The General Information tab of the Vendor
section is displayed.
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PRC2 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

= - —— =

Vendor Line Vendor Customer Legal Name Line Amount
1 0000567279 PRONTO COMPUTER SERVICES, INC. 300
From 1 to 1 Total: 1 Go

General Information ([ESIEIsINET=Tl=T ODUGHS< Invoice Information >"~‘.greemer|t Reference | Discount Terms
—————

Vendor Customer: (000567279 & Vendor Contact ID: 4|
Legal Name: | PRONTO COMPUTER SER\ Vendor Contact Name:
Alias/DBA: Vendor Contact
Phone:
Address Code: 2 @
- Vendor Contact Phone
Address 1: | 245 STH AVENUE Ext.:
Address 2:  SUITE 2202 Vendor Contact Email:
City: |NEW YORK Fax: | 212-686-6991
State: | New York v Fax Extension:
Zip Code: 10016 Web Address httpul:

Country: US Taxpayer ID Number:

County: 4 ' Taxpayer ID Type: v

—

4. Verify that the vendor information is correct.
Enter the Address Code, or select it from the pick list.

6. Click the Invoice Information tab.
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PRC2 DOCUMENT - VENDOR SECTION, INVOICE INFORMATION TAB

- DA i ™G o Sl @1 S B G

General Accounting Accounts Payable Revenue Budget Agreements and Orders Fixed Assets Procurement

Welcome, Train 23

Pay it Req -C dity Dept: 858 ID: 20090000288 Ver.: 1 Function: New Phase: Draft ‘ x

Encumbrance(PRC2) ‘

Document Navigator X " |

Header

Accountiig Distribation Vendor Line Vendor Customer Legal Name Line Amount
1 0000567279 PRONTO COMPUTER SERVICES, INC. 300

Vendor
From 1 to 1 Total: 1 Go
Accounting

Posting

General Information | Disbursement Options |RINGGIIM(denELO M Agreement Reference | Discount Terms

Invoice Doc Code: Vendor Invoice SVC92009
Number:

Invoice Doc Dept:
Vendor Invoice Date: | 09/01/2009

Invoice Doc ID:

( sign Off Date: | 09/16/2009

A

Invoice Received Date: 09/15/2009
=)

7. Enter the Sign-Off Date.

8. Enter the Vendor Invoice Number.
9. Enter the Vendor Invoice Date.

10. Enter the Invoice Received Date.

Note: If the Invoice Information fields are entered at the Vendor level, they will
auto-populate to all Commodity lines. They can be overridden at the Commodity
level by entering new values on each Commodity line.

11. Click the Commodity section. The General Information tab of the
Commodity section is displayed.
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PRC2 DOCUMENT - COMMODITY SECTION, GENERAL INFORMATION TAB

yment -Ci
Encumbrance(PRC2)

Document Navigator
Header

Accounting Distribution
Vendor

Commodity
Accounting

Posting

‘ Dept: 858 ID:

X

c di

CL Description:

Commodity:
Stock Item Suffix:

Supplier Part Number:

Ver:1 F

Computer Management Services

95823000000 &

4

Description:

Description:

Line Type:
Quantity:

Unit of Measure:
Unit Price:
Discount Unit Price:

List Price:

Computer Services

[sevice ]

0.00000
&

=
$0.00
$0.00

$0.00

Contract Amount:

300

A Sével 5 Undol

[24¢ insert New Line | | [Bq Insert Copied Line |

New Phase: Draft || v

Service From Date: 09/01/2009
Service To Date: 09/320/2009

Tax Profile:
Accounting Profile:
PCard ID:

Cardholder Name:
PCard Expiration Date:
Account Number:

Reconciliation
Sequence:

Reconciliation Status:
Receipt Date:

Comments:

Lock Order Specs: [

Lock Catalog List
Price:

EA Edit with Grid |

&

B) l
iz
4|

2

v

Recalculate Accounting Line Amount

The Contract Amount will be the full amount of the commodity line.

Note: When you are only paying some of the accounting lines under this
commodity line, you need to change the Contract Amount to equal the amount
to be paid on the accounting lines that were selected before you click validate.

1. Enter the Service From Date.

2. Enter the Service To Date.

3. Change the Contract Amount to 300.00 for this simulation because the
invoice is not for the full amount of the commodity line.

4. Click the Accounting section. The General Information tab of the
Accounting section is displayed.
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PRC2 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

Reference | Fixed Asset intent Reference Detail Accounting | Additional Amounts

Extended Description

Accounting Line Total Line Amount Line Closed Amount Outstanding Amount InterestIneligible Payment Type
1 $300.00 $0.00 $300.00 No
From 1 to 1 Total: 1 Go to line: L

]
=y

| = List View

Event Type: APE1 & Budget FY: 2009
Accounting Template: @ | Fiscal Year:
& Period:
Bank Account: &
. Gro Check Description:
Line Description:
Sub Total Line  $300.00
Amount:
Tax Amount: | $0.00 Special Instru«gions &
ode:
Use Tax Amount: $0.00
Disbursement |
Total Line Amount: $300.00 Category:
Interest Ineligible: |~ Extension Reason: ﬁ!
Gayment Type: [P QD Extension Description:

P save || % undo | | B« insertNew Line | | [ Insert Copied Line | | B4 Edit with Grid |

5. Enter the Payment Type or select it from the pick list.
6. Click the Fund Accounting tab.

PRC2 DOCUMENT - ACCOUNTING SECTION, FUND ACCOUNTING TAB

General Infarmatinn || Reference || Fixed Asset Intent Reference [aViilelXeelelilyiilsle | D etail

Extended Description

Additional Amounts

Accounting Line Total Line Amount Line Closed Amount Outstanding Amount InterestIneligible Payment Type
1 $300.00 $0.00 $300.00 No

From 1 to 1 Total: 1 Go to line: [j E

B @

| &= List View

Fund: 001 & Detail Object: | 1690 & OBSA:
Sub Fund: & Sub Object: & Sub OBSA:
Department: 353 @ \ Revenue Source: @ [ Department
Object:
e 2 ! e R:;S?::: 3 ‘ Dept Revenue:
Sub Unit: & - 2|
Appr Unit: | 002 3\ SNy 2‘

All codes are auto populated from the referenced encumbrance lines.

7. Click the Detail Accounting tab.
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PRC2 DOCUMENT - ACCOUNTING SECTION, DETAIL ACCOUNTING TAB

Pay it -C di Dept: 858 ID: MET= ] F i New Phase: Draft B

Encumbrance(PRC2)

Document Navigator X A i i A ing Line: 1_ Total Line A £ $300.00_Line Closed A 50,0000~
Header

i i | Line Al it i {f o] ing A it t a) tT
Accounting Distribution Accounting Line  Total Line Amount  Line Closed nteres! y ype
Ve 1 $300.00 50.00 5300.00 No i
=
Connmilty From 1 to 1 Total: 1 Gotoline:| ]G0l
Accounting
Postng L= stvew |
General Infarmatinn || Reference | Fixed Asset Intent Reference | Fund Accounting |[JUSGIFXSITGINE Additional Amounts ﬂ
Extended Description
Location: ﬁ; Capital Project ID: &\ Major Program:
Sub Location: & Sub Project ID: 2 Program: a
Rept CatiQuick: 2 Task: 2 Phase: 2
Sub Rept 4 Sub Task: & Program Period: 2
Cat/Quick:
Task Order: &
Budget Code: 6400 & 2
Sub Budget: a

B save | “4 unde [S¢ Insert New Line I @‘ Insert Copied Line | | B4 Edit with Grid I
@ Copy | [ Discard | & Print 7Pmms1ng"| WDrkﬂOWVI File v | Close|

All codes are auto populated from the referenced encumbrance lines.

8. Click the Validate button to check for errors. If any errors exist, fix the errors
and then click Validate button again. When there are no errors, the
Document validated successfully message is displayed.

PRC2 DOCUMENT - VALIDATION MESSAGE

N7 W‘ 1 Eiwiw Jump to] ENCSRCH ﬁ'ﬂ'

Welcome, Train 23 General Accounting Accounts Payable Revenue Budget )
\View Allt of 3 | @ Document validated successfully

Encumbrance(PRC2)

Payment Request - Commodity ’ Dept: 858 ID: 20090000288 Ver.: 1 Function: New Phase: Draft

9. Click the Posting section to review posting information. You can click the eye
icon to view posting details.

10. Click the Submit button. You have successfully submitted a PRC2 document
and it is pending approval.

11. Click the Close button.
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SUMMARY
In this Module, you:
# Created Commodity Payment Requests
# Checked for errors (validate) and submit the Payment Request
# Checked the Status of a Submitted Payment
# Paid Multiple Invoices with a Single Payment Request
# Applied a Credit Line to a PRC2

CHECK YOUR PROGRESS

1. A PRC2 document can reference which type of encumbrance document?
a. Commodity based encumbrance document
b. Non-Commodity based encumbrance document

2. Is the following statement True or False: The ENCSRCH page enables you to
search only for commodity based encumbrances to be paid on a PRC2.

a. True
b. False

3. You have the ability to pay multiple purchase orders on one payment request,
as long as the payment:

a. isnot a credit memo

b. is to the same vendor

c. isnot flagged as Single Payment

d. is being paid with the same accounting distribution

4. Is the following statement True or False? After copying forward, the vendor,
commodity, and accounting information are auto-populated on the payment
request document.

a. True
b. False
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ANSWERS
1. a. Commodity based encumbrance document

2. a. True. Only the POC, POD, PCC, CT1, CTA1 and DO1 can be searched on
the ENCSRCH page.

3. b. is to the same vendor

4. b. False. After copying forward, the vendor and commodity information are
auto-populated on the payment request document, but the accounting
information is not.
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Module 3: Non-Commodity Payment
Requests

OBJECTIVES

In this module, you will:

# Copy Forward a Non-Commodity Encumbrance (PON1) document to
create a Non-Commodity Payment Request (PRN2).

# Create a Miscellaneous Payment Request (PRM1).
# Enter the required fields to complete the Payment Request
# Check for errors (validate) and submit the Payment Request

Both referencing Payment Request and Miscellaneous Payment Request
documents can be created where a Commodity is not involved. When a non-
commodity based Miscellaneous Payment Request is created there is no source
document to reference, therefore, the Vendor and Accounting information must
be entered.

TOPIC 1- NON-COMMODITY ENCUMBRANCE - PAYMENT
REQUEST (PRN2)

A Non-Commodity Payment Request (PRN2) must have a valid Non-
Commodity Encumbrance (PON1) reference. A Non-Commodity Payment
Request cannot reference a commodity based encumbrance document.

To process a payment with a PRN2, you will be copying forward from a Non-
Commodity Encumbrance (PON1) and entering information in the Accounting
section.

GUIDED SIMULATION

@ The movie icon represents a guided simulation that displays in the
y online Payment Request eLearning course.

Use Copy Forward to clear a Non-Commodity Encumbrance (PON1) document
and, to create a Non-Commodity Payment Request (PRN2) document for the
purpose of issuing payment to the U. S. Postal Service to refill the postage meters
and to purchase stamps for $550.
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The menu path guides you to the starting point of this specific task.

HOME PAGE =2 CLICK SEARCH =2 CLICK DOCUMENT CATALOG = SEARCH FOR PON1
DOCUMENT

OPEN ENCUMBRANCE DOCUMENT

DOCUMENT CATALOG

Open Validate Submit Copy

Code Dept. Unit 1D Comments Version Function Phase Status Date UserID Amount Active
[] pon1 8se 20092000002 No 1 New Final Submitted J0/21/08 858ENC1 S550.00 Yes

First Prev Next Last

Menu

Verify that the PON1 is in a Phase/Final and Status/Submitted.
1. Open the PON1 document.

PON1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Non-Commodity Purchase Order(PONﬂ‘ Dept: 856 ID: 20082000002 Ver.: 1 Function: New Phase: Final 1 = f_u;

= Lis|
[eh RGBTl Contract Details | Additional Amounts || Extended Description | Contact | Document Information
Document Name: 000000483583 Billing Location: @\
Shipping Location: &
Record Date: 10/21/2009
Delivery Date:
Budget FY: 2009
Cited Authority: 2|
Fiscal Year: 2009
N G Actual Amount: $550.00
Period: 12
A3k Closed Amount: 0.00
Document Description:
Closed Date:
Open Amount: $550.00
Open Accrual Amount: 50.00
Vendor No. of Lines: 1 Vendor Line: 1 Vendor Customer: 12 Legal Name: UNITED STATES POSTAL SERVICE
Accounting No. of Lines: 1 Accounting Line: 1 Line Amount: $550.00 Line Open Amount: $550.00
Posting No. of Lines: 1 Posting Line: 1
[ Edit | | [ CopyK (% Copy Forward > [s¢ Discard | & Print Processmgvl | Workflow" F|Iev|

2. Review the PONT1 sections to make sure the correct encumbrance is selected:
4 Header section
# Vendor section
# Accounting section

3. Click the Copy Forward button. The Copy Forward page is displayed.
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Cory FORWARD FROM PON1

PON1 DOCUMENT - COPY FORWARD PAGE

Copy Forward
From Document
Category: sps Doc Dept: zc55
Type: Ags Doc Unit:
Code : pop1 ID : 20092000006
Select Entire Document : [ Version: 4
To Document
( Doc. Department Code : 3¢5 ) Document id : 2pp0
Unit Code : Auto Numbering :
Target Doc Type Target Doc Code Description
ABS PPRN2 Pre-Processing PPRN2
(|« aBS PRN2 Create PRN2 from PON1>
ABS EAN1 Correct Encumbrance
First Prev Next Last
‘ 0K ’ Cancel |

1. Enter the Doc. Department Code.

2. Enter the current 4-digit fiscal year in the Document ID field. This number
will be added as a prefix to the auto generated ID number. A fiscal year prefix
is required for all documents.

Check the Auto Numbering check box.
4. Select PRN2 for Target Doc Code.
Click the OK button. A New Draft PRN2 document is displayed.
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ENTER DATA INTO THE HEADER SECTION

PRN2 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

[ .82 Financial Management. g S
N R MRSk Uy Blco] B o e
Welcome, Train 23 General Accounting Accounts Payable Revenue Budget Agreements and -'ﬂﬁers Fixed Ae@ts D'ccu.ient ok
Payment Request - Non Commodity Encumbrance(PRN2) Dept: 856 (_ID: 20020000004 Ver.: 1 Function: New Phase: Draft |
= List View
[ehEIGIRh anENl Payee | Additional Amounts | Extended Description | Contact | Document Information
Document Name: Pre-Processing |
Allowed:
Record Date: Bank Account: &
Budget FY: Replacement: [
A Fiscal Year: Cited Authority: &
Period: Actual Amount: $1,000.00
4
Document | FMS Trainer 212-555-1212 Closed Amount: $0.00
Description: | FISTrainer@fisa.nyc.gov
Closed Date:
\J
Open Amount: $1,000.00
Referenced Amount: $0.00
H Savel %3 Undo
Vendor Vendor Line: 1 Vendor Customer: 0000000012 Legal Name: UNITED STATES POSTAL SERVICE
i Accounting No. of Lines: 1 Accounting Line: 1 Line Amount: $1,000.00 Line Open Amount: $1,000.00
l Posting No. of Lines: 0 Posting Line: none
[3 Copy l Validate ] Ed Submit | [ Discard I & Print I Processing ¥ ' Workflow ~ ] File » I B3 Close l

When the PRN2 document is created, a new document ID is generated. The
document is shown as Ver: 1, Function: New, Phase: Draft.

The Record Date, Budget FY, Fiscal Year, and Period, if left blank, will auto
populate when the document is fully approved, based on the approval date.
When two accounting periods are open and you need to post to a prior period,
you can enter the appropriate Record Date, FY, or accounting period here. The
approval date will not override the information that is entered.

Note: As a result of copying forward, the vendor information is auto-populated
to the Vendor section. The accounting information is auto-populated after the
document is validated.

1. Enter the contact information for the person creating the document in the
Document Description field. Include first name, last name, phone number
with area code, and e-mail address.

2. Click Validate to bring in accounting information data from the PON1
document.
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Note: Other required fields are needed on the payment request, so you may
receive errors after validating. You can ignore the error messages until you

populate all required fields.

3. Click the Open Document Navigator icon (small arrow on left side) to

switch to Document Navigator mode.

PRN2 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request - Non Commodity Encumbrance(PRHZ)i‘ Dept: 856 ID: 20090000002 Ver.: 1 Function: New Phase: Draft
‘ Document Navigator Iz] " I

Header

Vendor

Accounting [ E RGBTl Payee | Additional Amounts | Extended Description || Contact | Document Information

(Bt oo

Posting Document Name: | 0000004385 Bank Account: 2
Replacement: |~
PR Cited Authority:
:Udg:eyt FY: Actual Amount: $550.00
ISC: éﬂ;: Closed Amount: $0.00
& o t Closed Date:
Desoccr‘ijpr::ii:: Open Amount: $550.00
Referenced Amount: $0.00
=] Savel =¥ Undo ]
R Copy I B vaidate I | E3 Submnl [ Discard l & Print | Prod

4. Click the Vendor section. The Vendor section opens to the General

Information tab.
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ENTER DATA INTO THE VENDOR SECTION

PRN2 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

Payment Request - Non Commodity Encumbrance(PRHZ)% Dept: 856 ID: 20080000002 Ver.: 1 Function: New Phase: Draft ‘

Document Navigator

Header

(]

Vendor
Accounting

Posting

General Information

Disbursement Options | Discount Terms

T

-

Vendor Customer:

Legal Name:

Alias/DBA:

Vendor Contact ID:

Cendor Contact Name:

| 0000000012 &

UNITED STATES POSTAL ¢

John Smnh)

Vendor Contact

‘ Address Code:

Phone:

| D

Vendor Contact

Address Line 1:

Address Line 2:

City:

State:

Zip:

A Savel = Undol

65 COURT STREET, Phone Ext.:

RM 1001B Vendor Contact Email:

BROOKLYN Fax:

: l New York v Fax Extension:

11201 Web Address http:/i:

[E4 Insert New Line | [ Insert Copied Line I E4 Edit with Grid

999 9938-9710

1. Verify that the vendor information is correct.

2. To choose a different vendor address, enter the Address Code or select it
from the pick list.

3. To optionally designate a vendor contact, either enter or select the Vendor
Contact ID or enter a Vendor Contact Name.

Note: The Vendor Contact Name will appear on the "Attention To" line of the
Check after disbursement.

4. Click the Accounting link to open the Accounting section. The General
Information Tab is displayed.
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ENTER DATA INTO THE ACCOUNTING SECTION

PRN2 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

[N =R EN Wl Reference || Fund Accounting | Detail Accounting

Service Dates [JAdditional Amounts

Event Type:  APE1 & Budget FY:
Accounting Template: @i Fiscal Year:
Line Description: Period:
00000000001000.00 Bank:

( Vendor Invoice Number:

‘ Payment Type:

Special Instructions Code:

—»

Interest Amount From IPR:

Disbursement Category:
Extension Reason:

Extension Description:

[ & [

Line Amount:  $550.00 Vendor Invoice Line:
Line Closed Amount: $0.00 Vendor Invoice Date:
Line Closed Date: @oice Received Date: | 10/21 r'ZCCD
Line Open Amount: $550.00 Check Description:
Referenced Line Amount: $0.00
Interest Ineligible: [~

< Invoice Acceptance/Sign-
Off Date:

10/21/2009

1. Enter the Payment Type, or select it from the pick list.

PAYMENT TYPE PICK LIST
Choose
Browse Clear
Document Code : Fund :
Fund Group : Payment Type :
Document Code Fund Fund Group Payment Type
Select PRCZ2 ALL c c
Select PRC2 ALL c F
Select PRCZ ALL c 0
Select PRCZ ALL c P
Select PRC2 ALL C S
| PRC2 ALL G P
Select PRC2 ALL 0 P
Cancel First Previous Next Last

2. Enter the Vendor Invoice Number.
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3. Enter the Invoice Received Date, or select it from the calendar.
4. Enter the Invoice Acceptance/Sign-Off Date or select it from the calendar.
5. Click the Service Dates tab.

PRN2 DOCUMENT - ACCOUNTING SECTION, SERVICE DATES TAB

Payment Request - Non Commodity Encumbrance(PRN2)1‘ Dept: 856 1D: 20080000002 Ver.: 1 Function: New Phase: Draft ‘

I Document Navigator [x] : i , :

Header

Vetidor Accounting Line Line Amount Line Closed Amount Line Open Amount Referend
. 1 $550.00 $0.00 $550.00

Accounting

: 3 D From 1 to 1 Total: 1
Posting
General Information | Reference | Fund Accounting | Detail Accounting |ERIEIAUTERIGICEE Ad!

Service From Date: | 10/21/2009
Service To Date: | 11/25/2009
' save | %3 Undo l [24« Insert New Line I | [2«nsert Copied Line | | EA Edit with Grid

[3 Copyr C[:ﬁ Validatel Ej Subm@ [} Discard

6. Enter the Service From Date.

7. Enter the Service To Date.

VALIDATE AND SUBMIT PRN?2

1. Click the Validate button to check for errors. If any errors exist, fix the errors
and click the Validate button again.

PRN2 DOCUMENT - VALIDATION MESSAGE

m: ﬁ‘ww FJWW Jump to: .?_,‘EJJ @Hcme d

Welcome, PR APP1 856 My Workspace
view 411 of 1(@ Document validated successfully

Payment Request - Non Commodity Encumbrance(PRN2) | Dept: 856  1D: 20020000002 Ver.: 1 Function: New Phase: Draft

2. Click the Posting section to review posting information. You can click the eye
icon to view posting details.
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PRN2 DOCUMENT - POSTING SECTION

Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount

: i P00E Res Encumbrance $550.00

AR POOS Encumbrance $550.00
2 Standard Don External AE $550.00

. DNO1 Enc Disb Pay $550.00

Line Function

3. Click the Submit button.

PRIN2 DOCUMENT - SUBMITTED MESSAGE

TP P e

Welcome, PR APP1 856
View All 1 of 1

Document submitted successfully - Pending Approval

Payment Request - Non Commodity Encumbrance(PRNZ)? Dept: 855 ID: 20090000002 Ver.: 1 Function: New Phase: Pending

4. C(Click the Close button.

You have successfully submitted a PRN2 document and it is pending approval.

TOPIC 2 - MISCELLANEOUS PAYMENT REQUEST (PRM1)

The Miscellaneous Payment Request (PRM1) is used when a City department
needs to make a direct payment without reference to an open encumbrance. The
use of the PRM1 is limited to specific purchases where an Advice of Award,
Purchase Order or Department Encumbrance is not required or applicable. Note
the following;:

# The PRM1 document does not provide the ability to reference or link
to any documents.

# The PRM1 document is not fund specific and can be used for all Detail
Funds.

These are the event types associated with this type of payment request:

Event Types Description

APM1 Authorize Non Referencing Payment (Default)

APM?2 Non Referencing Credit Memo
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GUIDED SIMULATION

A City Department plans to issue a direct payment to an employee for out of
pocket expenses totaling $100. Create a Miscellaneous Payment document to

accomplish this task.

@ The movie icon represents a guided simulation that displays in the
4 online Payment Request eLearning course.

This menu path guides you to the starting point of this specific task.

| HOME PAGE =2CLICK SEARCH = CLICK DOCUMENT CATALOG

CREATE A PRM1 DOCUMENT
DOCUMENT CATALOG

v S R Sesh Mee

Weilcome, PR APP1 856

DEVFMS01 Document Catalog
Message Center =
SN

aseand w Document Identifier
Page Search Code: éi Unit:
Document Catalog Dept.: 1D:
History '

P User Information
Favorites

Administration p Document State

infoAdvantage

\ Browse Clear

1. Click the Create link to switch to create mode.
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DOCUMENT CATALOG

S T S

Welcome, PR APP1 856

DEVFMS01 Document Catalog

Message Center

Search @b
[l Search ¥ Document Identifier
Page Search Code : prii1 é‘ Unit:
Document Catalog Dept. : 355
History

Favorites w Other Options

( Auto Numbering : [¢ )
Administration
Create Template : [~

infoAdvantage

2. Enter PRM1 for document Code.
Enter the Dept code.

4. Enter the current 4-digit fiscal year in the Document ID field. This number
will be added as a prefix to the auto generated ID number. A fiscal year prefix
is required for all documents.

5. Select the Auto Numbering check box.

6. Click the Create link to create the PRM1 document. The PRM1 document
opens and the General Information tab of the Header section is displayed.

To process a payment with a PRM1, you will be entering information in the
Vendor and Accounting sections.
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PRM1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request-Miscellaneous(PRM1)‘ Dept: 856 ID: 20090000002 Ver.: 1 Function: New Phase: Draft ‘ -

[eH IR (g ELGLI Payee | Additional Amounts | Extended Description | Contact | Document Information

Document Name: Bank Account: 0\

Replacement: [~

Record Date:
Cited Authority: &
Budget FY:
Fiscal Y Actual Amount: £0.00
™ iscal Year:
( Closed Amount: $0.00
Period:

Closed Date:
Document Description: | FI1STrainer/212-555-
1212/FMSTrainer@fisa.nyc.gov Open Amount: $0.00

Referenced Amount: $0.00

N

=] Savel 5y Undo

Vendor Vendor Line: none  Vendor Customer: none  Legal Name: none
Accounting No. of Lines: 0 Accounting Line: none Line Amount: none Line Open Amount: none
Posting No. of Lines: 0 Posting Line: none

When the PRM1 document is created, a new document ID is generated. The
document is shown as Ver:1, Function: New, Phase: Draft.

The Record Date, Budget FY, Fiscal Year, and Period, if left blank, will auto
populate when the document is fully approved, based on the approval date.
When two accounting periods are open and you need to post to a prior period,
you can enter the appropriate Record Date, FY, or accounting period here. The
approval date will not override the information that is entered.

7. Enter contact information for the person creating the document in the
Document Description field. Include first name, last name, phone number
with area code, and e-mail address.

General Information || Payee || Additional Amounts |[ESRCHEWENTSs0iLh M Contact | Document Information

Extended Description: | additional contact information can be entered in this text box

Note: The Document Description field in the Header section of the document
allows only 60 characters. If more room is required to complete the contact
information, select the Extended Description tab.
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8. Click the Open Document Navigator icon (small arrow on left side) to

switch to Document Navigator mode.

PRM1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request - Miscetlaneous(PRMﬂ: Dept: 856 ID: 20090000002 Ver.: 1 Function: New

(LRI Gl ELOG I Payee | Additional Amounts | Extended Description | Contact | Document Inforn

Bank Account:

Document Navigator [x]

Header

Accounting

Posting

Phase: Draft “ A .

Document Name:

Record Date:
Budget FY:
Fiscal Year:
Period:

Document

FMSTrainer/212-555-

Description: | 1212/FIiSTrainer@fisa.nyc.gov

Referenced Amount:

Replacement:
Cited Authority:
Actual Amount:
Closed Amount:

Closed Date:

Open Amount:

-

$0.00

$0.00

$0.00

$0.00

9. Click the Vendor section. The Vendor section opens to the General
Information tab.

ENTER DATA INTO VENDOR AND ACCOUNTING SECTIONS

PRM1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

[eTh IR (Jaub LGl Disbursement Options || Discount Terms

Vendor Customer:
Legal Name:
Alias/DBA:
Address Code:
Address Line 1:

Address Line 2:

| E=4 Insert New Line_|

[E.( InsertVCopred Line |

&

[

B4 Edit with Grid |

Vendor Contact ID:

Vendor Contact Name:

Vendor Contact
Phone:

Vendor Contact Phone
Ext.:

Vendor Contact Email:
Fax:

Fax Fxtension:

=

1. Click the Insert New Line button to create a new line.
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PRM1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

M Payment Request-Miscellaneous(PRM1)‘ Dept: 856  ID: 20090000002 Ver.: 1 Function: New Phase: Draft ‘ v

Document Navigator X

Header

Vendor

[N B RN GL BVl Disbursement Options | Discount Terms
Posting ‘ Vendor Customer: 0000000012 Q’ Vendor Contact ID:

Legal Name: UNMTED STATES POSTAL ! ‘ Vendor Contact Name: | John Smith >

Alias/DBA: Vendor Contact

Phone:
( Address Code: |1 ‘@‘D

Vendor Contact Phone

Address Line 1: |65 COURT STREET Ext.:
Address Line 2: RN 10018 Vendor Contact Email:
City: | BROOKLYN Fax: | 999 999-2710
State: | New York v Fax Extension:
Zip: | 11201 i Web Address http://:
Country: US
County: &

! H save ) % Undo I [E« insert New Line | E];q insert Copied Line I 4 Edit with Grid l

2. Enter the Vendor Customer code, or select it from the pick list.

Enter the Address Code, or select it from the pick list.

4. To optionally designate a vendor contact, either enter or select the Vendor
Contact ID or enter a Vendor Contact Name.

Note: The Vendor Contact Name appears on the "Attention To" line of the
Check after disbursement.

5. Click Save to bring in the vendor information.

6. Click the Accounting section. The General Information Tab of the
Accounting section is displayed.
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PRM1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

Accounting Line

From 0 to 0 Total: 0

Fund Accounting

General Information |[EsCHEIEI

Line Amount Line Closed Amount Line Open Amount Referenced Line Amount

Detail Accounting

Senvice Dates

Ever

Additional Amounts

Event Type:

2|
&

Accounting Template:

Line Description:

Line Amount:
Line Closed Amount:

Line Closed Date:

Budget FY:
Fiscal Year:

Period:

Vendor Invoice
Number:

Vendor Invoice Line:

Vendor Invoice Date:

| B4 Insert New Line

Bank:

1. Click Insert New Line button.

PRM1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

Payment Request-Miscellaneous(PRMﬂ‘ Dept: 856 ID: 20090000002 Ver.: 1 Function: New Phase: Draft ‘i

NI Rhi BNl M| Reference § Fund Accounting ) Detail Accounting | Service Dates | Additional Amounts

Event Type: | APM1 @ ‘

Accounting Template: : ﬁ ‘

Cl.ine Description: | Miscellansous Payment >
Line Amount: | $100.00

Line Closed Amount: $0.00

Line Closed Date:
Line Open Amount: $100.00
Referenced Line Amount: $0.00
Interest Ineligible: [

< Payment Type: C ﬁ) ’

Interest Amount From IPR:

I\ ﬁ-gve ’ :} Undo | [§< insert New Line | ‘ Eq Insert Copied Line | [

Budget FY:
Fiscal Year:
Period:

Bank:

&

&

(Vendorlnvoice Number: | 1555671 >

Vendor Invoice Line:
Vendor Invoice Date:
Invoice Received Date:

Check Description:

Special Instructions Code:
Disbursement Category:
Extension Reason:

B4 Edit with Grid

B ® &

2. Enter a detailed Line Description.

114



Citywide FMS Training

3. Enter the Line Amount to be paid.
4. Enter Vendor Invoice Number.

5. Select the Payment Type from the pick list.

PAYMENT TYPE PICK LIST
Browse Clear
Document Code : Fund :
Fund Group : Payment Type :

Document Code Fund Fund Group Payment Type

Select PRM1  ALL € C
Select PRIM1  ALL C D
Select PRM1  ALL C F
Select PRIM1  ALL C o]
Select PRIM1  ALL (o P
Select PRM1  ALL c S
Select PRM1  ALL G A
Select PRI ALL G D
Select PRIM1  ALL G P
Select PRI ALL 0 A

Cancel First Previous Next Last

6. Click the Save button.
Note: The Event Type is defaulted to APM1.
7. Click the Fund Accounting tab.

PRM1 DOCUMENT - ACCOUNTING SECTION, FUND ACCOUNTING TAB

General Information || Reference |Vl lXeololiiy)ilgh] \ Detail Accounting J Service Dates || Additional Amounts
@nd: 001 @ Detail Object: | 1000 ‘o
Sub Fund: 4| Sub Object: @
@panmem: 858 @ Revenue Source: @1 D4
Unit: @ Sub Revenue Source: 4|
Sub Unit: 4| BSA: 4|
Appr Unit: 4| Sub BSA: 4|

1. Enter the Fund.
2. Enter the Department.
3. Enter the Detail Object.
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4. Click the Detail Accounting tab.

PRM1 DOCUMENT - ACCOUNTING SECTION, DETAIL ACCOUNTING TAB

|
Payment Request-Miscellaneous(PRM1)‘ Dept: 856 ID: 20090000002 Ver.: 1 Function: New Phase: Draft ’ 2o’

Document Navigator 12’ I | o I” | I i | ” | g | "" " | i I

Header

\endor Accounting Line  Line Amount Line Closed Amount  Line Open Amount  Referenced Line Amount  Event T|
N 1 $100.00 $0.00 $100.00 $0.00 APHM1

Accounting

From 1 to 1 Total: 1
Posting ) " it g
General Information | Reference | Fund Accounting ESGUNXSJINT M Service Dates | Additional Amounts

Location: & Capital Project ID: & Major Program:
Sub Location: & Sub Project ID: & Program:
Rept Cat/Quick: & Task: & Phase:
Sub Rept & Sub Task: & Program Period:
Cat/Quick:
2 Task Order: &
Sub Budget: 4|

ﬁ Save I i'*:‘,; Undo I E=; Insert New Line l @q Insert Copied Line ] E Edit with Grid I
[fﬁ Copy < [Zj VahdétéNEé Sui;mn ’ I} Dlscardl @ Print VF‘rocessmgv’
5. Enter the Budget Code.

Note: The Unit of Appropriation (Appr Unit) on the Fund Accounting tab is
inferred from the Budget Code.

VALIDATE AND SUBMIT PRM1

1. Click the Validate button to check for errors. If any errors exist, fix the errors
and click the Validate button again.

PRM1 DOCUMENT - VALIDATION MESSAGE

Weilcome, PR APP1 856 My Workspz

M Document validated successfully

| Payment Request-Miscellaneous(PRM1)i Dept: 855 ID: 20080000002 Ver.: 1 Function: New Phase: Draft

2. Click the Posting section to review posting information. You can click the eye
icon to view posting details.
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PRM1 DOCUMENT - POSTING SECTION

{ine Eanction Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
: S Do11 External AE $100.00 o
i DNO2 Misc Disb Pay $100.00

3. Click the Submit button.

PRM1 DOCUMENT - SUBMITTED MESSAGE

N b RIS "SRR e 2] By

Weicome, PR APP1 856

| view All 1 of ( @ Document submitted successfullty - Pending Approval

Payment Request-Miscellaneous(PRM1); Dept: 856 ID: 20090000002 Ver.:. 1 Functiom: New Phase: Draft

4. Click the Close button.

You have successfully submitted a PRM1 document and it is pending approval.

BEST PRACTICES

# Since Miscellaneous Payment Requests do not reference encumbrance
open items, they can potentially bring the total expense over the
budget limit for a given expense structure. It is recommended that
users verify budget availability before entering the request

# Always review your Posting line to ensure the desired accounting
result

SUMMARY
In this module you have:

# Created a Non-commodity Payment Request (PRN2) and a
Miscellaneous Payment (PRM1)

# Entered the required fields needed to complete a Non-Commodity
Payment Request and a Miscellaneous Payment Request

# Checked for errors (validated) and Submitted a Non-Commodity
Payment Requests
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CHECK YOUR PROGRESS

1. Is the following statement True or False? A PRM1 document is not part of the
Procurement Chain.

a. True
b. False

2. Is the following statement True or False? A PRN2 document can reference
non-commodity based encumbrances but does not require a document
reference.

a. True
b. False

3. When a Miscellaneous Payment Request is created, there is no source
document to reference and, therefore, the following information must be
entered.

a. Vendor information
b. Vendor and Commodity information
c. Vendor and Accounting information

d. Vendor, Commodity, and Accounting information

Answers
1. a.True
2. b. False

3. c. Vendor and Accounting information
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Module 4: Special Purpose Payment
Request -

Department

OBJECTIVES

In this module, you will:

# Create a Reimbursement Payment Request (PRR1)

# Modify and Cancel an Interest Payment Request (PRT1)

# Create a Revenue Refund Payment Request (PRF1)

# Check the status of a submitted payment

TOPIC 1 - REIMBURSEMENT PAYMENT REQUEST (PRR1)

City Departments are reimbursed for the minor expenses paid throughout the
year using funds established in an imprest cash account. The Reimbursement

Payment Request (PRR1) is used to establish and reimburse Department imprest
cash accounts. It is entered without reference to a prior encumbrance nor does it
provide the ability to reference FMS: Accounting documents.

To process a reimbursement payment with a PRR1, you will be entering

information in the Vendor and Accounting sections.

There is only one event type associated with this type of payment request:

Event Types Description
APR1 Authorize Reimbursement Payment (Default)
GUIDED SIMULATION

@ The movie icon represents a guided simulation that displays in the
4

online Payment Request eLearning course.

A City Department wants to replenish their Imprest Fund for $1000.00.

This menu path guides you to the starting point of this specific task.

HOME PAGE =2 CLICK SEARCH = CLICK DOCUMENT CATALOG = CLICK CREATE
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CREATE PRR1 DOCUMENT

DOCUMENT CATALOG PAGE - CREATE MODE

DEVFMS01 Document Catalog

Message Center

Search sk
w Document Identifier

Page Search Code : [pRR1 é} Unit:
Document Catalog Dept.: |acs

History

| £ Search

| @ Favorites ¥ Other Options

‘ ( Auto Numbering : [ )
Administration -
Create Template : [

Enter PRR1 for document Code.
Enter the Dept code.

infoAdvantage

Select the Auto Numbering check box.

Click the Create link to create the PRR1 document. A New Draft PRR1
document is displayed.

Ll
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PRR1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request-Reimbursement(PRR1)‘ Dept: 856 1D: 20090000001 ‘ Ver.: 1 Function: New Phase: Draft “ v

[l EL M Payee | Additional Amounts | Extended Description | Contact | Document Information

Document Name: Bank Account:
Replacement: |
Record Date:
Cited Authority:
Budget FY:
Actual Amount: 20.00
Fiscal Year:
Closed Amount: £0.00
\ Period:
1 Closed Date:
Document Description: | Fl1STrainer/212-555-
» 1212/FMSTrainer@fiza.nyc.gov Open Amount: £0.00
J Referenced Amount: 30.00

When the PRR1 document is created, a new document ID is generated. The
document is shown as Ver: 1, Function: New, Phase: Draft.

The Record Date, Budget FY, Fiscal Year, and Period, if left blank, will auto
populate when the document is fully approved, based on the approval date.
When two accounting periods are open and you need to post to a prior period,
you can enter the appropriate Record Date, FY, or accounting period here. The
approval date will not override the information that is entered.

5. Enter contact information for the person creating the document in the
Document Description field. Include first name, last name, phone number
with area code, and e-mail address.

General Information | Payee | Additional Amounts [ESRCHEJIETasia il Contact | Document Information

Extended Description: | additicnal contact information can be entered in this text box

Note: The Document Description field in the Header section of the document
allows only 60 characters. If more room is required to complete the contact
information, select the Extended Description tab.

6. Click the Open Document Navigator icon (small arrow on left side) to
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switch to Document Navigator mode.

PRR1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

[ T -
i Payment Request-Reimbursement(PRRnl Dept: 856  ID: 20090000001 Ver.: 1 Function: New Phase: Draft ‘: v Modified by 856PRA1 |
‘ Document Navigator [x] "

Header

Vendor )
Accounting (LD ERGLEEIL N Payee | Additional Amounts | Extended Description | Contact | Document Information

Posting Document Name: Bank Account: &
Replacement: [~
Record Date: ]
- Cited Authority:
Budget FY:
Actual Amount: £0.00
Fiscal Year:
Closed Amount: $0.00
Period:
Closed Date:
Document Description:  FMSTrainer/212-555-
1212/FISTrainer@fisa.nyc.gov Open Amount: $0.00

7. Click the Vendor section. The General Information tab of the Vendor section
is displayed.

122



Citywide FMS Training

ENTER DATA INTO THE VENDOR SECTION

PRR1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

Vendor Line

From 0 to 0 Total: 0

(e e Ll Dishursement Options

Vendor Customer Legal Name

Discount Terms

Line Amount

Vendor Customer:
Legal Name:
Alias/DBA:
Address Code:
Address Line 1:
Address Line 2:
City:

State:

| E4 Insert New Line

& Vendor Contact ID:

Vendor Contact Name:

Vendor Contact
Phone:

Vendor Contact Phone
Ext.:

Vendor Contact Email:
Fax:
Fax Extension:

Web Address http:/l:

1. Click the Insert New Line button.

PRR1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

(e el Gl Ll Disbursement Options

Discount Terms

[r

‘ Vendor Customer: 0000000012

01 ’ Vendor Contact ID:

Legal Name:

Alias/DBA:

Vendor Contact Name: | John Smith

Vendor Contact

< Address Code: 1

) Phone:
|
Vendor Contact Phone

Address Line 1:
Address Line 2:

City:

Ext.:
Vendor Contact Email:

Fax:

State: \

v‘ Fax Extension:

Zip:

Web Address http:ii:

' H save | |5 Undo ] | B insert lew Line | | [Bq Insert Copied Line | B4 Edit with Grid ]

2. Enter the Vendor Customer Code, or select it from the pick list.
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3. Enter the Address Code, or select it from the pick list.

VENDOR SECTION - ADDRESS CODE

Choose
Browse Clear
Street1: Street 2:
City : State/Province :
Zip/Postal Code : Country :
Address ID Street 1 Street 2 City State/Province Zip/Postal Code Country
1 65 COURT STREET, RM 1001B BROOKLYN NY 11201 us
Select 2 341 9TH AVENUE ROOM 709 NEW YORK NY 10199-9732 us
Select 3 CMRS-POC P.O. BOX 0575 CAROL STREAM IL 60132-0575 us
Cancel First Previous Next Last

PRR1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

Payment Request-Reimbursement(PRR1)i Dept: 856 ID: 200290000001 Ver.: 1 Function: New Phase: Draft [}
Document Navigator B4

Header
Vendor Line Vendor Customer Legal Name Line Amount
Vendor
. 1 0000000012 UNITED STATES POSTAL SERVICE $
Acceunting
Total
Posing From 1 to 1 Total: 1 G

(LR GOl Disbursement Options | Discount Terms

Vendor Customer: 0000000012 4 Vendor Contact ID: 4|
Legal Name: | UNTED STATES POSTAL { Vendor Contact Name: | John Smith
Alias/DBA: Vendor Contact
Phone:
Address Code: 1 &

Vendor Contact Phone
Address Line 1: |55 COURT STREET, Ext.:
Address Line 2: R 10018 Vendor Contact Email:

City: | BROOKLYN Fax: | 599 999-9710
State: [ New York v ‘ Fax Extension:
Zip: | 11201 Web Address http:/i:

I H save )-g Undol B¢ Insert New Lme] [B4 nsert Copied Lmel E4 Edit with Grid

4. Click Save to bring in the vendor information.

5. Click the Accounting section. The General Information tab is displayed.
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ENTER DATA INTO THE ACCOUNTING SECTION

PRR1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

[ CIGIRNGlanEul Il Reference | Fund Accounting | Detail Accounting | Service Dates | Additional Amounts
Event Type: ﬁ Budget FY:
Accounting Template: ﬁ1 Fiscal Year:
Line Description: Period:
Bank: 2|
Vendor Invoice
X Number:
Line Amount:
Vendor Invoice Line:
Line Closed Amount:
Vendor Invoice Date: [~
Line Closed Date:
Invoice Received Date: B3
Line Open Amount:
Check Description:
Referenced Line
[S4 Insert New Line |} [B4 Insert Copied Line | E4 Edit with Grid

1. Click the Insert New Line button.

PRR1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

(OGN s ELLO Reference | Fund Accounting | Detail Accounting || Service Dates || Additional Amounts
Event Type:  APR1 4| Budget FY:
Accounting Template: | Fiscal Year:
Line Description: Period:
Bank: &
Vendor Invoice
Number:
Line Amount: £0.00 s
. Vendor Invoice Line:
Line Closed Amount: $0.00
Vendor Invoice Date: =
Line Closed Date:
Invoice Received Date: B
Line Open Amount: $0.00
Check NDeserintinn:
1‘} Undo I | [E4 Insert New Line l | [2¢ Insert Copied Line | E4 Edit with Grid

Click the Save button. The Event Type defaults to APR1.
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PRR1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

[eh G RN anELGOG I Reference{| Fund Accounting | JPetail Accounting | Service Dates | Additional Amounts
Event Type: APR1 | Budget FY:
Accounting Template: & Fiscal Year:
Line Description: | Reimbursement Payment > Petiod:
( Bank: 4
Vendor Invoice
‘ Line Amount: 1000 } Aumbers
. Vendor Invoice Line:
Line Closed Amount: $0.00
Vendor Invoice Date: e
Line Closed Date: ShoorInVONS. Rate
I ice R ived Date: =
Line Open Amount: £0.00 N
Check Desecrintinn®
Bl save || 5 undo | | Bdinserttew Line | | (B4 insert Copied Line | | E4 Edt with Grig
2. Enter a Line Description.
3. Enter the Line Amount to be paid.
4. Click the Fund Accounting tab.
PRR1 DOCUMENT - ACCOUNTING SECTION, FUND ACCOUNTING TAB
General Information | Reference |Rgtile WXl M Detail Accounting JService Dates || Additional Amounts
-
( Fund: | 001 & ) ((Detail Object: | 1000 & OBSA:
Sub Fund: @ Sub Object: @ Sub OBSA:
‘ Department: 258 4 ) Revenue Source: 4| Department
Object:
Unit: @~ Sub Revenue 4
& Source: 2 Dept Revenue:
Sub Unit: 4|
=) BSA: |
Appr Unit: 4
o & Sub BSA: &

Enter the Fund.

Enter the Department.

Enter the Detail Object.

Click the Detail Accounting tab.

® N o U
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PRR1 DOCUMENT - ACCOUNTING SECTION, DETAIL ACCOUNTING TAB

Payment Request - Relmbursement(PRm)‘ Dept: 856 ID: 20090000001 Ver.: 1 Function: New Phase: Draft l

Document Navigator [x]

Header

Accounting Line  Line Amount Line Closed Amount  Line Open Amount  Referenced Line Amount  Event T
1 $0.00 $0.00 $0.00 $0.00 APR1

Vender

Accounting

From 1 to 1 Total: 1
rom 1 to 1 Tota G

General Information | Reference | Fund Accounting [ESGURYSeJILIld Service Dates | Additional Amounts

Location: & Capital Project ID: & Major Program:
Sub Location: 2‘ Sub Project ID: | Program:
Rept Cat/Quick: & Task: & Phase:
Sub Rept 4@ Sub Task: & Program Period:
Cat/Quick:
Task Order: 2
@dget Code: | 3531 4}’ |
Sub Budget: &

A Saved | % Undo [E4 Insert New Line | | [24 Insert Copied Linerl | B4 Edit with Grid l
[ copy | [k Discard | [ & print | | Processing
9. Enter the Budget Code.

B vaidate | [ E3 suomt |

Note: The Unit of Appropriation (Appr Unit) on the Fund Accounting tab is
inferred from the Budget Code.
VALIDATE AND SUBMIT PRR1

10. Click the Validate button to check for errors. If any errors exist, fix the errors
and click the Validate button again.

PRR1 DOCUMENT - VALIDATION MESSAGE

e 2 SRR, et 2] @

| Weicome, PR APP1 856 My Workspace
iew All 1 of € @ Document validated successfully

Payment Request-Reimbursement(PRR1)' Dept: 856 1D: 20090000001 Ver.: 1 Function: New Phase: Draft

11. Click the Posting section to review posting information. You can click the eye
icon to view posting details.

PRR1 DOCUMENT - POSTING SECTION

ine Function Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
i B po11 External AE $1,000.00
A DNOG Reimb Disb Pay $1,000.00

12. Click the Submit button.
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PRR1 DOCUMENT - SUBMITTED MESSAGE

T T e e I I

Welcome, PR APP1 856
View All1 of 1| @{Document submitted successfully - Pending Approval

Payment Request - Reimbursement(PRR1) Dept: 855 ID: 20090000001 Ver.: 1 Function: New Phase: Pending

13. Click the Close button.

You have successfully submitted a PRR1 document and it is pending approval.

TOPIC 2 - INTEREST PAYMENT REQUEST (PRT1)
MODIFICATION

The City’s Prompt Payment Policy establishes the guidelines that certain
payments are eligible for interest if not paid within a specified timeframe. The
interest payable is recorded on the Interest Payment Request (PRT1) document
during nightly disbursement processing.

During nightly disbursement processing, a system process determines which
payments are eligible for interest. The nightly cycle then processes the scheduled
Interest Payment Requests (PRT1), creating PRT1 documents. The Payment Type
field on the original payment request determines the calculation of interest. Each
PRT1 is scheduled for payment within 20 days.

A manual PRT1 document can also be created, if necessary.

Before the Interest Payment Request is disbursed, departments have a chance to
review and, if necessary, modify or cancel the request. The following is required:

# The header Description field is required on Interest Payment Request
modifications or Cancellations

# Two department approvals are required to modify, cancel, or
manually process an Interest Payment Request

# Cancellations of interest payment requests require a Cancellation
Reason code to justify the Cancellation.

INTEREST PAYMENT REQUEST INQUIRY (IPRINQ) TABLE

The Interest Payment Request Inquiry (IPRINQ) table shows all outstanding
Interest Payment Request Accounting Lines until they are disbursed, providing
the ability to review the Interest document before it is paid.

Note: the IPRINQ table allows you to search for records by the IPR Modified
Date to find the most recent PR, or by the late payment request document
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information such as Late Payment Request Document Code, Document ID, and
Department Code.

MODIFYING INTEREST PAYMENT REQUESTS

On an ongoing basis, departments may need to review automatically created
PRT1 documents and modify them, if needed, within the 20 day lag period
before they are paid. To modify a PRT1, you will first navigate to the Interest
Payment Request Inquiry (IPRINQ) table, search for the Interest Payment

Request that corresponds to the original late payment request in the system, and
open the document to modify certain fields.

This is the event type associated with this type of payment request:

Event Types Description
API1 Authorize Interest Payment (Default)
GUIDED SIMULATION

@ The movie icon represents a guided simulation that displays in the
4

online Payment Request eLearning course.

Changes need to be made to an interest payment that is pending disbursement.

Look up the interest payment request. Then, modify it by decreasing the Line

Amount and changing the Check Description.

This menu path guides you to the starting point of this specific task.

HOME PAGE ->CLICK SEARCH
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QUERY THE INTEREST PAYMENT REQUEST INQUIRY TABLE

PAGE SEARCH

S T e N

Welcome, PR APP1 856

Message Center Broadcasts

=] Search

Page Search

Document Cataleg Date | Mesaage

) Back Copv First Prev Next Last
History

Favorites
Administration

ISTFMS02

infoAdvantage

1. Click the Page Search link to open the Page Search.

PAGE SEARCH

Page Search

Category :| L]
Page Type :l LI
Description :

( Page Code : pring- )

Browse)Clear

Description Page Code

«@erest Pavment Reguest Inguiry Ta& IPRING
First Prev Next Last

2. Enter IPRINQ for the Interest Payment Request Inquiry Table Page Code.

3. Click the Browse link. The link for the Interest Payment Request Inquiry
Table is displayed.

4. Click the Interest Payment Request Inquiry Table link. The Interest
Payment Request Inquiry Table is displayed.
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INTEREST PAYMENT REQUEST INQUIRY TABLE

I T

My Workspace

Welcome, CHIEF ACTG2 BOA

ersonalize

@’&] @Home &P
ny =

Message Center Interest Payment Request Inquiry
=] Search Menu
Page Search
Document Catalog IPR Document IPR Interest Late Payment Request Disbursement Mw—:diLt?:;
Deleted Amount Document Document et
History Date
Favoriies v PRT1.858.11000001728 No 36.20 PRC2.858.11VCAOQ14DF EFT.DSB.2011020692% 03/05/2011
Ao PRT1.858,11000001547 No 29.01 PRC2.858.11VCT297GY AD.DSB.20110328454 03/05/2011
PRT1.858.11000001547 No 135.34 PRC2.858.11VCT297GY AD.DSB,20110328454 03/05/2011
MfoAdvaniage PRT1.858,11000001547 No 428 PRC2,85811VCT297GY  ADDSB.20110328454  03/05/2011
ISTFMS03@CWISTO PRT1.858.11000001547 No 0.02 PRC2,858.11VCT297GY  AD.DSB.20110328454 03/05/2011
PRT1.858,11000001547 No 1.23 PRC2.85811VCT297GY AD.DSB.20110328454 03/05/2011
PRT1,858.11000001729 No 0.13 PRC2.858.11VCT307DF EFT.DSB.20110206930 03/05/2011
PRT1,858.11000001723 No 2.85 PRC2.85811VCT307DF EFT.0SB.20110206930 03/05/2011
PRT1,858.11000001723 No 3026 PRC2.858 11VCT307DF EFT.DSB.20110206930 03/05/2011
PRT1.858,11000001728 No 0.26 PRC2.858.11VCT307DF EFT.DSB.20110206930 03/05/2011
Y First Prev Next Last
:
¥ [PR Document
IPR Document Code : ppT1 Extension Reason Code :
IPR Document Department : z=3 Payment Type : P
IPR Document ID : 11900001728 IFR Deleted : 3§
IPR Document Vendor Line Number : 1 IPR Last Modified Date : 93/05/2011
IPR Document Accounting Line Number: 1 3
IPR Unit :
b Late Payment Request Document
b Interest Information
b Disbursement Document Information
%J Local intranet  100% -

5. Click the Search link.
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INTEREST PAYMENT REQUEST INQUIRY TABLE - SEARCH WINDOW

(= Search - Windows Internet Explorer

IPR Document ID : - @e Payment Request Document Department : 85§ D

IPR Document Code : ‘ 7 Interest Amount : j

IPR Document Department :
Late Payment Request Document ID : 2009@0000297 \ 7 IPR Deleted : v |
Late Payment Request Document Code : }VPRCZV £ IPR Last Modified Date : B i

Cancel

Interest Eligibility Date : |

The Search Window pops up and can be moved around on the screen.
6. Enter the Late Payment Request Document ID.

7. Enter the Late Payment Request Document Code.

8. Enter the Late Payment Request Document Department.

Note: You can search by any of the fields in the Search Window depending upon
the information available. All fields are optional.

9. Click Ok. The search results are displayed in the Interest Payment Request
Inquiry Table.

INTEREST PAYMENT REQUEST INQUIRY TABLE - RESULTS

Interest Payment Request Inquiry

IPR Document IPR Interest Late Payment Request Disbursement IPR Last Modified
Deleted Amount Document Document Date

v PRT1.858.20090000003 No 0.35 PRC2.858.20090000029 AD.DSB.20090000006 03/17/2011
First Prev Next Last

@ IPR Document

IPR Document Code : ppT1 Extension Reason Code :
IPR Document Department : gcg Payment Type : P
IPR Document ID : 20090000002 IPR Deleted : [~

IPR Document Vendor Line Number : 1 IPR Last Modified Date : 3/172011 [

IPR Document Accounting Line Number: 1
IPR Unit :

b Late Payment Request Document

b Interest Information

b Disbursement Document Information

10. Click the Expand All icon to expand and display all sections. All sections in
the table are displayed.
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INTEREST PAYMENT REQUEST INQUIRY TABLE - REVIEW RESULTS

Interest Payment Request Inquiry

IPR Document IPR Interest Late Payment Request Disbursement
Deleted Amount Document Document
v PRT1,858,20090000003 No 0.35 PRC2,858,20090000029 AD.DSB.20090000006
First Prev Next Last
Search ¥R
< |IPR Document
IPR Document Code : ppT1 Extension Reason Code :
IPR Document Department : g55 Payment Type : P
IPR Deleted : [~

IPR Document ID : 20000000002

IPR Document Vendor Line Number : 1 IPR Last Modified Date : p3/17/2011

IPR Document Accounting Line Number : 1
IPR Unit:

w Late Payment Request Document
Late Payment Request Document Code : ppro
Late Payment Request Document Department : g5z
Late Payment Request Document 1D : 2pp20000029

Late Payment Request Vendor Line Number : 1
Late Payment Request Commodity Line number : 1
Late Payment Request Accounting Line Number : 1

w Interest Information
Interest Amount: g 25 Interest Eligibility Date :
Modified Interest Amount : Days the Disbursement was Previouesly Held :

Calculated IRA date :

Days Subject to Interest:

¥ Disbursement Document Information
Disbursement Document Code : ap Original Payment Check :
Disbursement Document Department : psg Calculated Interest Amount :
Disbursement Document ID : 20020000006

Disbursement Vendor Line Number : 1
Disbursement Accounting Line Number : 1

IPR Last Modified

Date
03/17/2011

11. Review all sections of the Interest Payment Request (IPR) record for any

inaccuracies, for example:
# PR Document
# Late Payment Request Document
# Interest Information

# Disbursement Document Information
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INTEREST PAYMENT REQUEST INQUIRY TABLE - OPEN PRT1 DOCUMENT

Interest Payment Request Inquiry

Menu
IPR Document IPR Interest Late Payment Request Disbursement IPR Last Modified
Deleted Amount Document Document Date
(~/ PRT1,858,20090000003 Jo 0.35 PRC2.858,20090000029 AD.DSB.20020000008 03/17/2011

First Prev Next Last

Search @B

~ IPR Document
12. Click the link to the Interest Payment Request document under the IPR
Document column to open the document. The PRT1 document opens and the
General Information tab of the Header Section is displayed.

Mobpiry PRT1 DOCUMENT

PRT1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

m m ‘ WM Eiwimm Jump to: @!ﬂ ﬁm Home f’ Personalize @ Accessibility @ App Hel

Welcome, Train 23 General Accounting Accounts Payable Revenue Budget Agreements‘d Qrders Fixed Assets Procurement FIMECH

Function: New Phase: Final |) ¥ ’Qz
1 e ————————————————— e ———————————————— s ]

= D
= List View =
[eCOHEIEIEN L nELT M Payee | Additional Amounts | Extended Description | Contact | Document Information

Payment Request-lmerest(PRT‘lH Dept: 858 ID: 20090000003 Ver.: 1

Document Name: Bank Account: EF @\
Replacement: [
Record Date: (09/21/2009
B Cited Authority: a
Budget FY: 2009
Actual Amount: 035
Fiscal Year: 2009
Closed Amount: $0.00
Period: 3
Closed Date:
Document Description:
Open Amount: g0.235
q Cancellation Reason:
Referenced Amount: 000
Budget Level Control [
Reduction:
Fund Balance Control [~
Reduction:
Cash Balance Control [
Reduction:
System Generated: |
v
Vendor No.of Lines: 1 Vendor Line: 1 Vendor Cust - 187 Legal Name: MAINTAINCO INCORPORATED | B |
| Accounting No. of Lines: 1 Accounting Line: 1  Line A $0.35 Line Closed Amount: $0.00 @]
| Posting No. of Lines: 1 Posting Line: 1 |
n( [;/i Edit | ) [} Copy l [ % Ccopy Forward l [ Discard l S Printl Prowssing"I Workﬂowv| FileV| B3 Ciose |
o TE—

When the PRT1 document opens, it is shown as Ver:1, Function: New, Phase:
Final.

1. Click the Edit button to create a modification version of the document.

134



Citywide FMS Training

PRT1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

= AMS Advantage - Windows Internet Explorer

. 3 \ ol "2 Fi i
NY nlw nanc ,;ts,m, Jump to: ﬁ\_ﬂl @Hcme éS’Personahze @f-\.ccessnblmy EApp Help

Welcome, Train 23 General Accounting Accounts Payable Revenue Budget = Agreements ﬁli)fd ars Fixed Assets Procurement FIMECH

ok

Ver:2 F i Modification  Phase: Draft

CENCIGIIR Gl nEL M Payee || Additional Amounts | Extended Description | Contact | Document Information

Document Name: Bank Account: EF 2\
Replacement: [
Record Date: ]
L Cited Authority: 2

Budget FY: 2009
Actual Amount: $0.35

Fiscal Year:
Closed Amount: 3000

Period:

Closed Date:

~ Document Description:

—_—_— Open Amount: $0.35
Cancellation Reason: il

8 : Referenced Amount: 5000

Budget Level Control [V
Reduction:

Fund Balance Control v
Reduction:

Cash Balance Control [V

Reduction:
System Generated: |~ v
=] Save] 5 Undo |
Vendor No. of Lines: 1 Vendor Line: 1 Vendor Ci 2 187 Legal Name: MAINTAINCO INCORPORATED |
. ing No.of Lines: 1 A ing Line: 1 Line A t: $0.35 Line Closed Amount: $0.00 =)
Posting No. of Lines: 1 Posting Line: 1 |

(B copy] [P vesdate [E3 submt] [[3t.0scara] [ ot | [Prossssing =] [Worktow = | [Fie~ | [iE3 cise.
When the PRT1 document opens, the new Document ID is displayed. The
document is shown as Ver: 2, Function: Modification, Phase: Draft.

2. Click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.
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PRT1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

@\ﬁl m Home é‘-’ Personalize @ Accessibilty ﬁ App Help

General Accounting Accounts Payable Revenue Budget Agreements al.")r:lfrs Fixed Assets Procurement FIMECH

( .‘T1)‘ Dept: 858 ID: 3vers 2 F ion: Modification  Phase: Draft ‘ v
| |

S — )

Header A

| = Listview |
Vendor
w [CENCIE IR nEL Il Payee | Additional Amounts | Extended Description | Contact | Document Information

Document Name: Bank Account: EF 2[

Posting

Replacement: |

Record Date: (]
8 Cited Authority: 24
Budget FY: 2009

Actual Amount: 5035
Fiscal Year:

Closed Amount: 30.00

Reriod:

Closed Date:
Document | FI{STrainer 212-555-1212
Description: Open Amount: 3035

Cancellation v Referenced 50.00

Reason: Amount:

Budget Level v
Control Reduction:

Fund Balance [v

3. Enter contact information for the person creating the document in the
Document Description field. Include first name, last name, phone number
with area code, and e-mail address.

PRT1 DOCUMENT - HEADER SECTION, EXTENDED DESCRIPTION TAB

_

General Information || Payee || Additional Amounts |[ESRCHEWNENTSs0iLLM Contact | Document Information

Extended Description: | additicnal contact infermation can be entered in this text box

Note: The Document Description field in the Header section of the document
allows only 60 characters. If more room is required to complete the contact
information, select the Extended Description tab.

4. Click the Accounting Section.

5. The General Information tab of the Accounting Section is displayed.
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PRT1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

m' ﬁ‘mm Fij ystgln Jump to: @rﬂ m Home f Personalize @ Accessibility [a App Help f’ About @

Welcome, Train 23 General Accounting Accounts Payable Revenue Budget Agreements and Orders Fixed Assets Procurement FIMECH Chart of Accounts

Payment Request-lnterest(PRﬁ)‘ Dept: 858  ID: 20090000003 Ver.: 2 Function: Modification Phase: Draft | [«

Document Navigator

Header ~
Nentor Accounting Line Line Amount Line Closed Amount Line Open Amount Event Type E
er— 1 $50.00 $0.00 $50.00 APH juf

Accounting
From 1 to 1 Total: 1 - m“ne:\h Go
= List View
(LRI BT Reference | Fund Accounting | Detail Accounting | Service Dates | Additional Amounts n

Event Type: | API1 & Budget FY: 2009
Accounting ﬁ | Fiscal Year:
Template: N
Period:
Line Description:
Bank: |78 a
Vendor Invoice 6234534
Number:
Vendor Invoice | 07/01/2009 1) &
Line Amount: ' 50 Date:
Line Closed $0.00 Invoice Received | 07/21/2009
Amount: Date:
Line Closed Date: Check Description:
Line Open Amount: $50.00 Interest payment for
PRC2,858,200900000029
Referenced Line $0.00
Amount:
]
| H save I %) Undo | | [2« insert New Line | | [B4 Insert Copied Line | E4 Edit with Grid ]
[ Copy | ( Validate |) E4 Submil [ Discard | & Print | | Proo&ssingvl Workﬂ(MV\ Fiev | | B3 Cbse]

6. Delete the current line amount and enter the new value in the Line Amount
field.

7. Enter or modify the Check Description (the text printed on the check stub).

VALIDATE AND SUBMIT PRT1

1. Click the Validate button to check for errors. If any errors exist, fix the errors
and click the Validate button again. If the validation is successful, the
following message is displayed in the upper left corner of the screen:
"Document validated successfully."

PRT1 DOCUMENT - VALIDATION MESSAGE

N ) Ty, ™y et

Welcome, Train 23 General Accounting Accounts Payable Revenue Budget Agreement

iew All 1 of A @ Document validated successfully

: ’
Payment Request-lnterest(PRTﬂ{ Dept: 858 ID: 200200000023 Ver.: 2 Function: Modification Phase: Draft

2. Click the Posting section to review the posting information. You can click the
eye icon to view posting details.
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PRT1 DOCUMENT - POSTING SECTION

Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount

; oA DNOS Int Disb Pay 525.00 @
ianaan Do11 External AE $25.00

From 1 to 1 Total: 1 Go to line: Ge

Line Function

3. Click the Submit button to submit the document for approval when all errors
are resolved. If the submission is successful, the following message is
displayed in the upper left corner: "Document submitted successfully -
Pending Approval."

PRT1 DOCUMENT - SUBMITTED MESSAGE

ST i P

Welcome, Train 23 General Accounting Accoun

iew All 1 of 2 | @ Document submitted successfully - Pending Approval

4. Click the Close button.

You have successfully submitted a PRT1 modification and it is pending
approval.

ToPIC 3 - INTEREST PAYMENT REQUEST (PRT1)
CANCELLATION

Departments may need to review automatically created PRT1 documents and
cancel them within the 20 day lag period before they are paid. To cancel a PRT1,
first navigate to the Interest Payment Request Inquiry (IPRINQ) table, search for
the Interest Payment Request that corresponds to the original late payment
request on file, and open the document to create a Cancellation version.

This is the event types associated with this type of payment request:

Event Types Description

API1 Authorize Interest Payment (Default)

GUIDED SIMULATION

@ The movie icon represents a guided simulation that displays in the
y online Payment Request eLearning course.

An interest payment request needs to be cancelled because the information was
entered incorrectly on the initial payment request. Look up the interest payment
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request and cancel the document using the Discard action to create a

Cancellation version.

This menu path guides you to the starting point of this specific task.

| HOME PAGE 22CLICK SEARCH = CLICK PAGE SEARCH

QUERY THE INTEREST PAYMENT REQUEST INQUIRY TABLE

PAGE SEARCH

Page Search

Category :|

Page Type :|
Description :

Page Code : pring~

Description

Page Code

«@rest Pavment Reguest Inguiry Table JIPRINQ
S

First Prev Next

Last

5. Enter IPRINQ in the Page Code field for the Interest Payment Request

Inquiry Table.

6. Click the Browse link. The link for the Interest Payment Request Inquiry

Table is displayed.

7. Click the Interest Payment Request Inquiry Table link. The Interest

Payment Request Inquiry Table is displayed.
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INTEREST PAYMENT REQUEST INQUIRY TABLE

N S TSR ™ SRR o

ersonalize

@}ﬁ] @Home &P

Welcome, CHIEF ACTG2 BOA My Workspace nJ
Message Center Interest Payment Request Inquiry
El Search Menu
Page Search
Document Catalog IPR Document IPR Interest Late Payment Request Disbursement Mm_:diL::;
Deleted Amount Document Document St
History Date
Favoriies v PRT1.858.11000001728 No 36.20 PRC2.858.11VCAOQ14DF EFT.DSB.2011020692% 03/05/2011
Ao PRT1.858,11000001547 No 29.01 PRC2.858.11VCT297GY AD.DSB.20110328454 03/05/2011
PRT1.858.11000001547 No 135.34 PRC2.858.11VCT297GY AD.DSB,20110328454 03/05/2011
MfoAdvaniage PRT1.858,11000001547 No 428 PRC2,85811VCT297GY  ADDSB.20110328454  03/05/2011
ISTFMS03@CWISTO PRT1.858.11000001547 No 0.02 PRC2,858.11VCT297GY  AD.DSB.20110328454 03/05/2011
PRT1.858,11000001547 No 1.23 PRC2.85811VCT297GY AD.DSB.20110328454 03/05/2011
PRT1,858.11000001729 No 0.13 PRC2858.11VCT307DF EFT.DSB.20110206930 03/05/2011
PRT1.858.11000001728 No 285 PRC2.858.11VCT307DF EFT.DSB.20110206930 03/05/2011
PRT1,858.11000001723 No 3026 PRC2.858 11VCT307DF EFT.DSB.20110206930 03/05/2011
PRT1.858,11000001728 No 0.26 PRC2.858.11VCT307DF EFT.DSB.20110206930 03/05/2011
4 First Prev Next Last
~
¥ [PR Document
IPR Document Code : ppT1 Extension Reason Code :
IPR Document Department : z=3 Payment Type : P
IPR Document ID : 11900001728 IFR Deleted : 3§
IPR Document Vendor Line Number : 1 IPR Last Modified Date : 93/05/2011
IPR Document Accounting Line Number: 1 3
IPR Unit :
b Late Payment Request Document
b Interest Information
» Disbursement Document Information
%J Local intranet #100% ~

8. Click the Search link. The Search Window is displayed.
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INTEREST PAYMENT REQUEST INQUIRY TABLE - SEARCH WINDOW

/= Search - Windows Internet Explorer

IPR Document ID : 71 Late Payment Request Document Department : ‘

IPR Document Code : | T Interest Amount: |

[
IPR Document Department : | Interest Eligibility Date : |

Late Payment Request Document ID : |200918 | IPR Deleted : | v
Late Payment Request Document Code : LFiRCZA ; 7‘ IPR Last Modified Date : \ j J

Cancel

1. Enter the Late Payment Request Document ID.
2. Enter the Late Payment Request Document Code.
3. Enter the Late Payment Request Document Department.

Note: You can search by any of the fields in the Search Window depending upon
the information available. All fields are optional.

4. Click Ok. The search results are displayed in the Interest Payment Request
Inquiry Table.

INTEREST PAYMENT REQUEST INQUIRY TABLE - RESULTS

Nl b AT, ™% et

Welcome, Train 23 General Accounting Accounts Payable Revenue

Jump to:

@:i&, @ Home é’ Personalize

Fixed .’\531@

Budget | Agreements and Om:’is

Interest Payment Request Inquiry

Message Center

Administration

InfoAdvantage

IPR Document Accounting Line Number: 1
IPR Unit :

b Late Payment Request Document

» Interest Information

4 » Disbursement Document Information

[ Search Menu
Page Search
Document Catalog IPR Document IPR Interest Late Payment Disbursement Mw_:d'i—f?:;
Report Search Deleted Amount RequestDocument Document E
O History v PRT1.858.20020000004 No 12.00 PRC2.858.20090000018 AD.DSB.20090000003 03/17/2011
First Prev Next Last
Document Catalog
PRT1 858 20090000004 1 Search
PRT1 858 20090000005 1 ¥ IPR Document
Interest Payment IPR Document Code : ppTq Extension Reason Code :
Request Inquiry Table IPR Document Department : 353 Payment Type : P
Search Window IPR Document ID : 20020000004 IPR Deleted : [~
Favorites IPR Document Vendor Line Number : 1 IPR Last Modified Date ‘%/17/2011

5. Click the Expand All icon to expand to display all sections.
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INTEREST PAYMENT REQUEST INQUIRY TABLE - REVIEW RESULTS

Interest Payment Request Inquiry

= IPR Last

IPR Interest Late Payment Request Disbursement e

ST Deleted Amount Document Document 'M#Bga"f;i"
v PRT1,858,20090000004 Neo 12.00 PRC2,858.20090000018 AD.DSB.20090000003 03/17/2011

First Prev Next Last
Search B
¥ |IPR Document
IPR Document Code : ppT1 Extension Reason Code :
IPR Document Department : gcg Payment Type : P
IPR Deleted : |~

IPR Document ID : 20030000004

IPR Document Vendor Line Number : 1 IPR Last Modified Date : 93/17/2011

IPR Document Accounting Line Number : 1 =
IPR Unit :

w Late Payment Request Document
Late Payment Request Document Code : ppca2
Late Payment Request Document Department: g53
Late Payment Request Document 1D : 2pp90000012

Late Payment Request Vendor Line Number: 1
Late Payment Request Commodity Line number: 1
Late Payment Request Accounting Line Number : 1

@ Interest Information

Interest Amount: 12 gp Interest Eligibility Date :
Modified Interest Amount : =
Calculated IRA date : Days the Disbursement was Previouesly Held :

Days Subject to Interest:

v Disbursement Document Information
Disbursement Document Code : 5p Original Payment Check :
Disbursement Document Department : g Calculated Interest Amount :
Disbursement Document ID : 20090000002

Disbursement Vendor Line Number :

N =

Disbursement Accounting Line Number :

6. Review all sections of the Interest Payment Request (IPR) record for any
inaccuracies, for example:

# [PR Document
# Late Payment Request Document
# Interest Information

# Disbursement Document Information
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INTEREST PAYMENT REQUEST INQUIRY TABLE - OPEN PRT1 DOCUMENT

Interest Payment Request Inquiry

N IPR Last
IPR Interest Late Payment Request Disbursement TR
R Deleted Amount Document Document %
E v PRT1,858,20090000004 MNo 12.00 PRC2858.20090000018 AD.DSB. 20090000003 031772011

First Prev Next Last

Search B
¥ |IPR Document

IPR Document Code : pgT1 Extension Reason Code :

7. Click the PRT1 Document link to open the document.

The PRT1 document opens and the General Information tab of the Header
Section is displayed.

CANCEL PRT1 DOCUMENT

PRT1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

P T N
z ystem,
Welcome, Train 23 General Accounting Accounts Payable fvenue

Payment Request—lmerest(PRTﬂi Dept: 858 ID: 20090000004 Ver.: 1

ﬁ\ﬂ @Hcme ﬁpsrscnah:e @:—‘\ccessmnw EAppHel; f‘ Abo

Budget Agreements and Orders FIMECH
Function: New Phase: Final} | v ’.‘q,
_ﬂﬂ

= List View
[RGB Payee | Additional Amounts | Extended Description | Contact | Document Information

Document Name:

Jump to:

Fixed Assets

Procurement

Bank Account:

F &
=

m

Replacement:

Record Date: 09/21/2009 iz

Cited Authority:

Budget FY: 2009

Actual Amount: 1200

Fiscal Year: 2009
Closed Amount: g0.00

Period: 3

Closed Date:
Document Description: FlSTrainer 212-555-1212

Open Amount: $12.00

Cancellation Reason:

Referenced Amount: sp.00

Budget Level Control
Reduction:

Fund Balance Control
Reduction:

4

Cash Balance Control
Reduction:

77

System Generated:

r

Vendor

No.of Lines: 1 Vendor Line: 1 Vendor C

0000998187  Legal Name: MAINTAINCO INCORPORATED

Accounting

No. of Lines: 1  Accounting Line: 1

Line Amount: $12.00 Line Closed Amount: $0.00

Posting

No.of Lines: 1 Posting Line: 1

E/] Edntl Eﬂ Copy ‘ Ef. Copy Forward I ( | [} Discard )

| & print | | Processing » | [ workfiow v | | Fie ~ | | £3 ciose |

When the PRT1 document opens, it is shown as Ver:1, Function: New, Phase:

Final.

1. Click the Discard button to create a Cancellation version of the document.
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PRT1 DOCUMENT - CONFIRM PROMPT WINDOW

Windows Internet Explorer

\g/ ‘You have selected to discard the current document version. If that was your intention, select OK. If not, select Cancel to return to the document.,

( OK )| Cancel

2. Click OK at the prompt to discard the document.

CANCELLATION VERSION
NYC m b WM Eimimm Jump to ﬁsﬂ} P Home éf’ Personalize () Accessiviity [gJ App Help . About| [T]

Welcome, Train 23 General Accounting Accounts Payable Revenue Budget Agreements and Orders Fixed Assets Procurement FIMECH Chart of Accounts

= List View

(NSRBI Payee | Additional Amounts | Extended Description | Contact | Document Information

Document Name: Bank Account: EF @\

Replacement: [~

Record Date: £
B Cited Authority: &
Budget FY: 2009
Actual Amount: 312 00

Fiscal Year:
Closed Amount: 3000
Period:
Closed Date:
T‘ Document Description: FlSTrainer 212-555-1212
S | Open Amount: 51200
Cancellation Reason: v

Referenced Amount: 3900

Budget Level Control [7
Reduction:

Fund Balance Control [
Reduction:

Cash Balance Control [
Reduction:

System Generated: [~

v

H save | %% Undo
| Vendor No.of Lines: 1 Vendor Line: 1 Vendor Customer: 0000998187 Legal HName: MAINTAINCO INCORPORATED
| - il No.of Lines: 1 Accounting Line: 1 Line Amount: $12.00 Line Closed Am $0.00
Posting No. of Lines: 1  Posting Line: 1
[3 Copy | Validate I EZ Submit | [ Discard I & Print ‘ Processing v ‘ Workﬂow*‘ | Fie v | | B3 Close |

When the PRT1 document opens, the new Document ID is displayed. The
document is shown as Ver: 2, Function: Cancellation, Phase: Draft.

3. Click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.
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PRT1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB
Jump to ﬁ\ﬂ, @ Home é&? Personalize @ Accessibility E App Help f’ About g

Revenue Budget Agreements and Orders Fixed Assets Procurement FIMECH Chart of Accounts

Header — ~
= List View

Vendor

Accounting [N EIEIR O TG Payee | Additional Amounts | Extended Description | Contact | Document Information
Document Name: Bank Account: EF @w
Replacement: [~
Record Date: /|
Cited Authority: &

Budget FY: 2009
Actual Amount: 31200
Fiscal Year:
Closed Amount: 30.00
Period:
Closed Date:
Document Description: FliSTrainer 212-555-1212
Open Amount: 312.00

Cancellation Reason: | Incorrect Information ¥ |

Referenced Amount: 30,00

Budget Level Control [
Reduction:

Fund Balance Control [
Reduction:

Cash Balance Control [
Reduction: ¥

A Save| ) Undo|

Copy| Vahﬂste| £ Surmm| % Discaru] &) Print | | Processing v | | Workflow v | | Fie > | | B3 Close

4. Select the Cancellation Reason from the drop-down list. For this example
you should select Incorrect Information.

5. Click the Validate button to check for errors. If any errors exist, fix the errors
and click the Validate button again. If the validation is successful, the
following message is displayed in the upper left corner of the screen:
"Document validated successfully."

6. Click the Posting section to review the posting information. You can click the

eye icon to view posting details.

PRT1 DOCUMENT - VALIDATION MESSAGE

Nf , m ‘ WM Fjw?y;%éﬁ_m Jump to; Q;E_l fﬁ Home Js’ Personalize @Accessxbllﬁy E App Help

Welcome, Train 23 General Accounting Accounts Payable Revenue Budget Agreementsggiad Crders. Fixed Assets Procurement FIMECH

iew Alll of T Document validated successfully
T

Pay it R t - Ints t( nT1)‘ Dept: 858 ID: 20090000004 Ver.: 2 Function: Cancellation Phase: Draft ‘ -
Document Navigator X
Header
Vend Line Function Debit Posting Debit Posting Name Debit Amount

SLLLS Credit Posting Credit Posting Name Credit Amount
Accounting 3 i DNO9 Int Disb Pay $12.00
s i) D011 External AE $12.00

From 1 to 1 Total: 1

7. Click the Submit button to submit the document for approval when all errors
are resolved. If the submission is successful, the following message is
displayed in the upper left corner: "Document submitted successfully -
Pending Approval."
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PRT1 DOCUMENT - SUBMITTED MESSAGE

S T N

Welcome, Train 23 General Accountina | Accounts Payable Rever

iew Al 1 of 2 (@ Document submitted successfully - Pending Approval

< | — —

Payment Request - Interest(PRT1) | Dept: 858 ID: 20090000004 Ver.: 2 Functl

8. C(lick the Close button.

You have successfully submitted a PRT1 cancellation and it is pending approval.

TOPIC 4 - REVENUE REFUND PAYMENT REQUEST (PRF1)

The Revenue Refund Payment Request (PRF1) is used by City departments to
initiate a refund payment to refund collected revenue due to overpayment by a
vendor or individual.

Also, note the following:

The vendor that is used when processing a PRF1 document for a vendor that
does not exist in the Vendor Customer Table in FMS: Accounting is the
Miscellaneous Vendor (MISCPAYVEN). When processing a PRF1 document for
a Miscellaneous Vendor, the MISCPAYVEN code is entered as the primary
vendor code and the vendor name and address are entered manually, rather than
selecting the values from the Vendor Customer code and the Address Code.

This event type is associated with this type of payment request:

Event Types Description

APF1 Authorize Earned Revenue Refund (Default)

GUIDED SIMULATION

@ The movie icon represents a guided simulation that displays in the
4 online Payment Request eLearning course.

A City Department is refunding a parking ticket fee in the amount of $100.00.

To process a Revenue Refund payment with a PRF1, enter information in the
Header, Vendor, and Accounting sections.

This menu path guides you to the starting point of this specific task.

HOME PAGE =>CLICK SEARCH = CLICK DOCUMENT CATALOG = CLICK CREATE
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CREATE PRF1 DOCUMENT

DOCUMENT CATALOG - CREATE MODE

Message Center
[ Search

Page Search

Document Catalog
History
Favorites
Administration

infoAdvantage

&=

My Workspace

Document Catalog

Search $bk

¥ Document Identifier

Code : prr1

Dept. : 355

¥ Other Options

( Auto Numbering : [¢ >

Create Template 3l

Enter PRF1 for the document Code.

Enter the Dept code.

1
2
3. Select the Auto Numbering check box.
4

Click the Create link to create the PRF1 document. The PRF1 document
opens and the General Information tab of the Header section is displayed.
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ENTER DATA INTO THE HEADER SECTION

PRF1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request - Revenue Refund(PRF1)‘ Dept: 856 ID: 20090000005 Ver.: 1 Function: New Phase: DraD >
[N G anELlO M Payee || Additional Amounts | Extended Description | Contact | Document Information
Document Name: Pre-Processing Allowed: |
Bank Account: &
Record Date:
Replacement: [~
Budget FY:
ln" Cited Authority:
3 Fiscal Year:
Actual Amount: $0.00
4 Period:
Closed Amount: $0.00
Document Description:  FIMS Trainer 212-555-1212
v FMSTrainer@fisa.nyc.gov Closed Date:
Open Amount: $0.00
A Savel %) Undo
Vendor Vendor Line: none Vendor Customer: none Legal Name: none
| Accounting No. of Lines: 0 Accounting Line: none Line Amount: none Line Open Amount: ncne
| Posting No. of Lines: 0 Posting Line: none
(% copy | vaidate | | £3 suomit | | 3 Discard | & Print | | Processit

When the PRF1 document is created, a new document ID is generated. The
document is shown as Ver:1, Function: New, Phase: Draft.

The Record Date, Budget FY, Fiscal Year, and Period, if left blank, will auto
populate when the document is fully approved, based on the approval date.
When two accounting periods are open and you need to post to a prior period,
you can enter the appropriate Record Date, FY, or accounting period here. The
approval date will not override the information that is entered.

1. Enter contact information for the person creating the document in the
Document Description field. Include first name, last name, phone number
with area code, and e-mail address.

General Information | Payee | Additional Amounts |ESChl N0 Contact | Document Information

Extended Description: | additional contact information can be entered in this text box
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Note: The Document Description field in the Header section of the document
allows only 60 characters. If more room is required to complete the contact
information, select the Extended Description tab.

2. Click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.

PRF1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request - Revenue Refund(PRF1)‘ Dept: 856 ID: 20090000005 Ver.: 1 Function: New Phase: Draft ‘ .| odified by TR85623 , 09/2
Document Navigator [ " I

Header

Vendor

Posting

Contact | Document Information

Document Name:

Record Date:
Budget FY:
Fiscal Year:
Period:

Document Description:

ﬁﬁavel %3 Undo

Accounting CELEEGINEIROI Payee | Additional Amounts | Extended Description

FMS Trainer 212-555-1212
FMSTrainer@fisa.nyc.gov

Pre-Processing [
Allowed:

Bank Account:
Replacement: |

Cited Authority:

Actual Amount: £0.00

Closed Amount: $0.00

Closed Date:

Vendor

Accounting

No. of Lines: 0 Accounting Line: none

Line Amount: none Line Opj

[

Posting

No. of Lines: 0 Posting Line: none

[3 Copy |

A ValidateJ 3] Submnl [ Discard]

& Print | | P

3. Click the Vendor section. The General Information tab is displayed in the

Vendor section.
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ENTER DATA INTO THE VENDOR SECTION

PRF1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

Document Navigator [x]

Header

Vendor
Accounting

Posting

Vendor Line

From 0 to 0 Total: 0

[e=h L Bl Disbursement Options

Refund(PRFﬂi Dept: 856 ID: 20090000005 Ver.: 1 Function: New Phase: Draft !‘ > "

| Vendor Vendorline: none VendorCustomer: none LegalMame:none |

Vendor Customer

Discount Terms

Legal Name

Line Am|

Vendor Customer:
Legal Name:
Alias/DBA:
Address Code:
Address Line 1:

Address Line 2:

ty:

2

4

Vendor Contact ID:
Vendor Contact Name:
Vendor Contact Phone:

Vendor Contact Phone
Ext.:

Vendor Contact Email:

Fax:

3 copy |

City:
[24 Insert New Line | )[E¢ Insert Copied Line I E4 Edit with Grid l

() Vaidate | [ £3 submi |

[ Discard l

& Print | | Proce]

1. Click Insert a New Line button.

PRF1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

Payment Request - Revenue Refund(PRF‘l)i Dept: 856 ID: 20030000005 Ver.: 1 Function: New Phase: Draft

| Vendor Vendorline:0 Vendor Custon|

Vendor Customer

Document Navigator

Header

]

Vendor
Accounting

Posting

0

Vendor Line

From 1 to 1 Total: 1

[N EI RN eV OGE Disbursement Options | Discount Terms

Clendor Customer: | MISCPAYVEN

D

Legal Name:
Alias/DBA:
Address Code:

Address line 1:

Ven|

Vend

Ven

Note: The Vendor fields are now white and data can be entered into the fields.

2. Enter MISCPAYVEN in the Vendor Customer Code, or select it from the

pick list.
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3. Select the pick list for the Address Code.

PRF1 DOCUMENT - ADDRESS CODE PICK LIST

Choose

Browse Clear

Street1: Street 2:
City : State/Province :
Zip/Postal Code : Country :
1 Street2 City
Select 1 ENTER FULL- ADDRESS INCLUDING CITY, STATE &ZIP NEW YORK NY 10007 us

cel First Previous Next Last

The address code specific to MISCPAYVEN is designed to enable you to enter
the address fields manually.

4. Click Select.

PRF1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

T Modified by TR35823 0972
yi - 1) | Dept: 856 ID: 20090000005 Ver.: 1 Function: New Phase: Draft [ v .
Document Navigator [x]
Header
Vendor Line Vendor Customer Legal Name Line Amount
Vendor
2 1 MISCPAYVEN Brooke Lynn Bridge, Inc $0.00 i
Accounting &
Posting From 1 to 1 Total: 1 Go to line: T Go
= List View
U ERL R Disbursement Options | Discount Terms ﬂ
Vendor Customer: | MISCPAYVEN & Vendor Contact ID: 2|
Legal Name: Vendor Contact Name:
Alias/DBA: Vendor Contact Phone:
Address Code: 1 & Vendor Contact Phone
Address Line 1:
Vendor Contact Email:
Address Line 2:
Fax:
City:
Fax Extension:
State: v
T = Web Address http:/i:
Zip:
Country:
County: &
ﬁ Save ) “4 Undo ] [:=< Insert New Line ] E« Insert Copied Line ] E4 Edit with Grid
(B copy | Vaidate | | £3 submit| | [k Discard | & Print | | Processing + | [ workfiow ~ | | Fi

Because this credit is for a vendor that is not on the Vendor Customer table, the
MISPAYVEN code is designed to have the vendor name and address
information entered directly into the document, without having the information
validated against the Vendor Customer table. Clicking on Save will not populate
any name or address information.
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PRF1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

Payment Request - Revenue Refund(PRF1)  Dept: 856 ID: 20090000005 Ver.: 1 Function: New Phase: Draft ‘ -, | fied by TR356
Document Navigator x] e 4 S r MISCRAYVE

Header

s Vendor Line Vendor Customer Legal Name Line Amount
do

@ 1 MISCPAYVEN Brooke Lynn Bridge, Inc 50.00 W
Go to line: | “GO

. From 1 to 1 Total: 1
Posting

= List View
LB G IOl Disbursement Options | Discount Terms ﬂ

Vendor Customer: | MISCPAYVEN & Vendor Contact ID: ﬁ\
( Legal Name: | Brooke Lynn Bridge, Inc ) Vendor Contact Name:
Alias/DBA: Vendor Contact Phone:

Address Code:

Qddress Line 1: | 2345 Broadway )
Vendor Contact Email:
Address Line 2:

B

Vendor Contact Phone
Ext.:

Fax:
City: | New York
y; \ Fax Extension:
state: | New York v
Web Address http://:
Zip: | 10022
Country: | US
County: &

H Save] 5 Undo] [S« insert New L'me] [E4insert Copied L'me] E4 Edit with Grid

[:'ﬁ Copyl Validalel EQ Submnl & Discard| @ Print | | Processing ¥ | | Workflow ¥ i

Enter the Legal Name.

Enter the Address Line 1.

Enter the City.

Select the State from the drop-down list.

o e N o O

Enter the Zip.
10. To optionally designate a vendor contact, enter the Vendor Contact Name.

Note: The Vendor Contact Name will appear on the "Attention To" line of the
Check after disbursement.

11. Click Save.

12. Click the Accounting section. The General Information tab is displayed.
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ENTER DATA INTO THE ACCOUNTING SECTION

PRF1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

Payment Request - (PRF1) | Dept: 855  ID: 20090000005 Ver:: 1 Function: New Phase: Draft | =]

Document Navigator [x] A i . - Am
Header

Vendor Accounting Line Line Amount Line Closed Amount Line Open Amount Referenced Line Amount Evg
Accounting From 0 to 0 Total: 0

Posting

[eELEIC I (TaiEY Ol Reference | Fund Accounting | Detail Accounting | Service Dates | Additional Amounts

Event Type: 2| Budget FY:
Accounting Template: @ Fiscal Year:
Line Description: Period:
Bank: &
Vendor Invoice
. Number:
Line Amount:
Vendor Invoice Line:
Line Closed Amount:
Vendor Invoice Date: i
Line Closed Date:
Invoice Received Date: B
Line Open Amount:
Check Description:
Referenced Line
Amount:
Interest Ineligible: [
Payment Type: 2 Special Instructions &
[24¢ Insert New Line | )[4 Insert Copied Line | E4 Edit with Grid |
¥ Copy | | [ validate l | E3 Submit I | [s Discard I | & Print | | Processin|

1. Click Insert New Line button.
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PRF1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

Accounting Line Line Amount Line Closed Amount Line Open Amount Referenced Line Amount Event Type
1 $0.00 $0.00 $0.00 $0.00 i

From 1 to 1 Total: 1 Go to line: [ ‘ Go

= List View
General Information F\'eferencq Fund Accounting Fetall—.DCGL!(‘llll‘ig Service Dates | Additional Amounts ﬂ

R ——
Event Type: & Budget FY:
Accounting Template: @| Fiscal Year:
Line Description: | Vendor overpaid parking fine by Period:
$100. Bank: ﬁ |

Vendor Invoice

Line Amount: | $100.00 Number:

¥ Vendor Invoice Line:
Line Closed Amount: $0.00

_ Vendor Invoice Date:
Line Closed Date:

Invoice Received Date:

Line Open Amount: $0.00

) Check Description:
Referenced Line $0.00

Amount:

Interest Ineligible: [

C Payment Type: D @'D Special Instnug::;\s @1
e:

Interest Amount From e 4 Al

ﬁl Save] ‘ %y Undo | [24¢ Insert New Line | @4 Insert Copied LineJ E4 Edit with Grid

[3 Copy I @ Validate l Ej Submit I Ii Discard I @ Print I iProc&sinQVI Workflow = | | Fi

Note: The Event Type defaults to APF1 when the document is saved.
2. Enter the Line Description.

3. Enter the Line Amount to be paid.

4. Enter the Payment Type or select it from the pick list.

5. Click the Fund Accounting tab.

154



Citywide FMS Training

PRF1 DOCUMENT - ACCOUNTING SECTION, FUND ACCOUNTING TAB

| — e —— T — = l

Accounting Line  Line Amount Line Closed Amount Line Open Amount Referenced Line Amount Event Type
1 $100.00 $0.00 $0.00 $0.00 APF1 i)

From 1 to 1 Total: 1 Gotoline:| |iGo
| = List View

General Information | Reference Detail Accounting ervice Dates | Additional Amounts

Fund Accounting|

Fund: | 001 & Detail Object: & OBSA: &
Sub Fund: 2\ Sub Object: ﬁ1 Sub OBSA: $|
épartment: 856 ﬁ\ Revenue Source: | 00602 @1 Department Object: ﬁl
Unit: & Sub Revenue | 3565F & Dept Revenue: &
s
Sub Unit: & R PN
Appr Unit: & b N

6. Enter the Fund.

7. Enter the Department.

8. Enter the Revenue Source.

9. Enter the Sub Revenue Source.

10. Click the Detail Accounting tab.

PRF1 DOCUMENT - ACCOUNTING SECTION, DETAIL ACCOUNTING TAB

y o .,‘ Dept: 856 ID: Ver:1 F ion: New  Phase: Draft ‘;I

— — - . .

Document Navigator x

Header
Vendor Accounting Line  Line Amount  Line Closed Amount Line Open Amount Referenced Line Amount Event Type
[ ———— 1 $100.00 50.00 $0.00 S0.00 APF1 juf
Accounting
From 1 to 1 Total: 1 Go to line: ‘ l Go

| £ List View
General Information | Reference | Fund Accounting [ESGHEYSNE Service Dates | Additional Amounts n

Location: & Capital Project ID: & Major Program: @\
Sub Location: & Sub Project ID: & Program: &
Rept Cat/Quick: & Task: & Phase: 2
Sub Rept @1 Sub Task: ﬁ; Program Period: ﬁ}
CatiQuick: :
s ™~ ®
Sub Budget: ﬁ\

| Fl save || % undo | | Bdmnserttew Line | | [Bainsert Copied Line | | B4 Edi with Grid [

[ copy | (iiﬁ Vaidate |) £3 suomt | | [ Discard | [ & print | | Processing » | [ orkfiow ~ | | Fie »

11. Enter the Budget Code.
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VALIDATE AND SUBMIT PRF1

1. Click the Validate button to check for errors. If any errors exist, fix the errors
and click the Validate button again.

PRF1 DOCUMENT - VALIDATION MESSAGE

N ) ARSI, TR e Be] @

| Weicome, PR APP1 856
@ Document validated successfully

View All 1 of

Payment Request - Revenue Refund(PRHﬂ Dept: 856 ID: 20090000005 Ver.: 1 Function: New Phase: Draft

2. Click the Posting section to review posting information. PRF1 Document -
Posting Section

iew Al of 2| 6 Document validated successfully
y 2 .)j Dept: 856 ID: Ver:1 F ion: New Phase: Draft || ¥ odified by TR85623 | 09/21/2003
Document Navigator ] = < e o
Header
Vend Line Function Debit Posting Debit Posting Name Debit Amount
SN Credit Posting Credit Posting Name Credit Amount
Accounting ; s RO03 External CER $100.00
Posting e DNO3 Rev Disb Pay $100.00
From 1 to 1 Total: 1 Gotoine| | Go
3 Copy | Validate (/Ej Subr@ [ Discard I & Print | Processing ¥ | | Workflow v | File

You can click the eye icon to view posting details.

3. Click the Submit button.

PRF1 DOCUMENT - SUBMITTED MESSAGE

‘ Weilcome, PR APP1 8

(view 411 of 1| @ Document submitted successfully - Pending Approval
—_—

Payment Request - Revenue Refund(PRF1)! Dept: 856 ID: 20090000005 Ver.: 1 Function: New Phase: Pending

4. Click the Close button.

You have successfully submitted a PRF1 document and it is pending approval.

TOPIC 5: CHECKING THE STATUS OF A SUBMITTED PAYMENT

There are various methods to check the status of a payment request. The most
direct method is by searching for the original payment request and checking the
closed date and closed amount areas on the Header section. If these fields are
equal to zero, payment has not been disbursed.

If you see a closed amount and require additional information about the
disbursement, you can use the Document References inquiry from the payment
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request to find the AD or EFT document number. These documents are
automatically generated during the nightly cycle and contain valuable
information about payments including payment date and check number, or
cancellation information.

GUIDED SIMULATION

p A department user submitted a payment request a week prior and
W ’ would like to know if it has been approved and disbursed. You will
open the payment request and select the Document References
inquiry on the Action Menu to see if there is a forward reference to
an AD or EFT document.
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This menu path will guide you to the starting point of this specific task.

HOME PAGE =2 CLICK SEARCH = CLICK DOCUMENT CATALOG

DOCUMENT CATALOG - SEARCH MODE

Document Catalog

Create Sk

B User Information

b Document State

Browse Elear

Enter the Document Code or select it from the pick list.

Enter the Dept.
Enter the Document ID. You can use the wildcard *.
Click the Browse link.

=W e

DOCUMENT CATALOG - RESULTS

Document Catalog

Create &k
w Document Identifier
Code : ppyz A Unit:
Dept. : pap ID: 20080320001

b User Information

b Document State

Browse Clear

Open Validate Submit Copy

Code Dept. Unit 1 Comments Version Function Phase Status Date User Il Amount Active
5 [] PRNZ 040 20090320001 Mo 1  HNew Final Submitted &/2/09 040PRA1 SB00.00 Yes

6. Note: the Phase is Final, indicating that the document has been approved.

7. Click the link in the ID column. The document opens in view mode.
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PRN DOCUMENT - VIEW MODE

Payment Request - Non Commaodity EncumbranbelPlINZ)| Dept: 040 ID: 20090320001  Ver: 1 Function: New  Phase: Final ‘j
_ﬂ
= ListView
RN GBI Payee | Additional Amounts | Extended Description | Contact | Document Information

Document Name: WC0o02515 Bank Account: ‘M

_ Replacement: [
Record Date: (g/30/2009

Cited Authority: |
Budget FY: 2009

Actual Amount: 3800.00
Fiscal Year: 2009

Closed Amount: 5800.00

Period: 12
Closed Date: 02/08/200%
Document Description:  PCARD
Open Amount: 20.00

Referenced Amount: 5300.00

8. Review the Closed Date and Closed Amount.

If these fields are not populated, you will not see a forward reference to an AD
document. The AD liquidates (closes) the payment request. The payment has not
been disbursed. Since these fields are populated and display an amount and
date, we will access the Document References inquiry to view the forward
reference to an AD.
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PRN DOCUMENT - VIEW MODE, ARROW MENU

Payment -NonC dity E

[CEITGIE N Payee | Additional Amounts | Extended Description | Contact | Docu

ce(PRN2) | Dept: 040 ID: 20080320001 Ver.: 1

Function: New  Phase: Final

L4

Document Hame:

WC0502516

s Add to Favorites

& Page Help

(- Document Comments
& Document Attachments

&) Document History

= ListView

(Eu cument References —~)

Document Future Triggering

Record Date: 08/30/2009

Budget FY: 2009 Document Forme

1 3\
t [
i &

Fiscal Year: 2009
Period: 12

Document Description: pCARD

AemmarRTomt: $800.00
Closed Amount: 300.00
Closed Date: 08/08/2009
Open Amount: 50.00

Referenced Amount: $800.00

9. C(lick on the Arrow to view the items on the Action Menu.

10. Select Document References.

The Document Reference Query is displayed.

DOCUMENT REFERENCE QUERY

Document Reference Query

Back Clear

‘Document Code @ pgpz
“Doc Dept : | pap
*Document ID : 2080220004

Referencing Document Function LastUser Date
Copw  First Prev Mext Last

o Next Reference Step

Forward Reference |- Backward Reference

11. Click on the Forward Reference link.
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DOCUMENT REFERENCE QUERY - RESULTS

Document Reference Query

Back Clear
‘Document Code @ pgpz
*Doc Dept @ pap

*Document 1D : zp0e0320001

Referencing Document Function LastUser Date

PENZ 040, 200590320001.1 MNew BOAUSERZ &/3/09
~ ADDSB. 00000000003, 1 New BATCHID BIB0S
Copy Firet Prev Next Last

Forward Reference F Backward Reference ©F Next BReference Step

Note: The list displays an AD document which indicates a check was issued.

If the check was cancelled, two AD documents would be listed. One would

display the New Function and the second would display a Cancellation Function
to indicate a check cancellation.

12. Click the AD link in the Referencing Document column.

The AD document displays in view mode.

AD DOCUMENT - VIEW MODE

Automated Disbursement(AD) {Dept: DSB 2 D: Ver.: 1 : New Phase: Final || =
= List view
LEEOUEIEINNIGEN Consolidation Object | Payee | Cancellation | Additional Amounts | Document Information
Document Name: Bank Account: 78

Check/EFT Number: 000001000000181
Record Date: 08/08/2009 Routing ID Number:
BudgetFY: 2009 Transit Routing Humber:
Fiscal Year: 2008 Check/EFT Amount: S300.00
Period: 12 CheckiEFT Issue Date: 08/03/2008

Print Status Indicator:
Disbursement Category:
Internal Reconciliation: Ni&
Run ID: 12591
Check Printed Date: 08/10/2009
Stub Detail Line Count: 1

Check Exported For Printing: [~

Di Query | | o
Vendor No. of Lines: 1 Vendor Line: 1 Legal Name: JP MORGAN CHASE BANK NA
Accounting Ho. of Lines: 1 Accounting Line: 1 Line Amount: $200.00
Posting Ho. of Lines: 2 Posting Line: 1
[ Edit| [ [h coey | [ (% copy Forward | (3 Discard | & Frint | | Processing = | [ workiow ~ | [ Fie ~ | [ E3 Ciose |

AD and EFT documents display similar information. You can see the
disbursement has been made when Check/EFT numbers are displayed. You will
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also see the final disbursement amount in the Check/EFT Amount field and the
date in the Check/EFT Issue Date Field.

EFT DOCUMENT - VIEW MODE

Electronic Funds Transfer(EFT) Dept: DSB  10: 00000000004 WVer: 1 Function: New Phase: Final -

=iz

[eEhE N (VI Consolidation Object | Payee | Cancellation | Additional Amounts | Document Infarmation

= List View

Document Name: Bank Account: EF

Check/EFT Humber: 200202030000053

Record Date: 08/08/2008 Routing ID Number:

{ Transit Routing Number: 011000015 )]

Check/EFT Amount: $300,000.00

{ ACH Generation Status: H

Cleared Date: 08/24/2009

Budget FY: 2009

Fiscal Year: 2009

Period: 12

Check/EFT Issue Date: 08/08/2009

Print Status Indicator:
Disbursement Category:
Internal Reconciliation: N/A

Run ID: 12831

Stub Detail Line Count: 1

Check Exported For Printing: [

Note: If an EFT document is displayed, it indicates that disbursement was issued
through EFT.

OTHER INFORMATION REGARDING THE AD AND EFT DOCUMENTS:

# The check number is not the same as the Document ID and is added to
the AD document after checks are printed.

# The department is always DSB on the title of the document.
# EFT displays a Transit/Routing Number which indicates payment was
issued to a vendor's bank account.
OTHER METHODS FOR CHECKING THE STATUS OF A PAYMENT

There are inquiries available to check the status of a payment when AD or EFT
information isn't available. The following topic will provide information on the
inquiries available to departments that can also be used to check the scheduled
payment date, and if there are any holds or intercepts.
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SUMMARY
In this module you:
# Created a Reimbursement Payment Request (PRR1)
# Modified and Cancelled an Interest Payment Request (PRT1)
# Created a Revenue Refund Payment Request (PRF1)
# Checked the status of a submitted payment
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CHECK YOUR PROGRESS
1. This payment request document is used to establish and reimburse
Department imprest cash accounts.
a. PRT1
b. PRR1
c. PRF1
2. This payment request is created as a result of a nightly automated process.
a. PRT1
b. PRR1
c. PRF1
3. This payment request is used by the City departments to initiate a refund
payment to refund collected revenue due to overpayment.
a. PRT1
b. PRR1
c. PRF1
Answers
1. b
2. a
3. ¢
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Module 5: Special Purpose Payment
Requests - Oversight

OBJECTIVES

In this module, you will:

# Review and process Special Purpose Payment Requests that are only
authorized for Oversight use:
B Workers' Compensation Payment Request (PRW1)
B Judgment and Claims Payment Request (PR]1)
B Balance Sheet Payment Request (PRB1)
B Universal Non-Commodity Payment Request (PRUN1)
|

Universal Commodity Payment Request (PRUC1)

TOPIC 1 - WORKERS COMPENSATION PAYMENT REQUEST
(PRW1)

The Worker’s Compensation Payment Request is used to fund the pool account
which makes payments to individuals entitled to compensation from the City.

# The PRW1 document does not provide the ability to reference or link
to any documents

# PRW1 is entered online and submitted to authorized approvers at the
Oversight Department for approval

These are the event types associated with this type of payment request:

Event Types Description

APW1 Authorize Workers Comp Payment (Default)

GUIDED SIMULATION

@ The movie icon represents a guided simulation that displays in the
y online Payment Request eLearning course.

The Office of the Comptroller is making a payment of $500.00 for payment of
Workers' Compensation from the City. Create a PRW1 document to create this
payment.
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To process a payment to Worker's Compensation with a PRW1, you will be
entering information in the Vendor and Accounting sections.

This menu path guides you to the starting point of this specific task.

| HOME PAGE =2CLICK SEARCH = CLICK DOCUMENT CATALOG = CLICK CREATE

CREATE A PRW1 DOCUMENT

DOCUMENT CATALOG PAGE - CREATE MODE

O T s N

Welcome, PR BJW APP BOA

DEVFM S01 Document Catalog

Message Center

Search sk

Clipeanc) v Document Identifier
Page Search Code : |pRyy1 gﬂ Unit :
Document Catalog Dept.: g1z
History

Favorites w Other Options

( Auto Numbering : [ >
Administration

Create '-remplate 2|\

=

14

infoAdvantage

Menu

1. Enter PRW1 for document Code.

2. Enter the Dept code.

3. Select the Auto Numbering check box.
4

Click the Create link to create the PRW1 document. A New Draft PRW1
document is displayed.
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ENTER DATA INTO THE HEADER SECTION

PRW1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request - Workers Comp(PRW1)} Dept: 015 ID: 200500000023 (Ver.: 1 Function: New Phase: Draft ) h1 .

[N GIILnEL Il Payee | Additional Amounts || Extended Description | Contact | Doecument Information

Document Name: Bank Account:

Replacement: |

Record Date:
Cited Authority:
Budget FY:
Actual Amount: $0.0(
~ Fiscal Year:
’ Closed Amount: 30.0(
Period:
M Closed Date:
Document Description:  FIISTrainer/212-555-
» 1212/FMSTrainer@fisa.nyc.gov Open Amount: $0.00

Referenced Amount: £0.00

[ Savel = Undol

When the PRW1 document is created, a new document ID is generated. The
document is shown as Ver:1, Function: New, Phase: Draft.

The Record Date, Budget FY, Fiscal Year, and Period, if left blank, will auto
populate when the document is fully approved, based on the approval date.
When two accounting periods are open and you need to post to a prior period,
you can enter the appropriate Record Date, FY, or accounting period here. The
approval date will not override the information that is entered.

5. Enter contact information for the person creating the document in the
Document Description field. Include first name, last name, phone number
with area code, and e-mail address.

General Information | Payee | Additional Amounts [ES3QChl =it Contact | Document Information

Extended Description: additional contact information can be entered in this text box

Note: The Document Description field in the Header section of the document
allows only 60 characters. If more room is required to complete the contact
information, select the Extended Description tab.
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6. Click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.

PRW1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

‘ Payment Request - Workers Comp(PRW1)l‘ Dept: 015 ID: 200900000023 Ver.. 1 Function: New Phase: Draft ’ o? dified by BOA
| Document Navigator ] ’

Header

Vendor ’
Accounting [CELEEIRNGInEN O Payee | Additional Amounts | Extended Description | Contact | Document Inform

Posting

Document Name: Bank Account:

Replacement: |

Record Date:
Cited Authority:
Budget FY:
Actual Amount: $0.00
Fiscal Year:
Closed Amount: $0.00
Period:
Closed Date:
Document Description: | FISTrainer/212-555-
1212/FMSTrainer@fisa.nyc.gov Open Amount: $0.00

Referenced Amount: $0.00

7. Click the Vendor section from the Document Navigator. The General
Information tab of the Vendor section is displayed.
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ENTER DATA INTO THE VENDOR SECTION

PRW1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

(TS G R nEUGhl Disbursement Options | Discount Terms

Vendor Customer: @| Vendor Contact ID:
Legal Name: Vendor Contact Name:
Alias/DBA: Vendor Contact Phone:
Address Code: @| Vendor Contact Phone
Ext.:

Address Line 1:
Vendor Contact Email:

Address Line 2:
Fax:

City:
Fax Extension:

State:

@‘ insert New Li@ [E4 insert Copied Line ] E4 Edit with Grid

1. Click the Insert New Line link.

PRW1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

Payment Request - Workers Comp(PRW1)} Dept: 015 ID: 20090000002 Ver.: 1 Function: New Phase: Draft ‘ b

[ RN Gl ELO Il Disbursement Options | Discount Terms

Gendor Customer: cccccccmz) & Vendor Contact ID: &
Legal Name: Vendor Contact Name:
14 Alias/DBA: Vendor Contact Phone:
ﬁ} Vendor Contact Phone Ext.:
Address Line 1: Vendor Contact Email:
Address Line 2: Fax:

S F save )‘{’g Unde | B¢ Insert New Line | [B4 Insert Copied Line l E4 Edit with Grid |

Note: The Vendor fields are now white and data can be entered into the fields.

2. Enter the Vendor Customer Code, or select it from the pick list.
3. Enter the Address Code, or select it from the pick list.

4. If you would like to optionally designate a vendor contact, either enter or
select the Vendor Contact ID or enter a Vendor Contact Name.

Note: The Vendor Contact Name will appear on the "Attention To" line of the
Check after disbursement.
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5. Click Save to bring in the vendor information.

PRW1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

Payment Request - Workers Comp(PRW1)l‘ Dept: 015 ID: 20090000002 Ver.: 1 Function: New Phase: Draft ’ =
Document Navigator [x]

Header
Vendor Line Vendor Customer Legal Name Line Amo|
Vendor
S 1 0000000012 UNITED STATES POSTAL SERVICE
Accounting
From 1 to 1 Total: 1
Posting

(e DGR nELGE Disbursement Options | Discount Terms

Vendor Customer: | 0000000012 ﬁ\ Vendor Contact ID: ﬁ
Legal Name: | UNITED STATES POSTAL ¢ Vendor Contact Hame:
Alias/DBA: Vendor Contact Phone:
Address Code: 1 @‘\ Vendor Contact Phone
Ext.:
Address Line 1: | 85 COURT STREET, )
Vendor Contact Email:
Address Line 22 RI1 10018
Fax: g
CHy: | BROGKLYN Fax Fxtension:
ﬁ Save | {g Undo I | E-=4 Insert New Line l @.q Insert Copied Line | B4 Edit with Grid l
6. Click the Accounting section. The General Information tab is displayed.
ENTER DATA INTO THE ACCOUNTING SECTION
PRW1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB
R RnGlnEL GO Reference | Fund Accounting | Detail Accounting | Service Dates || Additional Amounts
Event Type: 4@ Budget FY:
Accounting Template: & Fiscal Year:
Line Description: Period:
Bank: @
Vendor Invoice
i Number:
Line Amount:
Vendor Invoice Line:
Line Closed Amount:
Vendor Invoice Date: =
Line Closed Date:
‘ [E‘.‘ insert Copied Line I | B4 Edit with Grid

1. Click the Insert New Line button.
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PRWl DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB
2/ o] | PHome ¥ rersonsize @) Accessiity [ Apotieh . About | (G]

ek Accounting Line. Line Amount Line Closed Amount Line Open Amount Referenced Line Amount Event Type E
s 1 $0.00 50.00 50.00 $0.00 APW1 By @
Posting From 1 to 1 Total: 1 Go to line: Go
= ListView
[RENLEL RN Reference | Fund Accounting | Detail Accounting | Service Dates | Additional Amounts y <
Event Type: APW1 & Budget FY:
Accounting Template: 2 Fiscal Year:
Line Description: = Period:
Bank: 2
:J Vendor Invoice Number:
Line Amount: $0.00 Vendor Invoice Line:
Line Closed Amount: $0.00 Vendor Invoice Date:
Line Closed Date: Invoice Received Date: =
Line Open Amount: $0.00 Check Description: |
Referenced Line Amount: $0.00
Interest ineligible: [~ =
Bayment Type: & Special Instructions Code: a
Interest Amount From IPR: Disbursement Category: &) ls1
m-) Undo | | B« insert New Line | | [B¢ insert Copied Line | | E4 Edit with Grid
(3 copy| [ vaidate | [E3 submt] | [ Discara | & Print | | Processing ~ | | Workfiow ~ | | Fie ~ | | £3 ciose

2. Click the Save button.
Note: The Event Type is auto populated.

PRW1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

General Information |[EEEIETle \ccounting ) Detail Accounting || Service Dates || Additional Amounts

Event Type: | APW1 .@.4 Budget FY:

Accounting Template: @1 Fiscal Year:

‘ Line Description: | Workers' Comp Payment details ’ Period:
Bank: Ql

Vendor Invoice 123125
j Number:

< Line Amount: $500.00
Vendor Invoice Line:

Line Closed Amount: $0.00
Vendor Invoice Date:

Line Closed Date:
Invoice Received Date:  10/20/2009 i
Line Open Amount: $500.00 C 20209 )

Check Description:

Referenced Line $0.00
Amount:

Interest Ineligible: [~

Payment Type: 2 Special lnstrugio;s 2
| ode:
Interest Amount From Disbursement Ql
IPR: Category: o
Extension Reason: &

Extension Description:

Sign Off Date: | 10/20/2008 )

3. Enter a detailed Line Description.
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® N o g &

Enter the Line Amount to be paid.
Enter the Vendor Invoice Number.
Enter the Sign-Off Date.

Enter the Invoice Received Date.

PRW1 DOCUMENT - ACCOUNTING SECTION, FUND ACCOUNTING TAB

Click the Fund Accounting tab. The Fund Accounting tab is displayed.

General Information | Reference
( Fund: 001 @ )
Sub Fund: @l
<Department: 855 @ >
Unit: 4
Sub Unit: )
Appr Unit: @

T Bt Detail Accounting

Service Date

s | Additional Amou

( Detail Object: 1000

@

Sub Object:

Revenue Source:
Sub Revenue Source:
BSA:

Sub BSA:

® & & BB

Enter the Fund.

Enter the Department.

1
2
3. Enter the Detail Object.
4

Click the Detail Accounting tab. The Detail Accounting tab is displayed.

PRW1 DOCUMENT - ACCOUNTING SECTION, DETAIL ACCOUNTING TAB

General Information | Reference || Fund Accounting | et R:-Xeoeli i1y} Additional Amounts
Location: ﬁ\ Capital Project ID: ﬁ
Sub Location: @\ Sub Project ID: @.
Rept Cat/Quick: ﬁ1 Task: ﬁ|
Sub Rept Cat/Quick: 4| Sub Task: 4|
‘ Budget Code: 4400 | ’ Task Order: 4|
Sub Budget: 4

5. Enter the Budget Code.

Note: The Unit of Appropriation (Appr Unit) on the Fund Accounting tab is
inferred from the Budget Code.
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6. Click the Service Dates tab. The Service Dates tab is displayed.

PRW1 DOCUMENT - ACCOUNTING SECTION, SERVICE DATES TAB

Payment Request - Workers Comp(PRW1)| Dept: 015 ID: 20090000002 Ver.: 1 Function: New Phase: Draft ’: x
|

— m— T

Document Navigator [x]

Header
Vendor Accounting Line Line Amount Line Closed Amount Line Open Amount Referenced Line Amount Event
5 1 $0.00 $0.00 $0.00 $0.00 APW1
Accounting
Total:
Posting From 1 to 1 Total: 1 Go

R CIIEICOl Additional Amounts

General Information | Reference | Fund Accounting | Detail Accounting

Service From Date:  10/20/2009
Service To Date: | 12/25/2009

ﬁ Save l ‘:‘}7 Undo l | E( Insert New Linerl le_:¢ Insert Copied Linerl w @ Edit with Grid l
Co, ‘ [4} Validate | | Subm@ Discard Print | | Process
3 o] (B IE |Gt Discars | B prm] |

7. Enter Service From Date.

8. Enter Service To Date.

VALIDATE AND SUBMIT PRW1

1. Click the Validate button to check for errors. If any errors exist, fix the errors
and click the Validate button again.

PRW1 DOCUMENT - VALIDATE MESSAGE

w Jump to: Qla

Payment Request - Workers Comp(PR\m)t Dept: 015 ID: 20080000002 Ver.: 1 Function: New Phase: Draft

2. Click the Posting section to review posting information. You can click the eye
icon to view posting details.

PRW1 DOCUMENT - POSTING SECTION

Line Einetion Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
) e Do11 External AE $500.00
bt DNO7 Work Disb Pay $500.00

3. Click the Submit button.
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PRW1 DOCUMENT - SUBMITTED MESSAGE

- R Ko ML= "4 Financi agemen ‘
Nrc 28 ) T e TR 2 |
I DD R APD : . A O
Wiew All 1 of 1 Document submitted successfully - Pending Approval

Payment Request - Workers Comp(PRW1)5 Dept: 015 ID: 20080000002 Ver.: 1 Function: New Phase: Draft

You have successfully submitted a PRW1 document and it is pending approval.

4. Click the Close button.

TOPIC 2 - JUDGMENT AND CLAIMS PAYMENT REQUEST (PR]J1)

Judgments and Claims Payment Request (PR]1) document is used to make
payments to individuals or entities who are due funds based on a legal judgment
or claim.

Judgments and Claims information is sent to FMS: Accounting through an
interface, where PRJ1 documents are then automatically created in the system.
Alternatively, authorized users within the Oversight Department can modify a
PRJ1 document that has been rejected.

This is the event type associated with this type of payment request:

Event Types Description

APJ1 Authorize Judgment and Claims (Default)

GUIDED SIMULATION

@ The movie icon represents a guided simulation that displays in the
y online Payment Request eLearning course.

The Office of the Comptroller is making a payment of $10.00 for payment of a
Legal Claim. During the automated process, the payment request was rejected
due to the Vendor address not matching the address in the system. Edit the PR]1
to successfully process the payment.

You will be entering information in the Vendor section.

This menu path guides you to the starting point of this specific task.

HOME PAGE =2 CLICK SEARCH = CLICK DOCUMENT CATALOG = SEARCH FOR PR]1
DOCUMENT
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OPEN THE PR]J1 DOCUMENT

DOCUMENT CATALOG
Code Dept. Unit 1D Comments Version Function Phase Status Date UserID Amount Active
[~ PRI 015 20030000002 No 1 New Draft  Rejected 10/26/08 BOAPRSP $10.00 Yes

1. Click the ID link to open the PRJ1 document to be modified. The New Draft
PRJ1 document is displayed.

PR]J1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

@\ﬂl chme %Perscnalx:e @.ﬁccess\t\lﬂy‘ Eippf‘.elp f’ About @

Jump to:

N 2R BRI, ™ g

Welcome, PR BWJ APP BOA My Workspace
View Al 1 of 6 | @ The Address does not exist on the Address Table. (A2481)

T——
y and Clail J1)‘ Dept: 015 ID: ion: New  Phase: Draft ‘ N2 ‘fgz

0

- F
_ﬁ
— o [
| &= ListView [ T

(O EIRREL GO Payee | Additional Amounts | Extended Description | Contact | Document Information
Document Name: (00008X78588 ;' Bank Account: @\
v
‘J Replacement: [~
Record Date:
Cited Authority: ﬁ\
Budget FY:
" Actual Amount: $10.00
N Fiscal Year:
Closed Amount: $0.00
Period:
Closed Date:
Document Description: ===1433 . Shell ;I
=l Open Amount: $10.00
Referenced Amount: $0.00 b
Vendor Vendor Line: 1 Vendor Customer: 0000810161 Legal Name: NEWMAN & OKUN ESQS& MICHAEL MERRICK
Accounting No.of Lines: 1 A ing Line: 1 Line Amount: $10.00 Line Open Amount: $10.00 @
Posting No. of Lines: 1 Posting Line: 1

(. et |) % copy | Vaidate | | E3 suomt | [ Gk Discara |
Nt

| @ Print Processing v | | Workflow ¥ | File v m Close

The PRJ1 document is shown as Ver:1, Function: New, Phase: Draft, Status:

Rejected.

2. Click the Edit button to edit the document. Since this document is in Rejected

phase, a Modification draft is not created.
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PRJ1 DOCUMENT- HEADER SECTION, GENERAL INFORMATION TAB

v 0 T R z
R T e
Welcome, PR BWJ APP BOA

View All 1 of 6 | @ The Address does not exist on the Address Table. (A2481)

ﬁ(jﬂ] chme ﬁPersonahze @Access\b\l«y ELppHelp (’“ About @

My Workspace

Payment and Clai r\J1,‘ Dept: 015 ID: Ver: 1 F ion: New  Phase: Draft ‘ ~
_ﬂ
— -
= ListView | T
[ELEEGIGEITL N Payee | Additional Amounts | Extended Description | Contact | Document Information
Document Name: | 00002X73532 = Bank Account: &
H
Replacement: [~
Record Date:
Cited Authority: 2|
N Budget FY:
2 Actual Amount: $10.00

b Fiscal Year:
Y Closed Amount: $0.00 b

Period:

— Closed Date:
Document Description: | =+*1438 Shell ;I
1 Opnen Amount: $10.00 _'_]
H Savel %) Undo

Vendor Vendor Line: 1 Vendor C 0000810181  Legal Name: NEWMAN & OKUN ESQS& MICHAEL MERRICK |
counting No.of Lines: 1 A Line: 1 Line Amount: $10.00 Line Open Amount: $10.00
Posting No. of Lines: 1 Posting Line: 1 | @
[ copy | Vaidate | | E3 suomt| [k Discara | [ @ print | [ Processing ~ | [ workiow ~ | [ Fie v | [ B3 ciose

The fields are now white, and data can be entered into the fields.

3.
switch to Document Navigator mode.

Click the Open Document Navigator icon (small arrow on left side) to

PRJ1 Document- Header Section, General Information Tab

N e e Ben e

Jump to:

ﬁ“e_‘{l @Hcms— &Ps—rsonaﬂzs— @:—'xccessxbxm;‘- E’app Help f‘ About @

Welcome, PR BWJ APP BOA
View All1 of 6 | @ The Address does not exist on the Address Table. (A2481)

My Workspace

and Clail J1)[ Dept: 015  ID: 20090000002 Ver.: 1

y
Document Navigator B3]
Header

Accounting

_ﬂ
(W BRI ELGE Payee | Additional Amounts | Extended Description | Contact | Document Information

Function: New  Phase: Draft ]j

] -
= ListView | —J

Posting Document Name:  00008X78588

Record Date:
Budget FY:
Fiscal Year:
Period:

Document Description: | =14 Shell

=] Save' 5 Undo

|
=l

Bank Account: 2|
Replacement: [~
Cited Authority:

Actual Amount: $10.00

Closed Amount: $0.00 =
__' Closed Date:
N
>l Onen Amount: 510 00 :l

Vendor Vendor Line: 1 Vendor C : 0000810181  Legal Name: NEWMAN & OKUN ESQS& MICHAEL

A No.of Lines: 1 A Line: 1 Line Amount: $10.00 Line Open Amount: $10.00
Posting No. of Lines: 1 Posting Line: 1 |

[ copy | | [A validate I Ed Submit | | [ Discard I | & print | | Processmgvl | Workflow ¥ | | File »

Click the Vendor section in the Document Navigator. The General
Information tab of the Vendor section is displayed.
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EDIT DATA IN THE VENDOR SECTION

PRJ1 DOCUMENT- VENDOR SECTION, GENERAL INFORMATION TAB

View Alll of 4 | @ The Address does not exist on the Address Table. (A2481)

y - and Clai RJ1) | Dept: 015  ID: Ver:1 F

New Phase: Di
Document Navigator @ “ | z 7 e
Header
Vendor Line Vendor Customer

Vendor
1 0000810162 NEWM

Accounting

From 1 to 1 Total: 1
Posting

[T IL an BTl Disbursement Options | Discount Terms

Vendor Customer: 0000810162 |

=

Legal Name: NEWNMAN & OKUN, PC

Alias/DBA:

Address Code: 2

H save | %} Undo | [24 Insert New Line| [24 Insert Copied Line | E4 Edit wit

5] Copy| ) Validate| E3 Subm’n| [ Discard I

5. Select the correct Address Code from the pick list.

VENDOR SECTION - ADDRESS CODE PICK LIST

Choose

Browse Clear

Street1: Street 2:

City : State/Province :

Zip/Postal Code : Country :
Address ID Street 1 Street 2 City State/Province Zip/Postal Code Country

@ 1 8 WEST 38TH STREET STH FLOOR NEW YORK NY 10018-6229 us
Cancel First Previous Next Last

6. Click Select.

7. If you would like to optionally designate a vendor contact, enter a Vendor
Contact Name.

Note: The Vendor Contact Name will appear on the "Attention To" line of the
Check after disbursement.

VALIDATE AND SUBMIT PR]1

1. Click the Validate button to check for errors. If any errors exist, fix the errors
and click the Validate button again. If the validation is successful, the

following message is displayed in the upper left corner of the screen:
"Document validated successfully".
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PRJ1 DOCUMENT - VALIDATION MESSAGE

m m‘w% F'w‘%‘;ﬁ%ﬂsm% Jump to @\ﬂ @ Home é‘-’ Personalize @ Accessibility ﬂﬁ; App Help f‘ About

Welcome, PR BWJ APP BOA My Workspace
\View Alll of P Document validated successfully

Phase: Draft he 1072612009

Payment -Jud and Clail RJ1) | Dept: 015 1D: 20020000002 Ver.: 1 Function: New

2. Click the Posting section to review posting information. You can click the eye
icon to view posting details.

PRJ1 DOCUMENT - POSTING SECTION

e Function Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
3 Shandsid Do11 External AE $10.00
Apcar DNOS Judge Disb Pay $10.00
From 1 to 1 Total: 1 Goto Ime:l Geo

3. Click the Submit button to submit the document when all errors are resolved.
If the submission is successful, the following message is displayed in the
upper left corner: "Document submitted successfully-Pending Approval".

PRJ1 DOCUMENT-SUBMITTED MESSAGE

Nf m‘w% Fjwigy,'s'tgniwx Jump to ,@,g’ @Hcme ﬁperscﬂa\-:s— @w;cessrc-m‘, [ﬂ;p; Help ﬂ'ﬂ About

Welcome, PR BWJ APP BOA My Workspace

[View All1of P Document submitted successfully - Pending Approval

Payment Request - Judgement and CIaims(PRJﬂi Dept: 015 ID: 20090000002 Ver.: 1 Function: New Phase: Pending ‘ = "‘

4. Click the Close button.

TOPIC 3 - BALANCE SHEET PAYMENT REQUEST (PRB1)

The Balance Sheet Payment Request (PRB1) document is used to initiate
payments against balance sheet accounts. The Balance Sheet Payment Request
(PRB1) and the Universal Payment Request (PRUC1) are the only payment
requests that allow a balance sheet account to be entered directly by a user.

Appropriate uses for the PRB1 include transactions associated with liabilities,
fixed assets, or fund transfers between balance sheet accounts.

The Payroll Management system (PMS) interface generates two types of
documents: the Automated Payroll Journal Voucher (J3A) to charge payroll
expenses and establish the gross payroll liability, and the Payment Request
Balance Sheet (PRB1) to initiate payment of the liability.

These are the event types associated with this type of payment request:
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Event Types Description

APO05 Authorize Backup Withholding Payment
AP11 Authorize Stale Payment

AP12 Authorize Escheat Payment

AP16 Equity Payout Authorization

AP17 Liability Payout Authorization (Default)
AP18 Asset Payout Authorization

GUIDED SIMULATION

@ The movie icon represents a guided simulation that displays in the
4

online

Payment Request eLearning course.

Create a Balance Sheet Payment Request (PRB1) to pay $249.43 for payment of a

stale dated check.

To process a payment with a PRB1, you will be entering information in the

Vendor and Accounting sections.

This menu path guides you to the starting point of this specific task.

‘ HOME PAGE - CLICK SEARCH = CLICK DOCUMENT CATALOG = CLICK CREATE

CREATE PRB1 DOCUMENT

DOCUMENT CATALOG PAGE
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| Welcome, PR BJW APP BOA My

l DEVFMS01 Document Catalog

Message Center

Search sk

& Search w Document Identifier

Page Search

Code : prg1

Document Catalog Dept.:|p1s

History
¥ Other Options

Favorites

( Auto Numbering : [v )
Administration
4 | Create Template: [~

1. Enter PRB1 for document Code.
2. Enter the Dept code.

infoAdvantage

3. Enter the current 4-digit fiscal year in the Document ID field. This number
will be added as a prefix to the auto generated ID number. A fiscal year prefix
is required for all documents.

4. Select the Auto Numbering check box.
Click the Create link to create the PRB1 document.

ENTER DATA INTO THE HEADER SECTION

PRB1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request - Balance Sheet(PRB1)! Dept: 015 ID: 20020000001 Ver.: 1 Function: New Phase: Draft | =

Document Name: Bank Account: &
Replacement: [~
Record Date:
Cited Authority: &
Budget FY:
Actual Amount: 0.00
Fiscal Year:
wr‘\ Closed Amount: $0.00
Period:
» Closed Date:
Document Description: | FliSTrainer/212-555-
/ 1212/FSTrainer@fisa.nyc.gov Open Amount: 20.00
Referenced Amount: 0.00

] save | | 5 Undo
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When the PRB1 document is created, a new document ID is generated. The
document is shown as Ver:1, Function: New, Phase: Draft.

The Record Date, Budget FY, Fiscal Year, and Period, if left blank, will auto
populate when the document is fully approved, based on the approval date.
When two accounting periods are open and you need to post to a prior period,
you can enter the appropriate Record Date, FY, or accounting period here. The
approval date will not override the information that is entered.

6. Enter contact information for the person creating the document in the
Document Description field. Include first name, last name, phone number
with area code, and e-mail address.

General Information | Payee || Additional Amounts [ESJCHLEEWICTesiaih il Contact | Document Information

Extended Description: additicnal contact information can be entered in this text box

Note: The Document Description field in the Header section of the document
allows only 60 characters. If more room is required to complete the contact
information, select the Extended Description tab.

7. Click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.

PRB1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request - Balance Sheet(PRB1) Dept: 015 ID: 20090000001 Ver.: 1 Function: New Phase: Draft |+ DY |
Document Navigator [x] :

Header Document Hame: Bank Account: @\
.m Replacement: [
Accounting Record Date:
Postin Cited Authority:
S0g Budget FY:
Actual Amount: £0.00
Fiscal Year:
Closed Amount: $0.00
Period:
Closed Date:
Document | FIiSTrainer/212-555-
Description: | 1212/FliSTrainer@fisa.nyc.gov Open Amount: $0.00

Referenced £0.00
Amount:

= Savel 55 Undo
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8. Click the Vendor section. The General Information tab of the Vendor section
is displayed.

ENTER DATA INTO THE VENDOR SECTION

PRB1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

Vendor Line Vendor Customer Legal Name Line Ar

From 0 to 0 Total: 0

(O RIRG I nELGLI Disbursement Options | Discount Terms

Vendor Customer: @ | Vendor Contact ID:
Legal Name: Vendor Contact
Name:

Alias/DBA:

Vendor Contact

| [E4 Insert New Line | )[2¢ Insert Copied Line | | E4 Edit with Grid

1. Click Insert New Line button.
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PRB1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

(LI IRh e ELGWM Disbursement Options | Discount Terms

@ndor Customer: 0000000012 ﬁD Vendor Contact ID: @
Legal Name: Vendor Contact Name:
Alias/DBA: Vendor Contact Phone:
Gddress Code: 1 @ Vendor Contact Phone
Ext.:

Address Line 1:
Vendor Contact Email:

Address Line 2:
Fax:

City:

State: [

Fax Extension:

<

Web Address http:/:

Zin:
@4 Insert New Line @‘ Insert Copied Line E4 Edit with Grid

Note: The Vendor fields are now white and data can be entered into the fields.

2. Enter the Vendor Customer Code, or select it from the pick list.
3. Enter the Address Code, or select it from the pick list.

4. 1If you would like to optionally designate a vendor contact, either enter or
select the Vendor Contact ID or enter a Vendor Contact Name.

Note: The Vendor Contact Name will appear on the "Attention To" line of the
Check after disbursement.

5. Click Save to bring in the vendor information.

PRB1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

Payment Request - Balance Sheet(PRB1) | Dept: 015  ID: 20090000001 Ver.: 1  Function: New Phase: Draft ‘ .
|
Document Navigator [x]

Header
Vendor
: Accounting ) [ RN G ETT | Disbursement Options | Discount Terms
Posting
Vendor Customer: 0000000012 @| Vendor Contact ID: 4
Legal Name: | UNITED STATES POSTAL ¢ Vendor Contact
Name:
Alias/DBA:
Vendor Contact
Address Code: 1 & Phone:
Address Line 1: | &5 COURT STREET, Vendor Contact
Phone Ext.:

Address Line 22 Rl 10018
Vendor Contact

City: | BROOKLYN Email:
State: | New York v Fax: [ 999 999-9710

Zip: [ 11201 Fax Extension:

Country: s Web Address http:/i:

6. Click the Accounting link. The General Information tab of the Accounting
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Section is displayed.
ENTER DATA INTO THE ACCOUNTING SECTION

PRB1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

SN BB GlanELG O Reference | Fund Accounting || Detail Accounting || Service Dates || A

Event Type: & Budget FY:
Accounting @ | Fiscal Year:
Template: Period
eriod:

Line Description: B
ank:

Vendor Invoice
Number:

Line Amount: Vendor Invoice

Line:

Line Closed

(4 Insert New Line [) [S4 Insert Copied Line | E4 Edit with Grid I

1. Click Insert New Line button.

Note: The Accounting fields are now white and data can be entered into the
fields.

PRB1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

General Information QEEEE und Accounting | Detail Accounting | Service Dates | Additional Amounts

< Event Type: | AP11 4 > Budget FY:
4|

Accounting Template: Fiscal Year:

an |
Gﬂe Description: | Stale check payment ) fexiods
Bank: &
Vendor Invoice Number:

< Line Amount: | 249 43 > Vendor Invoice Line:

ﬁ Save | | % Undo ] 7@4 Insert New Line I [E4 Insert Copied Line | B4 Edit with Grid l

2. Select the Event Type for authorizing stale payment from the pick list.
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ACCOUNTING SECTION - EVENT TYPE PICK LIST

Event Type Event Type Name
Select APCS  Authorize Backup Withholding Payment
geot AP11 Autherize Stale Pa;.fmenD
Select AP12 Authorize Escheat Payment
Select AP16 Equity Payout Authorization
Select AP17 Liability Payout Authorization
Select AP12 Aszzet Payout Authorization

Cancel First Previous Next Last

3. Enter a detailed description in the Line Description box.
4. Enter the Line Amount.
5. Click the Reference tab.

PRB1 DOCUMENT - ACCOUNTING SECTION, REFERENCE TAB

General Information Detail Accounting | Service Dates | Additional Amounts

‘ Ref Vendor Line: | 1 ,

Ref Commodity Line:

Ref Accounting Line: 1
Ref Type: rl;x; t‘

6. Enter the Document Code of the stale-dated disbursement being referenced in
the Ref Doc Code.

Ref Doc Code:

Ref Doc Dept:

Ref Doc ID: | 20090000012

7. Enter the Department Code of the stale-dated disbursement being referenced
in the Ref Doc Dept.

8. Enter the Document ID of the stale-dated disbursement being referenced in
the Ref Doc ID.

9. Enter the Ref Vendor Line.

10. Enter the Ref Accounting Line.

11. Select Memo Reference from the Ref Type drop-down list.

12. Click the Fund Accounting tab. The Fund Accounting tab is displayed.
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PRB1 DOCUMENT - ACCOUNTING SECTION, FUND ACCOUNTING TAB

General Information

Reference Service Dates | Additional Amounts

Fund Accounting Detall Accounting

| ﬁ Save | | “3 Undo I

( Fund: | 001 a) ((Detail Object: 1000 )
Sub Fund: & Sub Object: |
Department: 358 .ﬁl ’ Revenue Source: ﬁ| Depa
Unit: & Sub Revenue 4|
Source:
Sub Unit: <

: 4| )
B¢ Insert New Line | | [E¢insert Copied Line | | EA Edit with Grid

13. Enter the Fund code.

14. Enter the Department code.

15. Enter the Detail Object code.

16. Click the Detail Accounting tab. The Detail Accounting tab is displayed.

PRB1 DOCUMENT

- ACCOUNTING SECTION, DETAIL ACCOUNTING TAB

Payment Request - Balance Sheet(PRB1)[ Dept: 015 ID: 20090000001 Ver.: 1 Function: New Phase: Draft } ¥

Document Navigator ]

Header

Vender

Accounting

Posting

1 $0.00 $0.00 $0.00 S|

From 1 te 1 Total: 1 Go td

General Information | Reference | Fund Accounting [N elFXSIINL Service Dates | Additional Amounts

Location: @i Capital Project ID: @1 Major Prog
Sub Location: @‘ Sub Project ID: @l Prog
Rept Cat/Quick: @; Task: Q.i Ph
csa:%giiz: @ Sub Task: 2| Program Pe
CBudget et ) 2 Task Order: QJ
Sub Budget: a

ﬁ Save l 5% Undo l E.=}< Insert New Line l | @4 Insert Copied Line l : E4 Edit with Grid

3 Copyl CI:Q Validate l ‘ Ed Submﬂl) [s¢ Discard l & Print _

17. Enter the Budget Code.

Note: The Unit of Appropriation (Appr Unit) on the Fund Accounting tab is
inferred from the Budget Code.
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VALIDATE AND SUBMIT PRB1

1. Click the Validate button to check for errors. If any errors exist, fix the errors
and click the Validate button again.

PRB1 DOCUMENT - VALIDATION MESSAGE

Jump to:

| Welcome, PR BJW APP BOA

view All1 of 1 @ Document validated successfully
|

’ Payment Request - Balance Sheet(PRB1) | Dept: 015 ID: 20080000001 Ver.: 1 Functiom: New Phase: Draft

2. Click the Posting section to review posting information. You can click the eye
icon to view posting details.

PRB1 DOCUMENT - POSTING SECTION

I'ine Function Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
- S D101 Stale Payable $249.43
s DNO4 BS Disb Pay $249.43

3. Click the Submit button.

PRB1 DOCUMENT - SUBMITTED MESSAGE

[Ty (e

! Welcome, PR BJW APP BOA
[\View All1of 1 @ Document submitted successfully - Pending Approval

ﬂ Payment Request - Balance Sheet(PRB1) | Dept: 015 ID: 20080000001 Ver.: 1 Function: New  Phase: Pending

4. C(Click the Close button.

You have successfully submitted a PRB1 document and it is pending approval.

TOPIC 4 - UNIVERSAL NON-COMMODITY BASED PAYMENT
REQUEST (PRUN1)

The Universal Payment Request (PRUN1) is a versatile document that provides
the functionality associated with a variety of the non-commodity Payment
Request types. The Event Type that is chosen drives how the document will
function.

It is useful when multiple Payment Request types are necessary on one payment,
for instance, a payment that requires the release of securities. In this case, both
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an expense line and a balance sheet account are required on the same document.
No other payment type can accommodate this posting except the
PRUN1/PRUCI. Note the following;:

# The Event Types chosen on each accounting line drive the function and
use

# The user has the ability to enter multiple types of Payment Request
transactions on one document

# Each PRUN1 document line can reference non-commodity documents

These are the event types associated with this type of payment request:

Event Types Description

APU1 Authorize Normal Payment (Default)
APU2 Equity Payout Authorization

APU3 Liability Payout Authorization

APU4 Asset Payout Authorization

APU5 Authorize Escheat Payment

APU6 Authorize Backup Withholding Payment
APU7 Authorize Earned Revenue Refund
APUS Encumbrance Correction & Credit Memo
APU9 Non Referencing Credit Memo

GUIDED SIMULATION

@ The movie icon represents a guided simulation that displays in the
y online Payment Request eLearning course.

The Office of the Comptroller must release and refund the full amount of a bid
deposit/security. Create a PRUNT1 to release and refund the full amount of a bid
deposit/security.

To process a payment with a PRUN1, you will be entering information in the
Vendor and Accounting sections.

This menu path guides you to the starting point of this specific task.
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| HOME PAGE =2 CLICK SEARCH = CLICK DOCUMENT CATALOG = CLICK CREATE

CREATE A PRUN1 DOCUMENT

PRUN1 DOCUMENT - DOCUMENT CATALOG

‘ Welcome, System Admin

DEVFMS01 Document Catalog

Message Center
& - Search sk

= Search ¥ Document [dentifier

Page Search Code : pRUNT

& Unit:
Document Catalog Dept.: g1s < ID:|2009 )

History

Favorites w Other Options

(Auto Numbering : ||y >
Administration =
Create Template: [

( Create )

infoAdvantage

4

1. Enter PRUN1 for document Code.
2. Enter the Dept code.

3. Enter the current 4-digit fiscal year in the Document ID field. This number

will be added as a prefix to the auto generated ID number. A fiscal year prefix

is required for all documents.

4. Check the Auto Numbering check box.

Click the Create link to create the PRUN1 document. The PRUN1 document

is displayed.
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ENTER DATA INTO HEADER SECTION

PRUN1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request - Universal Non Commodity(PRUNﬂ‘ Dept: 015 ID: 20090000002 Ver.:. 1 Function: New Phase: Draff

[CEh GG bl Payee || Additional Amounts | Extended Description | Contact | Document Information

Document Name: Bank Account:

Replacement: |

Record Date:
Cited Authority:
Budget FY:
'r\ Actual Amount: $0.0
Fiscal Year:
. Closed Amount: $0.0
Period:

Closed Date:
4 Document Description: FISTrainer/212-555-
1212/FMSTrainer@fisa.nyc.gov Open Amount: 0.0

Referenced Amaonnt: S0 N
H save || 5 undo

When the PRUN1 document is created, a new document ID is generated. The
document is shown as Ver:1, Function: New, Phase: Draft.

The Record Date, Budget FY, Fiscal Year, and Period, if left blank, will auto
populate when the document is fully approved, based on the approval date.
When two accounting periods are open and you need to post to a prior period,
you can enter the appropriate Record Date, FY, or accounting period here. The
approval date will not override the information that is entered.

6. Enter contact information for the person creating the document in the
Document Description field. Include first name, last name, phone number
with area code, and e-mail address.

General Information | Payee | Additional Amounts [ESRCHLEEWICTSsiaih il Contact | Document Information

Extended Description:  additicnal contact information can be entered in this text box

Note: The Document Description field in the Header section of the document
allows only 60 characters. If more room is required to complete the contact
information, select the Extended Description tab.
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7. Click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.

PRUN1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request - Universal Non Commodity(PRUNﬂ’ Dept: 015 ID: 20080000002 Ver.: 1 Function: New Phase: Dra

| Document Navigator [x] | :

Header

Vendor )
Accounting CLOE GBIl Payee | Additional Amounts | Extended Description | Contact

Posting Document Name: Bank A
Replac
Record Date:
Cited Au
Budget FY:
Actual A
Fiscal Year:
Closed A
Period:
Close
Document Description: | FMSTrainer/212-555-
1212/FMSTrainer@fisa.nyc.gov Open A
Referencerd A

A save | | 5 UndoAl

8. C(lick the Vendor section. The General Information tab of the Vendor section
is displayed.

ENTER DATA INTO VENDOR SECTION

PRUN1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

O EIR LRG| Dishursement Options || Discount Terms

Vendor Customer: @4 Vendor Contact ID:
Legal Name: Vendor Contact Name:
Alias/DBA: Vendor Contact
Phone:

Address Code: @
; Vendor Contact Phone
Address Line 1: Ext.:
Address Line 2: Vendor Contact Email:
Citm Fax:

_[S4 Insert New Line |) [24 Insert Copied Line | | B4 Edit with Grid

1. Click the Insert New Line button.
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PRUN1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

Vendor Line Vendor Customer Legal Name Line Amount
0 0000000012

From 1 to 1 Total: 1 Gol

[N IR L OlanEY M Disbursement Options | Discount Terms
‘ Vendor Customer: 0000000012 & , Vendor Contact ID: 4
\Y

Legal Name: endor Contact Name: John Smith

Alias/DBA: Vendor Contact
Phone:
Address Code: |1 & |

Vendor Contact Phone
Address Line 1: Ext.:

Address Line 2: Vendor Contact Email:

-"_‘) Undo | [E4 insert New Line | [E«insert Copied Line | | B4 Edit with Grid.l

Note: The Vendor fields are now white and data can be entered into the fields.
2. Enter the Vendor Customer code, or select it from the pick list.
3. Enter the Address Code, or select it from the pick list.

4. 1If you would like to optionally designate a vendor contact, either enter or
select the Vendor Contact ID or enter a Vendor Contact Name.

Note: The Vendor Contact Name will appear on the "Attention To" line of the
Check after disbursement.

5. Click Save to bring in the vendor information.
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PRUN1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

Payment Request - Universal Non Commodity(PRUNﬂ! Dept: 015 ID: 20080000002 Ver.: 1 Function: New Phase: Draft ‘ >
Doc t Navigat: x]
ument Navigator x] l e
Header
SETEEE [N LT Bl Disbursement Options | Discount Terms
Accounting
Posting Vendor Customer: | 0000000012 & Vendor Contact ID: a)
Legal Name: | UNITED STATES POSTAL ¢ Vendor Contact | John Smith
Name:
Alias/DBA:
Vendor Contact
Address Code: |1 & Phone:
Address Line 1: |65 COURT STREET, Vendor Contact
Phone Ext.:
Address Line 2: RI1 10018
Vendor Contact
City: | BROOKLYN Email:
State: | New York v Fax: | 999 999-3710
Zip: (11201 Fax Extension:
Country: | US Web Address http:!:
| save | [ undo | | B inserttiew Line | | B insert Copied Line | | B4 Edit with Grid |

6. Click the Accounting section. The General Information tab of the Accounting
section is displayed.

ENTER DATA INTO THE ACCOUNTING SECTION

PRUN1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

[eEh Iyl Reference | Fund Accounting | Detail Accounting || Service Dates || Additional Amounts

Event Type: & Budget FY:

Accounting Template: éﬂ Fiscal Year:

Line Description: Period:
Bank: 4|

Vendor Invoice

’ Number:
Line Amount:

Vendor Invoice Line:

Line Closed Amount:

| S« Insert New Line |)) [E4 Insert Copied Line l | B4 Edit with Grid

1. Click the Insert New Line button.
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PRUN1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

[ L ELL I Reference | Fund Accounting | Detail Accounting || Service Dates || Additional Amounts

Extension Description:

Gvem Type:  APU3 @D Budget FY:
Accounting Template: 4| Fiscal Year:
Line Description: | Payment to release Period:
deposit/securities Bank: ﬁi
Vendor Invoice Number: | 12245522
Line Amount: | $1,000.00 Vendor Invoice Line: |1
Line Closed Amount: Vendor Invoice Date:
Line Closed Date: Gvoice Received Date:  10/21/2009
Line Open Amount: Check Description:
Referenced Line Amount:
Interest Ineligible: [~
Gaymem Type: P QD Special Instructions Code: @}
Interest Amount From IPR: Disbursement Category: @\
PY Accrual/Clearing %: Extension Reason: 4}\

Gign Off Date: | 10/21/2009

=D

Billing Profile:

N

list.

ACCOUNTING SECTION - EVENT TYPE PICK LIST

Event Type Event Type Name

Select APU1 Authorize Normal Payment
Select APU2 Equity Payout Authorization
Beect  APU3 Liabilty Payout Authorization )
eeed

Select APU4 Asset Payout Authorization
Select APUS Authorize Escheat Payment
Select APUS  Authorize Backup Withholding Payment
Select APUT7 Authorize Earned Revenue Refund
ISelect APU8 Encumbrance Correction & Credit Memo
Select APUS Non Referencing Credit Memo
ISelect APUA Authorize Stale Payment
Cancel First Previous Next Last

AL

Enter a detailed Line Description.
Enter the Line Amount to be paid.
Enter the Payment Type, or select it from the pick list.

Enter the Vendor Invoice Number.

Select the correct Event Type for authorizing liability payout from the pick
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7. Enter the Vendor Invoice Line.
Enter the Invoice Received Date.

9. Enter the Sign-Off Date.

10. Click the Fund Accounting tab.

PRUNT1 DOCUMENT - ACCOUNTING SECTION, FUND ACCOUNTING TAB

General Information | Reference Detail Accounting { Service Dates |JAdditional Amounts
-
Detail Object: @; OBSA:
Sub Fund: & Sub Object: & Sub OBSA:
@panment: 015 @ Revenue Source: @,; Department
Object:
Ao 2‘ S Rse;zr::ee: ﬁi Dept Revenue:
Sub Unit: 4 m
Appr Unit: & | R N

Enter the Fund code.
Enter the Department code.
Enter the BSA code.

Ll e

Click the Service Dates tab. The Service Dates tab of the Accounting section
is displayed.
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PRUN1 DOCUMENT - ACCOUNTING SECTION, SERVICE DATES TAB

Payment Request - Universal Non Commodity(PRUM)‘ Dept: 015 ID: 20090000002 Ver.: 1 Function: New Phase: Draft ] w

Document Navigator [x] A i = = e

Header

Vendor Accounting Line Line Amount Line Closed Amount Line Open Amount Referenced Line Amount Event Typ|
. 0 $1,000.00 APUE

Accounting

X From 1 to 1 Total: 1
E=4

General Information || Reference | Fund Accounting | Detail Accounting |[INERCEIHICEM Additional Amounts

Service From Date: | 10/21/2009

Service To Date: | 10/21/2009

B Saverl 5% Unde l [E4¢ Insert New Line | | [2¢Insert Copied Linerl | B4 Edit with Grid I
| copy ! <: Validate ] | E3 SubmiD : [% Discard ] & Print | Processing =

5. Enter the Service From Date.

6. Enter the Service To Date.

VALIDATE AND SUBMIT PRUN1

1. Click the Validate button to check for errors. If any errors exist, fix the errors
and click the Validate button again.

PRUNT1 DOCUMENT - VALIDATE MESSAGE

“ Welcome, System Admin

2. Click the Posting section to review posting information. You can click the eye
icon to view posting details.

PRUN1 DOCUMENT - POSTING SECTION

Line Function Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
: Stindara A01S Generic Liab $1,000.00
et DNOB Univ Disb Pay $1,000.00

From 1 to 1 Total: 1

3. Click the Submit button.
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4. C(Click the Close button.

PRUN1 DOCUMENT - SUBMITTED MESSAGE

1Y N e S R

Welcome, System Admin
View All 1 of 1| Document submitted successfully - Pending Approval

Payment Request - Universal Non Commodity(PRUN1) | Dept: 015 ID: 20090000002 Ver.: 1 Function: New Phase: Pending

You have successfully submitted a PRUN1 document and it is pending approval.

ToPIC 5 - UNIVERSAL COMMODITY BASED PAYMENT
REQUEST (PRUC1)

The Universal Commodity Payment Request (PRUC1) is a versatile document
that provides the functionality associated with a variety of Payment Request
types available in FMS: Accounting. The Event Type that is chosen drives how
the document will function.

It is useful when multiple Payment Request types are necessary on one payment,
for instance, a payment that requires the release of securities. In this case, both
an expense line and a balance sheet account are required on the same document.
No other payment type can accommodate this posting except the
PRUN1/PRUCI1. Note the following:

# The Event Types chosen on each accounting line drive the function and
use

# The user has the ability to enter multiple types of Payment Request
transactions on one document

# EBach PRUCI document line can reference commodity documents

These are the event types associated with this type of payment request:

Event Types Description

APU1 Authorize Normal Payment (Default)
APU2 Equity Payout Authorization

APU3 Liability Payout Authorization
APU4 Asset Payout Authorization
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Event Types Description

APU5 Authorize Escheat Payment

APU6 Authorize Backup Withholding Payment
APU7 Authorize Earned Revenue Refund
APUS8 Encumbrance Correction & Credit Memo
APU9 Non Referencing Credit Memo

GUIDED SIMULATION

@ The movie icon represents a guided simulation that displays in the
4 online Payment Request eLearning course.

The Office of the Comptroller must make a payment of $400.00 that requires the
release of securities. In this case, both an expense line and a balance sheet
account are required on the same payment. Create a PRUC1 to make the
payment for release of securities.

To process a payment with a PRUC1, you will be entering information in the
Vendor, Commodity, and Accounting sections.

This menu path guides you to the starting point of this specific task.

HOME PAGE >CLICK SEARCH = CLICK DOCUMENT CATALOG = CLICK CREATE
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CREATE A PRUC1 DOCUMENT

PRUC1 DOCUMENT - DOCUMENT CATALOG

N i} WM e Jum to 2

I Welcome, System Admin

DEVFMS01 Document Catalog

Message Center

Search sk
¥ Document Identifier

Page Search Code : pRuC1 j‘_).‘J Unit :
Document Catalog Dept. :[g1s

History

[E Search

w Other Options

Favorites
(Auto Numbering : [v ’
Administration

Create Template : [

infoAdvantage

lenu

1. Enter PRUC1 for the document Code.
2. Enter the Dept code.

3. Enter the current 4-digit fiscal year in the Document ID field. This number
will be added as a prefix to the auto generated ID number. A fiscal year prefix
is required for all documents.

4. Select the Auto Numbering checkbox.

5. Click the Create link to create the PRUC1 document. The PRUC1 document is
displayed.
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PRUC1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

T T 1 T T——
Payment Request - Universal Commodity(PRUC1)! Dept: 015 ID: 20080000001 { Ver.: 1 Function: New Phase: Draft P v A HoaHied Dy

_

(LGN Gl uENo | Payee | Extended Description | Contact | Document Information

Document Name: Actual Amount: $0.00
Retainage Amount (-): $0.00
Record Date: i

Discount Amount (-): $0.00

Budget FY:
Penalty/Interest Amount (+): $0.00

Fiscal Year: 2

Withheld Amount (-): $0.00

Period:
.\ Intercept Amount (-): $0.00

) Bank Account: | )

- Use Tax Withheld (-): $0.00

» : e
Accounting Profile: & Default Intercept Fee Amount $0.00

J Replacement: | ek
Supplementary Intercept Fee 30.00
PCard Payment: | 24 Amoﬁnt(-):
PCard Administrator: Payment Amount (=): $0.00
Cited Authority: ﬁi Outstanding Amount: $0.00
Document Description: | FIISTrainer/212-555- Closed Amount: $0.00
1212/FI4STrainer@fisa.nyc.gov

Referenced Amount: $0.00

When the PRUC1 document is created, a new document ID is generated. The
document is shown as Ver:1, Function: New, Phase: Draft.

The Record Date, Budget FY, Fiscal Year, and Period, if left blank, will auto
populate when the document is fully approved, based on the approval date.
When two accounting periods are open and you need to post to a prior period,
you can enter the appropriate Record Date, FY, or accounting period here. The
approval date will not override the information that is entered.

6. Enter contact information for the person creating the document in the
Document Description field. Include first name, last name, phone number
with area code, and e-mail address.

General Information || Payee | Additional Amounts ESRGCH R asiaile il Contact | Document Information

Extended Description: | additicnal contact infermation can be entered in this text box

Note: The Document Description field in the Header section of the document
allows only 60 characters. If more room is required to complete the contact
information, select the Extended Description tab.
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7. Click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.

PRUC1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

| Document Navigator [x]

Header

Accounting Distribution

Payment Request - Universal Comm«:)dity(PRUCﬂl Dept: 015 1D: 20050000001 Ver.: 1 Function: New Phase: Draft ’ v

endor [N RN anElOOl Payee | Extended Description | Contact | Document Information
SOPTONY Document Name: Actual
Acceunting >
Retainage An
Posting Record Date: =
Discount A
Budget FY:
Penalty,
Fiscal Year: Am|
Period: Withheld A
Domle & 4+ A Intercept Aml

| Header 00000000 |

8. C(lick the Vendor section. The General Information tab of the Vendor section

is displayed.

ENTER DATA INTO VENDOR SECTION

PRUC1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

(O IR kLGl Disbursement Options || Invoice Information | Agreement Reference | Discount Terms

Vendor Customer:

Legal Name:

Alias/DBA:

| B« insert New Line

Address Code:

Address 1:

Address 2:

@ Vendor Contact ID:
Vendor Contact Name:
Vendor Contact Phone:
@ Vendor Contact Phone

Ext.:

Vendor Contact Email:

| (B4 Insert Copied Line | | B4 Edit with Grig

Click the Insert New Line button.
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PRUC1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

Agreement Reference

Discount Terms

(e=h B IR (enEL M Disbursement Options | Invoice Information

‘VendorCustomer: 0000000012 @\ >
Legal Name:
Alias/DBA:

( Address Code: |1 2 )
Address 1:
Address 2:
City:

State: ‘ v
Zip Code:
Country:
(A save ) 5 undo | | Beinserttiew Line | | [ insert Copied Line | | B4 Edit with Grid |

Qndor Contact Name:

Vendor Contact Phone:

Vendor Contact ID:

John Smm)

Vendor Contact Phone
Ext.:

Vendor Contact Email:
Fax:

Fax Extension:

Web Address http:/i:
Taxpayer ID Number:

Taxpayer ID Type: Ji"

Note: The Vendor fields are now white and data can be entered into the fields.

2. Enter the Vendor Customer code, or select it from the pick list.

3. Enter the Address Code, or select it from the pick list.

4. If you would like to optionally designate a vendor contact, either enter or
select the Vendor Contact ID or enter a Vendor Contact Name.

Note: The Vendor Contact Name will appear on the "Attention To" line of the

Check after disbursement.

5. Click Save to bring in the vendor information.

PRUC1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

Payment Request - Universal Commodity(PRUC‘l); Dept: 015  ID: 20090000001 Ver.: 1 Function: New Phase: Draft [ =

Document Navigator X
Header

Accounting Distribution

[N BN Dishursement Options || Invoice Information | Agreement Reference | Discount Terms

Vendor

State

H szave I | %5 undo |

Address Code:
Address 1:
Address 2:

City:

Zip Code:

Country:

C :D Vendor Customer:

Commedity

Accounting Legal Name:
Posting Alias/DBA:

: | 0000000012 &
UNITED STATES POSTAL |
1 2
65 COURT STREET,
Rl 10018
BROOKLYN
4 ‘ New York v
11201
us

[2¢ Insert New Line I [B4 insert Copied Line I

Vendor Contact ID:
Vendor Contact Name: John Smith
Vendor Contact Phone:

Vendor Contact Phone
Ext.:

Vendor Contact Email:
Fax: | 999 999-9

Fax Extension:

Web Address http:/i:

Taxpayer ID Number:

El Edit wih Grid |

6. Click the Commodity section. The General Information tab of the
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Commodity section is displayed.
ENTER DATA INTO COMMODITY SECTION

PRUC1 DOCUMENT - COMMODITY SECTION, GENERAL INFORMATION TAB

el iRl Reference | Fixed Asset Intent Reference | Invoice Information | Agreement Reference

CL Description:

Commodity: 4|
Stock Item Suffix:

Supplier Part Number: 4|

Commodity Description:

[Z4 Insert New Line ) [ Insert Copied Line | E4 Edit with Grid |

1. Click the Insert New Line button.

PRUC1 DOCUMENT - COMMODITY SECTION, GENERAL INFORMATION TAB

[ GRS ELDO I Reference | Fixed Asset Intent Reference{ Invoice Information ) Agreement Reference | Discount Terms | Additional Amounts | Tax Infermation

CL Description: Service From Date: | 10/21/2009

Service To Date: | 10/21/2009 =]
(commodity: | 00z14000010 2 ’ Tax Profile @
= x|

Stock Item Suffix:
Accounting Profile: 2|
Supplier Part Number: 2
PCard ID:

Commodity Description:
Cardholder Name:

PCard Expiration Date:

Account Number:

Description:
Reconciliation Sequence: ﬁi
Reconciliation Status:
Line Type: | ltem Z\ Receipt Date:
Quantity: | 1.00000 Comments:
Unit of Measure: | 1/28 &

Unit Price: | 400

Lock Order Specs: [~

Note: The Commodity fields are now white and data can be entered into the
fields.

2. Enter the Commodity code, or select it from the pick list.
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COMMODITY SECTION - COMMODITY CODE PI1cK LIsT
Choose

Browse Clear

Commodity : Name :
Active
Commodity Name Active

Select 005 tara test Yes
Select 00505000000 Abrasive Equipment and Tools Yes
Select 00514000000 Abrasives, Coated: Cloth, Fiber, Sandpaper, etc. Yes
Select 00514000010 CLOTH, ABRASIVE, CROCUS CLOTH, 9" x 11" Yes
Select 00514000030 CLOTH, ABRASIVE, ALUMINUM OXIDE 9" X 117, NO. 100 Yes

Select 00514000050 CLOTH, ABRASIVE, ALUMINUM OXIDE 9" X 117, NO. 120 Yes
Select 00514000070 CLOTH, ABRASIVE, ALUMINUM OXIDE 8 " X 117, NO. 150 Yes
lect 00514000090 CLOTH, ABRASIVE, ALUMINUM OXIDE 8" X 117, NO. 180 Yes
lect 00514000110 CLOTH, ABRASIVE, ALUMINUM OXIDE 9" X 117, NO. 50 Yes
lect 00514000130 CLOTH, ABRASIVE, ALUMINUM OXIDE 8" X 117, NO. 60 Yes

Cancel First Previous Next Last

&

o

&

3. Select the Line Type from the drop-list.

COMMODITY SECTION - LINE TYPE DROP DOWN

Quantity:

Service
Discount
Catalog

Not Specified

bf Measure:

Unit Price:

4. Enter the Unit of Measure, or select it from the pick list.

COMMODITY SECTION - UNIT OF MEASURE PICK LIST

Choose

Browse Clear
Unit of Measure : Description :

Unit of Weight :

Unit of Measure Description  Unit of Weight

Select 1/12B 1/2 Box No
Select 12D 1/2 Day No
Select 12P 1/2 Pack No
Select 12y 1/2 Year No
Select 10 10 Per Box No
Select 100G  Hundred Grams No
Select 10G 10 Grams No
Select 10KG 10 Kilograms No
Select 20PK 20 Pack No
Select 250G 250 Gram No

Cancel First Previous Next Last

204



Citywide FMS Training

Enter the Quantity.
Enter the Unit Price.
Enter the Service From Date, or select it from the calendar.

Enter the Service To Date, or select it from the calendar.

o ® N o O

Click the Invoice Information tab. The Invoice Information tab of the
Commodity section is displayed.

PRUC1 DOCUMENT - COMMODITY SECTION, INVOICE INFORMATION TAB

y - Universal C ity(| 1)? Dept: 015  ID: 20090000001 Ver.: 1 Function: New Phase: Draft :jm
Document Navigator I
bk From 1 to 1 Total: 1 ) d
Accounting Distribution
Vendor
Commodity
@ ! erence Agreement Reference || Discount Terms | Add
Posting Sdeinils ked = - Sl
Invoice Doc Code: @ndor Invoice Number: IZZBD
Invoice Doc Dept: Vendor Invoice Line:
Invoice Doc ID: Vendor Invoice Date: |
Invoice Doc VL: Cnvoice Received Date: | 10/21/2008 )E
Invoice Doc CL: Check Description:
Goice Acceptance/Sign-  10/21/2009 E)
Off Date:

10. Enter the Vendor Invoice Number.
11. Enter the Invoice Received Date, or select it from the calendar.
12. Enter the Invoice Acceptance/Sign-Off Date, or select it from the calendar.

13. Click the Accounting section. The General Information tab of the Accounting
section is displayed.

ENTER DATA INTO THE ACCOUNTING SECTION

PRUC1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

(L EIRh b Ll Reference | Fixed Asset Intent Reference | Fund Accounting || Detail Accounting

Event Type: ﬁ; Budget FY:
Accounting Template: @¢ Fiscal Year:
. | Period:
Bank Account: ﬁf
; ezt Check Description:
Line Description:
Sub Total Line Amount:
Tax Amount:
Special Instructions
Use Tax Amount: Code:

[Z4 Insert New Line |) [2¢ Insert Copied Line ] E4 Edit with Grid
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1. Click the Insert New Line button.

PRUC1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

Fund Accounting [JDetail Accounting | Additional Amounts | E

[ R nEUOG M Reference | Fixed Asset intent Reference
< Event Type: APU4 @\ ) Budget FY:

Accounting Template: | Fiscal Year:

Bank Account: 4| Retod:

) — Check Description:

Line Description: | Asset Payout
Sub Total Line Amount:  $£00.00
Tax Amount:

Special Instructions 4|
Use Tax Amount: Code: :
Total Line Amount: Disbursement Category: &
Interest Ineligible: [~ Extension Reason: @1

< Payment Type: P ﬁl Extension Description:

Note: The Accounting fields are now white and data can be entered into the
fields.

2. Select the Event Type APU4 for Asset Payout Authorization from the pick
list.

ACCOUNTING SECTION - EVENT TYPE PICK LIST

Event Type Event Type Name

Select APUA Authorize Normal Payment
Select APUZ Equity Payout Authorization
Select APUZ Liability Payout Autherization
@ APU4 Asset Payout A.uthorizati@
Select APUS Authorize Escheat Payment
Select APUE  Autheorize Backup Withholding Payment
Select APU7 Authorize Earned Revenue Refund
Select APU8 Encumbrance Correction & Credit Memo
Select APUS Non Referencing Credit Memo
Cancel First Previous Next Last

3. Enter the Sub Total Line Amount.
4. Enter the Payment Type, or select it from the pick list.
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ACCOUNTING SECTION - PAYMENT TYPE PICK LIST

Choose

Browse Clear

Document Code :
Fund Group :
Document Code
Select PRUC1
Select PRUC1
Select PRUC1
Select PRUC1
Select PRUC1
Select PRUC1
Select PRUC1
Select PRUC1
Select PRUC1
Select PRUC1

Fund Fund Group Payment Type

ALL
ALL
ALL
ALL
ALL
ALL
ALL
ALL
ALL
ALL

Cancel First Previous Next Last

Fund :
Payment Type :

(o4 B
C c
C F
c M
C o]
c P
c R
C S
G B
G M

5. Click the Fund Accounting tab.
The Fund Accounting tab of the Accounting section is displayed.

PRUC1 DOCUMENT - ACCOUNTING SECTION, FUND ACCOUNTING TAB

T Bl |
Payment Request - Universal Commodity(PRUCﬂ} Dept: 015 ID: 20080000001 Ver.: 1 Function: New Phase: Draft | h o 0aiiied o

— - " - .

Document Navigator
Header
Accounting Distribution
Vendor

Commodity

]

Accounting

Posting

Fund: | 001 & Detail Object: 2|
Sub Fund: & Sub Object: &
@panment: 015 @D Revenue Source: 21
Unit: @ Sub Revenue &

Source:
AppeHit ﬁ‘ Sub BSA: @i

(Y $0.00 No
From 1 to 1 Total: 1
General Information | Reference | Fixed Asset Intent Reference [RIIGGEXLSIILITVM Detail Accounting || Ad

Deq

ﬁ‘Save | 55 Undo | ‘ [?,4 insert New Line ] ‘ [E4 Insert Copied Line | | B4 Edit with Grid l

cony| (B velcote | [E3-submt]) [Tk Dscara]

@ Print

6. Enter the Fund, or select it from the pick list.

7. Enter the Department, or select it from the pick list.

8. Enter the BSA code, or select it from the pick list.
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VALIDATE AND SUBMIT PRUC1

9. Click the Validate button to check for errors. If any errors exist, fix the errors
and click the Validate button again.

PRUC1 DOCUMENT - VALIDATION MESSAGE

N i RSl ey et

‘ Welcome, System Admin

iew All 1 of 1(@ Document validated successfully

Payment Request - Universal Commodity(PRUCﬂ' Dept: 015 ID: 20090000001 Ver.: 1 Function: New Phase: Draft

10. Click the Posting section to review posting information. You can click the eye
icon to view posting details.

PRUC1 DOCUMENT - POSTING SECTION

Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount

- Standiarg AD16 Generic Asset $400.00
il DNOS Univ Disb Pay $400.00

Line Function

11. Click the Submit button.

PRUC1 DOCUMENT - SUBMITTED MESSAGE

| |

| Payment Request - Universal Commodity(PRUCﬂl Dept: 015 ID: 20090000001 Ver.: 1 Function: New Phase:

12. Click the Close button.

You have successfully submitted a PRUC1 document and it is pending approval.

208



Citywide FMS Training

SUMMARY

In this module, you have

# Reviewed Special Purpose Payment Requests for Oversight

CHECK YOUR PROGRESS

1. Is the following statement True or False: The PRW1 and the PRUC1 are the
only payment requests that allow a balance sheet account to be entered
directly by a user.

a. True
b. False

2. Is the following statement True or False: If a PR]1 has been rejected, it can not
be modified by authorized users at the Oversight Department.

a. True
b. False

3. Is the following statement True or False: The Universal Non-Commodity
(PRUN1) and Commodity based (PRUC1) Payment Requests document
should be used when multiple Payment Request types are necessary on one
payment.

a. True

b. False

Answers
1. b
2. b
3. a
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Module 6: Modifications & Cancellations
of Payment Request

OBJECTIVES
In this module, you will:
# Process a Modification and Cancellation of a Payment Request

# Check for errors (validate) and submit the Payment Request

TOPIC 1 - OVERVIEW OF MODIFICATIONS & CANCELLATIONS

MODIFICATIONS

Documents that are in Draft mode can be changed at any time by clicking the
Edit button. Once a document is approved, it reaches the Final phase and is
accepted into the system. If you need to modify a document that is in Final
phase, open the document and click the Edit button. A new version is
automatically created for you. Version numbers are used to uniquely identify
each modification of a document. The version number is a sequential number
that is initially set to one and incremented when a new version of the same
document is created. All versions of the document appear in the Document
Catalog and in the document's history.

At times, it is necessary to change payment request information after it has been
processed to Final acceptance. These modifications can only be made to the
Payment Request document lines before they have been disbursed (paid by the
Automated Disbursement process or paid by the Manual Disbursement
Document).

This can be determined by reviewing the Closed Amount and Closed Date on the
Header section of the payment request:

# If it is only partly closed, look at the Closed Amount and Closed Date
on the Accounting Line to determine if the line you want to modify is
closed

# Once it has been disbursed (closed), changes cannot be made until the
check paying the Accounting Line has been cancelled and the Payment
Request document line is re-opened

Modifications made to a payment request that references another document can
also impact the referencing document, depending on the changes made:
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# If the changes do not impact the accounting entries or system
maintained tables of the previous document, such as changing the
comments/ description fields, the changes are updated to the Payment
Request only

# If the payment has accounting impacts to the referenced document,
such as increase/decrease Line Amount, extra accounting entries will
have to be posted and update the referenced document

Disbursement Options

Disbursement Options cannot be modified on the Payment Request. Error
messages appear on the PRC2 to indicate when the document is validated
(Disbursement Options).

DISBURSEMENT OPTIONS TAB

General Information |[EUSVHEENEh gL Discount Terms

Disbursement @ EFT Status:
Category:
Handling Code: 4@
Schedule Payment Date: |
Disbursement Priority: @ HpayerE
Taxpayer Id Type: v

Disbursement Type:
Pay Third Party: [
Disbursement Format:

[=

Single Payment: [

Sometimes a key item on an approved payment request needs to be changed
before disbursement occurs. Users can submit a Disbursement Request
Modification (DRM) document for the following actions:

# To request a single check

# To request a Hold for pickup

# To request a change to the schedule payment date
# To change EFT to check

Most of the options described are found on the Disbursement Control options tab
of the DRM document.

Note: DRMs are approved by the Comptroller's Office. Changes requested do not
update the original payment request but are processed on the check or EFT.

The DRM document is discussed further in the Disbursement Processing Course.
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CANCELLATIONS

The Cancellation of the PRC2 is accomplished through the Discard button of the
document.

# PRC2 documents that are partially or fully paid cannot be cancelled.

# All Cancellations will reverse the document's impact on all tables, and
reverse ledger postings on the journals.

# If it is necessary to cancel a payment request that has been fully or
partially disbursed, the disbursement document that references the
payment request must be cancelled first.

CHECK OR EFT CANCELLATIONS

If a disbursement has been made (Check or EFT issued), it can only be cancelled
by Oversight users. Department users should contact Comptroller's Office for
check cancellations and include the reason, the check number, and whether the
payment request should be held, cancelled or paid again. If the Disbursement
and Payment Request are both cancelled, the encumbrance will be re-opened.
Disbursement Cancellations are discussed in more detail in the Disbursement
Processing course.

TOPIC 2 - MODIFY A REFERENCING PAYMENT REQUEST

At times, it is necessary to change payment request document information after it
has been processed but not disbursed. A user may have entered the
encumbrance reference incorrectly on the original payment request and may
need to modify the payment request to correct this. It is important to note that
you can not delete an accounting line or modify reference information of an
accounting line through a modification. Therefore, the only way to correct this in
the modification is to change the line amount of the incorrect line to zero, which
will reopen the encumbrance line. Then, create a new accounting line in its place
by entering a backward reference.

Modify a PRN2 document making sure to:

# Change the reference (Zero out one of the lines and insert a new one in
its place).

# Change the Line Amount on one of the lines.

GUIDED SIMULATION
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@ The movie icon represents a guided simulation that displays in the
y online Payment Request eLearning course.

A City Department needs to modify a previously submitted Payment Request to
reflect an increase of $25 on one of the lines. It must also change the referenced
encumbrance of one of the lines and set the Line Amount to $25.

Modify a PRN2 document making sure to:

# Change the reference (Zero out one of the lines and insert a new one in
its place).

# Change the Line Amount on one of the lines.

This menu path guides you to the starting point of this specific task.

HOME PAGE = CLICK SEARCH =2 CLICK DOCUMENT CATALOG = SEARCH FOR PRN?2
DOCUMENT

OPEN THE PAYMENT REQUEST DOCUMENT

DOCUMENT CATALOG SEARCH RESULT

Code Dept. Unit ID Comments Version Function Phase Status Date UserID Amount Active
[] pRNZ &s6 20090000008 No 1 New Final Submitted 10/22/09 858PRA1 S75.00 Yes

First Prev Next Last

1. Open the PRN2 document to be modified.

Note: The original Dollar Amount on this document is $75.00.
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MODIFY ACCOUNTING LINE NUMBER 1

PRN2 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request - Non Commodity Encumbrance(PRN2)1 Dept: 856 ID: 20090000008 Ver.: 1 Function: New Phase: Final | s \?o,

[T S B el EUTOG M Payee | Additional Amounts | Extended Description | Contact | Document Information
Document Name: Bank Account: &i
Replacement: [
Record Date: 10/22/2009 B
Cited Authority: 4
Budget FY: 2009
Actual Amount: $75.00
Fiscal Year: 2009
Ild Closed Amount: $0.00
Period: 12
Closed Date:
Document Description:
Open Amount: $75.00
Referenced Amount: 50.00
Vendor Vendor Line: 1 Vendor Customer: 0000000012 Legal Name: UNTED STATES POSTAL SERVICE
Accounting No. of Lines: 2 Accounting Line: 1 Line Amount: $25.00 Line Open Amount: $25.00
Posting No. of Lines: 2 Posting Line: 1
Sé’ Edit | )[3 Copy I | &% Copy Forward | | [3% Discard | L@ Print| Processing |

Note: The Closed amount is $0.00, indicating that the Payment Request has not
been closed and can still be modified.

1. Click Edit to create a new Modification Draft version.

PRN2 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request - Non Commodity Encumbrance(PRN2)l‘ Dept: 856 ID: 20090000008 { Ver: 2 Function: Modification Phase: Draft

(CEh GBI Payee | Additional Amounts | Extended Description | Contact | Document Information

Document Name: Bank Account: ﬁbi

Replacement: |

Record Date:
Cited Authority:
Budget FY: | 2009
lﬂ'\ - Actual Amount: $75.00
Fiscal Year:
¥ Closed Amount: $0.00

Period:

Closed Date:
/ Document Description:

Open Amount: $75.00

H Save l "} Undo

The modification version of the PRN2 document is displayed, and shown as
Ver:2, Function: Modification, Phase: Draft.
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2. Click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.

PRN2 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request - Non Commodity Encumbrance(PRNZ)‘} Dept: 856 ID: 20090000008 Ver.: 2 Function: Mcdification Phase: Draft }

Document Navigator ] Head

i
\
|
|

|

Header
Vendor

©Acccunting (LR GOl Payee | Additional Amounts | Extended Description | Contact | Document Inf
Posting Document Name: Bank Account:

Replacement: [~

Record Date:
Cited Authority:
Budget FY: 2009
Actual Amount: $75.00
Fiscal Year:
Closed Amount: $0.00
Period:

Closed Date:
Document Description:
Open Amount: $75.00

The Document Navigator is displayed.

3. Click the Accounting section.

PRN2 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB, LINE 1

Accounting Line  Line Amount Line Closed Amount Line Open Amount Referenced Line Amount  E|

1 $25.00 $0.00 $25.00 $0.00 A
2 $50.00 $0.00 $50.00 $0.00 A

From 1 te 2 Total: 2

(eEh S Elh (b0l Reference | Fund Accounting || Detail Accounting || Service Dates | Additional Amounts

Event Type: | APE1 4 Budget FY: | 2009
Accounting Template: ﬁ! Fiscal Year:
Line Description: | Period:
00000000001000.00 Bank: 73 2

Vendor Invoice | 24557

Number:
Line Amount: 50
Vendor Invoice Line: 1

Line Closed Amount: $0.00

The General Information tab of the Accounting section is displayed. Notice that
there are two Accounting lines. When the Accounting section is opened, it
defaults to the General Information tab of the first accounting line.

4. Enter 50 in the Line Amount field to change the Line Amount from $25.00
to $50.00.
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MODIFY ACCOUNTING LINE NUMBER 2

Change the Reference of one of the Accounting lines. To accomplish this, you
will zero out Accounting Line Number 2 and create a new Accounting Line
(Accounting Line Number 3).

PRN2 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB, LINE 2

Accounting Line  Line Amount Line Closed Amount Line Open Amount Referenced Line Amount Even

$50.00 $0.00 $25.00 $0.00 APE1

1
‘ 2 $50.00 $0.00 $50.00 ) $0.00 APE1

From 1 to 2 Total: 2

[CELEI G GBIl Reference || Fund Accounting || Detail Accounting | Service Dates || Additional Amounts

Event Type: APE1 & Budget FY: 2008
Accounting Template: @1 Fiscal Year:
Line Description: Period:
00000000001000.00 Bank: 73 ﬁi

Vendor Invoice | 14567

Number:
Line Amount: |0

B Vendor Invoice Line: 2
Line Closed Amount: 30.00

<‘ H save >J; Undo I B4 insert New Line l [B4 Insert Copied Line | E4 Edit with Grid l
1. Click Accounting Line Number 2 to display the line.

o —

The General Information Tab of the Accounting Line 2 is displayed.

2. Enter O in the Line Amount field to change the Line Amount from $50.00 to
$0.00.

3. Click the Save button.
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PRN2 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB, LINE 2

— | _

Accounting Line  Line Amount Line Closed Amount Line Open Amount Referenced Line Amount  Ever
1 $50.00 $0.00 $50.00 $0.00 APE1
2 $0.00 $0.00 $0.00 $0.00 APE1

From 1 to 2 Total: 2

[eH s (snblh Il Reference | Fund Accounting | Detail Accounting | Service Dates || Additional Amounts

Event Type: | APE1 & Budget FY: | 2009
Accounting Template: @} Fiscal Year:
Line Description: Period:
00000000001000.00 Bank: 73 4‘

Vendor Invoice 14567

l :
Line Amount: | 50.00 Number:

Vendor Invoice Line: 2

Line Closed Amount: $0.00

B save || S undo | (| B« insert New Line | ) [« Insert Copied Line | | B4 Edit with Grid

INSERT NEW ACCOUNTING LINE (ACCOUNTING LINE NUMBER 3)

1. Click the Insert New Line button to insert a new accounting line (Accounting
Line Number 3).
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PRN2 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB, LINE 3

General Information (RGN und Accounting | Detail Accounting | Service Dates | Additional Amounts
Event Type: @y Budget FY:
Accounting Template: ﬁ@ Fiscal Year:
‘ Line Description: | Added line ’ Period:
Bank: 4

—

( Vendor Invoice Number: 1224124 ’
Vendor Invoice Line:

Line Closed Amount: Vendor Invoice Date:
Line Closed Date: Invoice Received Date:
Line Open Amount: Check Description:

Referenced Line Amount:

Interest Ineligible: [~

Payment Type: P @@ Special Instructions Code:

Interest Amount From IPR: Disbursement Category:

Extension Reason:

S

Extension Description:

Sign Off Date: | 10/22/2009 )

Billing Profile:

Accounting Line Number 3 is created. The General Information tab is displayed
and data can be entered into the fields.

Enter a Line Description.
Enter the Vendor Invoice Number.

Enter the Payment Type, or select it from the pick list.

Enter 25 for Line Amount.
Enter the Sign Off Date.
Click the Reference tab.

N o o DN
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PRN2 DOCUMENT - ACCOUNTING SECTION, REFERENCE TAB, LINE 3

General Information ERSEEWEN Fund Accounting | Detail Service Dates ) Additio unts
Ref Doc Code: PON1 Ref Vendor Line: 1

Ref Doc Dept: 255 Ref Commodity Line:
Ref Doc ID: 20022000004 Ref Accounting Line: | 1
Ref Type: v

The Reference Tab of Accounting Line Number 3 is displayed.

1. Enter the Ref Doc Code (Encumbrance Document Code).

2. Enter the Ref Doc Dept (Encumbrance Department Dept).

3. Enter the Ref Doc ID (Encumbrance Document ID).

4. Enter the Ref Vendor Line (Encumbrance Vendor Line Number).

5. Enter the Ref Accounting Line (Encumbrance Accounting Line Number).

Note: Do not change the Ref Type. When the document is validated, the Ref
Type value will default based on the accounting line amounts of the referencing
and referenced documents, using the following logic:

Situation Default Ref Type
Referencing Line = Referenced Line Final

Referencing Line < Referenced Line Partial
Referencing Line > Referenced Line Error Message

6. Click the Service Dates tab. The Service Dates tab of Accounting Line
Number 3 is displayed.
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PRN2 DOCUMENT - ACCOUNTING SECTION, SERVICE DATES TAB, LINE 3

Payment Request - Non Commodity Encumbrance(PRuzli Dept: 856 ID: 20090000008 Ver.: 2 Function: Mcdification Phase: D

ﬂ Document Navigator B3]

Header
Vendos Accounting Line Line Amount Line Closed Amount Line Open Amount Rg
- 1 $50.00 $0.00 $50.00
Accounting
2 $0.00 $0.00 $0.00
3 $25.00 $0.00 $25.00
From 1 to 3 Total: 3
General Information | Reference | Fund Accounting | Detail Accounting [ERERISREICEE Ad!
Service From Date: | 10/22/2009
Service To Date: | 10/22/200% ]
A Save] | 5% Undo I | B4 insert New Linel { ¢ Insert Copied Lme] | B4 Edit with Grid l

[% copy | @ vaidate | | £3 Sub@ [k Discars | Q

7. Enter the Service From Date.

8. Enter the Service To Date.

VALIDATE AND SUBMIT PRN2 MODIFICATION

1. Click the Validate button to check for errors. If any errors exist, fix the errors
and click the Validate button again.

PRN2 DOCUMENT - VALIDATE MESSAGE

Jump to: ﬁ‘iﬂl @ Hd

| Welcome, PR APP1 856
i @ Document validated successfully

| Payment Request - Non Commodity Encumbrance(PRNZ)l Dept: 856 ID: 20080000008 Ver.. 2 Function: Mcdification

2. Click the Posting section to review posting information. You can click the eye
icon to view posting details.

PRN2 DOCUMENT - POSTING SECTION
- , - =T

Fine Einction Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
- Liquidati Po0& Res Encumbrance $25.00
iquidation P0OS Encumbrance $25.00
Do External AE $25.00
2 Standard
anaar DN Enc Disb Pay $25.00
From 1 to 2 Total: 2 Go to
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3. Click the Submit button.

PRN2 DOCUMENT - SUBMITTED MESSAGE

e S BRI il T 3ol o
| Weicome, PR APP1 856

wview Al 1 of i @ Document submitted successfully - Pending Approval

Payment Request - Non Commodity Encumbrance(PRNZ)} Dept: 856 |D: 20090000008 Ver.: 2 Function: Modification Phase: Pending

4. Click the Close button.

TOPIC 3 - MODIFY A NON-REFERENCING PAYMENT REQUEST

When modifying a Miscellaneous or any other Non-Referencing Payment
request, it may be necessary to change the Accounting Distribution on one or
more of the accounting lines. This may be the case if the original payment
request used the incorrect accounting distribution. This type of modification can
only be done on non-referencing accounting lines.

GUIDED SIMULATION

@ The movie icon represents a guided simulation that displays in the
4 online Payment Request eLearning course.

A City Department needs to modify a previously submitted PRM1 payment
request to change the Accounting Distribution to the correct one.

This menu path guides you to the starting point of this specific task.

HOME PAGE = CLICK SEARCH = CLICK DOCUMENT CATALOG = SEARCH FOR PRM1
DOCUMENT

OPEN THE PAYMENT REQUEST DOCUMENT

DOCUMENT CATALOG SEARCH RESULT

Code Dept. Unit 1D Comments Version Function Phase Status Date UserID Amount Active

[] PRM1 858 20080000002 No 1 New Final Submitted 10/20/09 8S6PRA1 $301.13 Yes

First Prev Next Last

1. Open the PRM1 document to be modified.
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MODIFY THE ACCOUNTING LINE

PRM1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request-Miscellaneous(PRMﬂ[ Dept: 856 ID: 20090000002 Ver.: 1 Function: New Phase: Final “77 1

[CEHETEIRG Gl Payee | Additional Amounts | Extended Description | Contact | Document Information

Document Name:

Bank Account: 4|

Replacement: [

Record Date: 2 i
a0 Cited Authority:
r Budget FY: 2009
\ Actual Amount: $301.12
Fiscal Year: 2009
i Closed Amount: $0.00
Period: 12
j Closed Date:
\ Document Description: F)1STrainer/212-555-

1212/FliSTrainer@fisa.nyc.gov Open Amount: $201.12

Referenced Amount: £0.00

Vendor Vendor Line: 1 Vendor Customer: 0000000012 Legal Name: UNTED STATES POSTAL SERVICE
Accounting No. of Lines: 1 Accounting Line: 1 Line Amount: $301.13 Line Open Amount: $301.13
Posting No. of Lines: 1 Posting Line: 1

:"37Copy Forward I I} Discardrl @5 Print

L

Note: The Closed amount is $0.00, indicating that the Payment Request has not
been closed and can still be modified.

2. Click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.

3. Click Edit to create a new Modification Draft version.
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PRM1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request - Miscellaneous(PRM1)1 Dept: 856 ID: 20090000002( Ver.: 2 Function: Medificaticn Phase: Draft .‘

Document Navigator [x]

Header
Vendor
@ F‘a_.ee Additional Amounts | Extended Description | Contact
Posting

Document Name:

Record Date:
Budget FY: | 2008
Fiscal Year:
Period:

Document Description: | FISTrainer/212-555-
1212/FMSTrainer@fisa.nyc.gov

The modification version of the PRM1 document is displayed, and shown as
Ver:2, Function: Modification, Phase: Draft.

4. Click the Accounting section.

PRM1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

General Information |[EEEEIEIETlE Jetail Accounting || Service Dates | Additional Amounts

Fund Accounting

Event Type: | API1 a Budget FY: | 2009
Accounting Template: ﬁ [ Fiscal Year:
. s s 5 Period:
Line Description: | lfiscellansous Payment
Bank: 78 2|

Vendor Invoice Number: 1555871

Line Amount: | $201.12 Vendor Invoice Line: 1
Line Closed Amount: $0.00 Vendor Invoice Date:
Line Closed Date: 10/22/200¢ Invoice Received Date: | 10/22/2009
Line Open Amount: $201.12 Cherck Descrintinn:

The General Information tab of the Accounting section is displayed.
5. Click the Fund Accounting Tab.
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PRM1 DOCUMENT - ACCOUNTING SECTION, FUND ACCOUNTING TAB

eneral Information | Reference RNeFXelololiislilsoQl Detail Accounting )&:r ice Dates | Additional

( Fund: | 001 o)) ‘ Detail Object: 1000 @)
Sub Fund: @ Sub Object: &
( Department: 258 @_:i ) Revenue Source: £|
Unit: ﬁ:; Sub Revenue Source: @i
Sub Unit: @ BSA: |
Appr Unit: | 220 4 Sub BSA: |

6. Enter the Fund.

7. Enter the Department.

8. Enter the Detail Object.

9. Click the Detail Accounting tab.

PRM1 DOCUMENT - ACCOUNTING SECTION, DETAIL ACCOUNTING TAB

Payment Request-Miscellaneous(PRM1)i' Dept: 856 ID: 20090000002 Ver.. 2 Function: Modification Phase: Draft ‘ >,

Document Navigator X

Header From 1 to 1 Total: 1
Vendor
Accounting
Posting ,
General Information | Reference | Fund Accounting |ESIEIRXESGIYE Service Dates | Additional Amounts
Location: @:ﬂ Capital Project ID: @) I
Sub Location: 4| Sub Project ID: &
Rept Cat/Quick: 7‘_4_:. Task: _@:;
Sub Rept Cat/Quick: '@| Sub Task: @; Pr|
Budget Code: 4400 & Task Order: &
Sub Budget: &

A save | %% Undo | [E4 Insert New Line ] [E« Insert Copied Line l E4 Edit with Grid
[3 Copyl Gj Vahdatel £ Subm ‘[} Discardl | & Print
The Detail Accounting tab is displayed.
10. Enter the Budget Code.

Note: The Unit of Appropriation (Appr Unit) on the Fund Accounting tab will be
inferred from the Budget Code.
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VALIDATE AND SUBMIT PRM1 MODIFICATION

1. Click the Validate button to check for errors. If any errors exist, fix the errors
and click the Validate button again.

PRM1 DOCUMENT - VALIDATE MESSAGE

F'wgs’tig?%’m% Jump to:

Il Payment Request-Miscellaneous(PRM1)j Dept: 856 ID: 20090000002 Ver.: 2 Function: Medification Phase: Draft

2. Click the Posting section to review posting information. You can click the eye
icon to view posting details.

PRM1 DOCUMENT - POSTING SECTION

Line Eunction Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
4 i DNO2 Misc Disb Pay $301.13
bl D011 External AE $301.12
> Standard Do External AE $301.13
= = DNO2 Misc Disb Pay 8301.13

From 1 to 2 Total: 2

3. Click the Submit button.

PRM1 DOCUMENT - SUBMITTED MESSAGE

N o) a T

Welcome, PR APP1 856
lview All1 of (| @ Document submitted successfully - Pending Approval

~ Syste

panciabManagsmenk . &/ co| B rHome

Payment Request-Miscellaneous(PRM1)‘ Dept: 856 ID: 20090000002 Ver.: 2 Function: Medificatien Phase: Pending \
|

4. Click the Close button.

You have successfully submitted a PRM1 modification and it is pending
approval.

TOPIC 4 - CANCEL A PAYMENT REQUEST

A Payment Request can be cancelled if the document was entered in error. For
example, a user may need to cancel a payment request if the payment was made
to the wrong vendor. Another reason for cancelling a payment request is if the
accounting distribution on the referenced encumbrance is incorrect. In this case,
it is better for the user to cancel the payment request and modify the
encumbrance.
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GUIDED SIMULATION

@ The movie icon represents a guided simulation that displays in the
4 online Payment Request eLearning course.

A City Department needs to cancel a Payment Request (PRN2) document that
has been made to the wrong vendor. To cancel the PRN2, perform the following
steps.

This menu path guides you to the starting point of this specific task.

HOME PAGE =2 CLICK SEARCH = CLICK DOCUMENT CATALOG = SEARCH FOR PRN?2
DOCUMENT

DOCUMENT CATALOG SEARCH RESULT

Code Dept. Unit 1D Comments Version Function Phase Status Date UserlD Amount Active
[] PRz 8s6 20090000010 No 1  New Final Submitted 10/22/08 8S6PRA1 $25.00 Yes

First Prev Next Last

1. Open the PRN2 document to be cancelled.

PRN2 DOCUMENT - HEADER SECTION, GENERAL INFORMATION

Payment Request - Non Commodity Encumbrance(PRN2) | Dept: 856  ID: 20090000010 Ver.: 1 Function: New Phase: Final ‘ w ‘f,gi

[ EEIRINGlnk OOl Pavee | Additional Amounts | Extended Description | Contact | Document Information

Document Name: (0000043862 BROKArcoumt ﬁl
Replacement: [~
Record Date: 10/22/2009 i i i
r\ Cited Authority:
Budget FY: 2009

Actual Amount: $25.00
Fiscal Year: 2009
Closed Amount: $0.00
Period: 12
;J Closed Date:
Document Description:
Open Amount: $25.00

Vendor Vendor Line: 1 Vendor Customer: 0000000012 Legal Name: UNITED STATES POSTAL SERVICE
‘ Accounting No. of Lines: 1 Accounting Line: 1 Line Amount: $25.00 Line Open Amount: $25.00
\ Posting No. of Lines: 2  Posting Line: 1

4 Ednl B Copyl [® Copy Forward | & Print | | Processi

1. Click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.

2. Click the Discard button to create a new Cancellation draft.
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PRN2 DOCUMENT - HEADER SECTION, GENERAL INFORMATION

Payment Request - Non Commodity Encumbmnce(PRNZ)‘ Dept: 856 (ID: 20050000010 Ver.: 2 Function: Cancellation Phase: DraDi v

Document Navigator [
Header
Vendor

Accounting

(L ENh GBI Payee | Additional Amounts | Extended Description | Contact | Document Inform

Posting

Document Name: (00000432583

Bank Account:

Replacement: [

Record Date: s
Cited Authority:
Budget FY: 2009
Actual Amount: $25.00
Fiscal Year:
Closed Amount: $0.00
Period:
Closed Date:
Document Description:
| H save I | lindoa
Vendor Vendor Line: 1 Vendor Customer: 12 Legal Nan|
Accounting No. of Lines: 1 Accounting Line: 1 Line Amount: $25.00
Posting No.of Lines: 2 Posting Line: 1

L copy |

| Validate
N A

£ suomi |

\ l}ibiscard |

| & ot | | P

A Cancellation version of the PRN2 document is created and is displayed as Ver:
2, Function: Cancellation, Phase: Draft.

3. Click the Validate button to check for errors. If any errors exist, fix the errors

and click the Validate button

again.

PRN2 DOCUMENT - VALIDATE MESSAGE

Jump to:

ﬁ{ﬁl @ Home

My Workspace

é’ Persong

Payment Request - Non Commodity Encumbrance(PRNZ)‘ Dept: 856 ID: 20020000010 Ver.: 2 Function: Cancellation Phase: Draft

4. Click the Posting section to review posting information. You can click the eye

icon to view posting details.

PRN2 DOCUMENT - POSTING SECTION

Fitie Elmetion Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
1 Ciidat P00S Res Encumbrance $0.00
AEEG PCOS Encumbrance
. Do11 External AE $0.00
2 SELE DNO1 Enc Disb Pay

$0.00

$0.00

5. Click the Submit button.
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PRN2 DOCUMENT - SUBMITTED MESSAGE

- S RRBTil ™ . 2lal o S

Welcome, PR APP1 856 My Workspace
wiew Al 1 of € @ Document submitted successfully - Pending Approval

Payment Request - Non Commodity Encumbrance(PRNZ)? Dept: 856  ID: 20080000011 Ver.: 2 Function: Cancellaticn Phase: Pending

6. Click the Close button.

You have successfully submitted a PRN2 cancellation and it is pending approval.

BEST PRACTICE

# If it is necessary to cancel a payment request that has been fully or
partially disbursed, the disbursement document that references the
PRC2 must be cancelled first

# Always review your Posting line to be sure you have achieved your
desired accounting result

# For errors in the accounting distribution, the payment request should
be cancelled and the encumbrance document should be modified.

# For incorrect vendors entered, the payment request should be
cancelled
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SUMMARY
In this module, you have:
# Reviewed Modifications and Cancellations to payment requests
# Completed a modification and Cancellation of a payment request
# Checked for errors (validated) and submitted the Payment Request
modification and Cancellation
CHECK YOUR PROGRESS

1. If you want to modify a Payment Request after it has been accepted by the
system and approved (Submitted/Final), what should you do?

a. Click the Edit button in the document.
b. Click the Modify action in the Document Catalog.

c. Discard the original document, using the Discard button in the
document.

2. Is the following statement True or False: If a payment request is closed it can

only be canceled but not modified.
a. True

b. False

3. Is the following statement True or False: When canceling a payment request

referencing an encumbrance, it will reopen the encumbrance lines of the
referenced document.

a. True
b. False
Answers
1. a
2. b
3. a
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Module 7: Special Payment Request
Topics

OBJECTIVES
In this module, you will:
# Review Payment Request Inquiries
# Process a Commodity based Credit Memo (PCMC1)
# Process a Non-Commodity based Credit Memo (PCMN1)
# Process a Credit Memo for VNC (PCVN1) Charge

ToPIC 1 - PAYMENT REQUEST INQUIRIES

The Document Reference Query can be opened from the Action Menu on any
Payment Request document. With the Document Reference Query, the user can
see the back and forward reference documents for the particular payment
request. For example, the backward reference to the encumbrance and the
forward reference to the disbursement are displayed in order to see the
procurement flow. For more information about this query, refer to the Getting
Started course.

Listed below are inquiries commonly used for Payment Requests.

PAYMENT INQUIRIES

Inquiry Page Code | Description

Commodity ENCSRCH | Search for and Select lines to create a PRC2.

Encumbrance Search for commodity based encumbrance

Search documents by Doc Code, Dept and 1D, and
Vendor Name, Vendor Code. Select a document
and search for accounting lines by Commodity,
description, BFY, AFY, Period, and accounting
structure codes.

Disbursement DISRQ Disbursement information is only displayed on

Request this table until the check or EFT is processed.
Contains Vendor, Payee, Scheduled payment
date, Single check and hold information. Also
contains all references to payment request,
award, and agreement. They provide a direct
link to the original Payment Request document

230




Citywide FMS Training

Inquiry

Page Code

Description

and show the Vendor and Accounting Line
Amount for each record. Commodity,
Accounting and Discount sections are also
displayed.

The user can search by Scheduled Payment
Date, Vendor Code, Payment Request Doc Code,
Doc Department, Doc ID, Bank Account Code,
and other pertinent fields.

Interest Payment
Request Inquiry
Table

IPRINQ

The Interest Payment Request Inquiry (IPRINQ)
table shows all outstanding Interest Payment
Request Accounting Lines until they are
disbursed, providing the ability to review the
Interest document before it is paid. Also note,
the IPRINQ table allows you to search for
records by the IPR Modified Date to find the
most recent PR, or the late payment request
document information such as Late Payment
Request Document Code, Document ID, and
Department Code.

Payment Hold
Maintenance
Table

PHLDM

Allows you to view any documents and/or
vendors with Payment Holds.

Payment Hold
Activity Query

PHLDA

Provides status information for payment hold,
bypass and payment hold removal, and
indicates whether a payment was eligible for
interest.

Check Fee
History

CFHIST

The Check Fee History inquiry displays a list of
all the AD documents for which a check fee
credit memo (PCCF1) was issued. Users can
search by the Credit Memo Doc Code, ID and
Dept; or by Vendor Code. The inquiry displays
the AD Document ID, check number and issue
date, and referenced payment request
information related to the disbursement.

Vendor Invoice

VIR

This page displays a list of each vendor invoice

recorded in FMS: Accounting and is used to
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Inquiry Page Code | Description

Registry ensure that duplicate invoices are not recorded
from the same vendor.

Vendor VTH The VTH page allows you to search for specific

Transaction information related to vendor transactions.

History Available as link on bottom of VCUST page.

Disbursement DISBQ The Disbursement Query page displays

Query summary information from the AD, EFT, DC
and MD documents after the disbursement
occurs.

Disbursement DISBDQ The Disbursement Detail Query page displays

Detail Query detailed information from the AD, EFT, DC and
MD documents. DISBDQ lists the specific
payment requests associated with the
disbursement document that is selected, by
invoice number and invoice line number. Use
DISBDQ to find the check/EFT number issued
for a specific vendor invoice and vendor invoice
line number. Minimum search criteria in the
query includes Vendor Code or Payee (3rd Party
Vendor) Code, or Check Number.

Disbursement STUBDET | After a check or EFT is issued, the disbursement

Stub Detail details display on STUBDET. This page provides
information on a single-issued disbursement by
stub detail line number. It contains references to
each payment request accounting line included
on the disbursement.

Intercept Activity | INTA This page summarizes intercept activity.

Query
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BUDGET INQUIRIES

FMS: Accounting contains 8 inquiries to research the Expense and Capital

budgets. Because Departments look up budget information by appropriation

unit, budget code or object level, the Expense and Capital budget inquiries
enable Department staff to access those levels directly.

These inquiry pages list all budget lines that have been established for the budget

structure and level that is indicated in the inquiry. In addition, they display
pending increases and decreases to many standalone budget tracking amount

fields.

FMS Accounting Page | FMS Description

Name Accounting

Page Code

General Fund Expense: | BQ92LV1 BFY, Fund Class, Department,

Appropriation Unit Appropriation Unit, Current

Level Modified Budget, Encumbered,
Actual Exp, Uncommitted Balance

General Fund Expense: | BQ92LV2 BFY, Fund Class, Department,

Budget Code Level Appropriation Unit, Budget Code,
Current Modified Budget,
Encumbered, Actual Exp,
Uncommitted Balance

General Fund Expense: | BQ92LV3 BFY, Fund Class, Department,

Object Level Appropriation Unit, Budget Code,
Object Code, Current Modified
Budget, Encumbered, Actual Exp,
Uncommitted Balance

General Fund Revenue: | BQ93LV1 BFY, Fund Class, Department, Budget

Revenue Source Level Code, Revenue Source, Current
Modified Budget, Total Revenue,
Unrecognized

General Fund Revenue: | BQ93LV2 BFY, Fund Class, Department, Budget

Sub Revenue Source Code, Revenue Source, Sub Revenue

Level Source, Current Modified Budget,
Total Revenue, Unrecognized

Capital Fund Budget BQ94LV1 Fund Class, Department,
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FMS Accounting Page | FMS Description
Name Accounting
Page Code
Maint: Appropriation Appropriation Unit, Funding Source,
Unit Lvl Appropriated, Commitments, Actual
Exp, Available

Capital Fund Budget BQ94LV2 | Fund Class, Department,

Maint: Budget Code Lvl Appropriation Unit, Funding Source,
Budget Code, Authorized,
Commitments, Actual Exp, Available

Capital Fund Budget BQ94LV3 | Fund Class, Department,

Maint: Object Lvl Appropriation Unit, Funding Source,
Budget Code, Object, Scheduled,
Commitments, Actual Exp, Available

ToPIC 2 - COMMODITY CREDIT MEMO (PCMC1)

The Commodity based Credit Memo (PCMC1) and Non-Commodity based
Credit Memo (PCMN1) are used to recoup overpayments to a vendor. On a
PCMC1 and PCMNT1 document, two event types are available and control
whether the Credit Memo references and corrects an encumbrance document, or
whether it processes a non-referencing credit memo for that specified vendor.
Also, note the following:

# The Line Amounts on a PCMC1 and PCMNT1 must be less than zero (a
negative amount). On a commodity based document, the Quantity
field on the commodity line must be less than zero.

# Two department level approvals are required to process a PCMC1 or a
PCMNIL.

These are the event types associated with this type of payment request:

Event Types Description

APC1 Encumbrance Correction & Credit Memo

APC2 Non Referencing Credit Memo
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GUIDED SIMULATION

Create a PCMC1 credit memo document to process an encumbrance correction to
offset overpayment to the vendor.

This menu path guides you to the starting point of this specific task.

\ HOME PAGE =>CLICK SEARCH = CLICK DOCUMENT CATALOG = CLICK CREATE

CREATE A PCM(C1 DOCUMENT

DOCUMENT CATALOG - HOME PAGE

Welcome, PR APP1 856
Message Center Document Catalog

[E Search
Search sk

w Document Identifier

Document Catalog Code : [pcucy .‘_*i; Unit :
History Dept.: (=g 1D : 2003

Favorites

Page Search

@ Other Options
Auto Numbering : [ )

Create Template : [~

Menu

Administration

ISTFMS02

infoAdvantage

1. Enter PCMC1 in the Code field, or select it from the pick list.
2. Enter the Department number in the Dept. field.

3. Enter the current 4-digit fiscal year in the Document ID field. This number
will be added as a prefix to the auto generated ID number. A fiscal year prefix
is required for all encumbrance documents.

4. Check the Auto Numbering check box.

Click the Create button to create a new PCMC1 document.
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PCMC1 DOCUMENT- HEADER SECTION, GENERAL INFORMATION TAB
m ﬁ‘w% E'me Jump to ﬁ\ﬂ @Hcme &Perscra\r:e @Accs—ssm@ Iﬂ&p: Help f’ About E

Weicome, PR APP1 856 My Workspace

Payment Request - Commodity Credit Memo(PCMCﬂ‘ Dept: 855 ID: 20090000002 Ver.: 1 Function: New Phase: Draft ‘ v |

Document Name: = Actual Amount: $0.00 -

_‘ Retainage Amount (-): $0.00

Record Date: =
Discount Amount (-): $0.00
Budget FY:
Penalty/Interest Amount (+): $0.00
Fiscal Year: 2
Withheld Amount (-): $0.00
Period:
Intercept Amount (-): $0.00
Bank Account: & .
L Use Tax Withheld (-): $0.00
1 Accounting Profile: & Default Intercept Fee Amount (- $0.00
Replacement: [~ :
d Supplementary Intercept Fee 30.00
PCard Payment: [~ Amount(-):

M PCard Administrator: Payment Amount (=): $0.00

Cited Authority: ﬁ‘ Outstanding Amount: $0.00

Document Description: | FIISTrainer/212-555- =] Closed Amount:-50.00

212/F1STrainer@fisa.nyc.gov
A212ENSIaneI@ I8 0YC 00 L] Referenced Amount: $0.00 &
ﬁ Save | | ) unde Load Accounting Profile

i istributi No. of Lines: 0 Distribution Line: none Distributi ge: none
Vendor No. of Lines: 0 Vendor Line: none Vendor Ci none Legal Name: none
C i No.of Lines: 0 Cox ity Line: none  CL Description: none  Commodity: none
No. of Lines: 0 ing Line: none  Total Line Amount: none  Line Closed Amount: none
Posting MNo. of Lines: 0

When the PCMC1 document is created, a new document ID is generated. The
document is shown as Ver: 1, Function: New, Phase: Draft.

The Record Date, Budget FY, Fiscal Year, and Period, if left blank, will auto
populate when the document is fully approved, based on the approval date.
When two accounting periods are open and you need to post to a prior period,
you can enter the appropriate Record Date, FY or accounting period here. The
approval date will not override the information that is entered.

6. Enter full name, last name, phone number, and e-mail address for the person
creating the document in the Document Description field.

General Information || Payee || Additional Amounts |[ESRCHLEWENTSs0iLLM Contact | Document Information

Extended Description: | additional contact information can be entered in this text box

Note: The Document Description field in the Header section of the document
allows only 60 characters. If more room is required to complete the contact
information, select the Extended Description tab.

7. Click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.
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PCMC1 DOCUMENT-HEADER SECTION, GENERAL INFORMATION TAB

Welcome, PR APP1 856 My Workspace

Payment Request - Commodity Credit Memo(PCMC1) | Dept: 856 1D: 20090000002 Ver.: 1 Function: New Phase: Draft ‘ »

i wﬁ
Header Document Name: = Actual Amount: $0.00 =

Accounting Distribution ;‘ Retainage Amount (-): $0.00
Record Date: E
- Discount Amount (-): $0.00
Commodity Budget FY:
Acoolin Penalty/interest Amount $0.00
2 Fiscal Year: (=)
T _— Wiithheld Amount (-): $0.00
Bank Account: ﬁ\ Intercept Amount (-): 0.00
Accounting Profile: @\ Use Tax Withheld (-): $0.00
Default Intercept Fee $0.00
Replacement: [~ Amount (-):
PCard Payment: [~ Supplementary Intercept $0.00

Fee Amount(-):
PCard Administrator:
Payment Amount (=): $0.00
Cited Authority: & oy
Qutstanding Amount: $0.00
Document Description: | FMSTrainer/212-555-

1212/F14STrainer@fisa.nyc.gov Elouad Aot 3000

| KA

v

ﬁ Save | 154 undo | | Load Accounting Profile l

8. C(lick the Vendor section. The General Information tab of the Vendor section
is displayed.

ENTER DATA INTO VENDOR SECTION
PCMC1 DOCUMENT- VENDOR SECTION, GENERAL INFORMATION TAB

Vendor Line Vendor Customer Legal Name Line Amount

From 0 to 0 Total: 0

| = List view
[ELEIRIER NI Disbursement Options || Invoice Information | Agreement Reference | Discount Terms ﬂ

Vendor Customer: & Vendor Contact ID: a
Legal Name: Vendor Contact Name:
Alias/DBA: Vendor Contact Phone:
Address Code: _@\ Vendor Contact Phone Ext.: =
Address 1: Vendor Contact Email:
Address 2: Fax:
City: Fax Extension:
State: I .:l Web Address http:ii: 5

1. Click the Insert New Line link.

Insert Copied Line | E4 Edit with Grid ] |
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PCMC1 DOCUMENT- VENDOR SECTION, GENERAL INFORMATION TAB

Payment Request - CommodltycredltMemo(PCMC1) Dept: 856 ID: 20080000002 Ver.: 1 Function: New Phase: Draft ‘ -

Document Navigator 64

Header Vendor Line Vendor Customer Legal Name Line Amount" ‘A3 INC. -

Accounting Distribution 1 0002758362 ATLANTIC HAND WASH INC. 0.00 . juif
Vendor From 1 to 1 Total: 1
Commodity
Accounting = List View
Posting
LN BNl Dishursement Options Agreement Reference | Discount Terms a
( vendor Customer: | 0002753352 Vendor Contact ID: ﬁf_‘\
Legal Name: | ATLANTIC HA Vendor Contact Name:
Alias/DBA: Vendor Contact Phone:
{ Address Code: |1 ﬁ } Vendor Contact Phone
Ext.:
Address 1: | 805 ATLANTIC AVENUE
Vendor Contact Email:
Address 2:
Fax: | 999 999-9710
City: | BROOKLYN :
Fax Extension:
State: |He‘.-, ork LI o

Web Address http://:
Zip Code: 11228
= Taxpayer ID Humber:

Taxpayer ID Type: VI

Merchant ID: ~|

‘ ﬁ Save ’ =¥ ‘Undo | E‘< insert New Line | @4 Insert Copied Line | E4 Edit with Grid |

Country: | US

County: &

Note: The Vendor fields are now white and data can be entered into the fields.
2. Enter the Vendor Customer code, or select it from the pick list.

Note: Make sure to select the same vendor as the encumbrance that will be
referenced.

3. Enter the Address Code, or select it from the pick list.

4. 1If you would like to optionally designate a vendor contact, either enter or
select the Vendor Contact ID or enter a Vendor Contact Name.

Note: The Vendor Contact Name will appear on the "Attention To" line of the
Check after disbursement.

5. Click Save to bring in the vendor information.

6. Click the Invoice Information tab.
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PCMC1 DOCUMENT-VENDOR SECTION, INVOICE INFORMATION TAB

Payment -C ity Credit Memo(F MC1)‘ Dept: 856  ID: 20090000002 Ver.: 1 Function: New Phase: Draft ‘

Document Navigator X

Header
Vendor Line Vendor Customer Legal Name Line Amount
Accounting Distribution
Vend 1 0000810162 NEWMAN & OKUN, PC 0.00 i}
‘endor
From 1 to 1 Total: 1 Go to line: Go
Accounting

Posting = List View
General Information | Disbursement Options [RINTCANOnEILNE Agreement Reference | Discount Terms
—

Invoice Doc Code: Vendor Invoice | 9204056498
Number:

Invoice Doc Dept:

Vendor Invoice Date:
Invoice Doc ID:

( Invoice Received Date: | 10/15/2009 )
( Sign Off Date: | 10/20/2009 )

7. Enter the Vendor Invoice Number.

8. Enter the Invoice Received Date.

9. Enter the Sign-Off Date.

10. Click the Commodity section. The General Information tab of the
Commodity section is displayed.

ENTER DATA INTO COMMODITY SECTION

PCMC1 DOCUMENT- COMMODITY SECTION, GENERAL INFORMATION TAB

Payment Request - CommodltyCreditMemo(PCMCﬂ‘ Dept: 856 ID: 20090000002 Ver.: 1 Function: New Phase: Draft ‘

Document Navigator [x]

Header
‘Accouniing Distriution Commodity Line CL Description Commodity Quantity Line Type
Vendor From 0 to 0 Total: 0
Commodity
Accounting (= Listview
Posting
ASeiren e ML Reference | Ejxed Asset Infent Reference Linunice Infarmation | Agreement Reference | Discount Terms a
AdditionallAmounts | Tax Information | Fixed Asset Information | Retainage Terms
CL Description: ;] Service From Date:
v
—] Service To Date: =)
[of ity: -
ommodity 2 Tax Profile: &
Stock It Suffix:
QU CIp U Accounting Profile: &
Supplier Part Number: |
- PCard ID: &
Commodity ;]
Description: Cardholder Name:
;J PCard Expiration Date:
Account Number:
Description: ;[
Reconciliation &
Sequence: v

@4 Insert Copied Line | E4 Edit with Grid |
1. Click the Insert New Line button.
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PCMC1 DOCUMENT - COMMODITY SECTION, GENERAL INFORMATION TAB
D

Commodity Line CL Description Commodity Quantity Line Type

0 em By @

it
From 1 to 1 Total: 1 Gotoline: Go
£ List View

General Informatior i3 ted Asset Intent Reference | Invoice Information | Agreement Reference | Discount Terms | Additional Amounts | Tax nformation | Fixed Asset information | Retainage Terms g
CL Description: = | Service From Date: ]
H Service To Date: B
Commodity: | -
& & Tax Profile: @
Stock Item Suffix:
Accounting Profile: &
Supplier Part llumber: @
PCard ID: a
Commodity Description: =
Cardholder Name:
| PCard Expiration Date:
N T
R— | Account llumber:
Reconciliation Sequence: @
-

F save I 5 Undo \ [2« insert New Lme] [E«insert Copied Line I B4 Edit with Grid \

Note: The Commodity fields are now white and data can be entered into the
fields.

2. Click the Reference tab.

PCMC1 DOCUMENT - COMMODITY SECTION, REFERENCE TAB

Payment Request - Commodity Credit Memo(PCMCﬂ} Dept: 856 ID: 20090000002 Ver.: 1 Function: New Phase: Draft S8l Mo RA1, 102
i)
Commodity Line CL Description Commodity Quantity Line Type
1 0.00000 ttem i
From 1 to 1 Total: 1 Goto lme:l Go
= List View
A, Fived Asset Intent Reference | Invoice Information | Agreement Reference | Discount Terms | Additional Amounts | Tax Information n
=tion | Retainage Terms
Commodity Ref Code: POC Commodity Ref VL: 1
Commodity Ref Dept: 355 Commodity Ref CL: 1
>
Commodity RefID: 20097600019 Ref Type: | Inverse ¥
v
H save | 5% Unde | B« insert New Line I [B4 Insert Copied Line | E4 Edit with Grid
& Cnpyl A vaiidate )| £2 Submrt| [ Discard | & Print | | Processing ¥ | | Workflow v | | File > Close

Enter the Commodity Ref Code (Encumbrance Document Code).

Enter the Commodity Ref Dept (Encumbrance Department Code).

Enter the Commodity Ref ID (Encumbrance Document ID).

Enter the Commodity Ref VL (Encumbrance Vendor Line Number).
Enter the Commodity Ref CL (Encumbrance Commodity Line Number).
Select 'Inverse' from the Ref Type the drop-down list.

¥ ® N o 9o W

Click Validate to bring in reference information.
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The Commodity and Accounting line information is auto populated from the
referenced encumbrance.

10. Click the General Information tab of the Commodity section.

PCMC1 DOCUMENT- COMMODITY SECTION, GENERAL INFORMATION TAB

Payment Request - Commodity Credit Memo(PCMC1) | Dept: 856  ID: 20080000002 Ver.: 1 Function: New Phase: Draft

Document Navigator
Header

Accounting Distribution
Vendor

Commodity

Posting

]

Bl save || 5 undo |

CL Description: | Car Wash Equipment Maintenance

and Repair
Commodity: | 92924000000

Stock Item Suffix:

Supplier Part Humber:

and Repair

Description:

Line Type: [tem -

(K

2

a

Commodity Description: Car Wash Equipment Maintenance 4]

Cnuantity: -10.00000

D

Unit of Measure: E

|

Unit Price: $1.00

[E¢ insert New Line | | B¢ Insert Copied Line |

Service From Date:
Service To Date:

Tax Profile:

Accounting Profile:
PCard ID:

Cardholder Name:

PCard Expiration Date:
Account Humber:
Reconciliation Sequence:
Reconciliation Status:
Receipt Date:

Comments:

B Edt with Grid |

=

/|

= v

Recalculate Accounting Line Amount )

Notice the information in the fields has been inferred.

1. Change the Quantity to the quantity amount that will be credited. Remember
that the quantity should be a negative amount.

Click the Recalculate Accounting Line Amount button to recalculate the

accounting line amount according to the quantity (the Line Amount will also
be a negative amount as a result).

Enter Service From Date.

Enter the Service To Date.

Click the Accounting section. The General Information tab of the Accounting
section is displayed.
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ENTER DATA INTO THE ACCOUNTING SECTION

PCMC1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

Payment Request - Commodity Credit Memo(PCMC1) | Dept: 856  ID: 20090000002 Ver.: 1 Function: New Phase: Draft

Document Navigator x
Header
Accauntog Distrbitian Accounting Line Total Line Amount Line Closed Amount Outstanding Amount Interest Ineligible Payment Type
a 1 ($10.00) 0.00 (810.00) No W
endor
T From 1 to 1 Totak 1 Cotne ﬂ‘
Accounting
.@ = ListView
[ EIRIR GBI Reference | Fixed Asset Intent Reference | Fund Accounting | Detail Accounting | Additional Amounts | Extended Description n
< Event Type: 4PC1 2 ) Budget FY:
Accounting Template: 2 Fiscal Year:
Bank Account: 73 ﬁ Period:
Check Description: —
Line Description: P! | Ll
Sub Total Line Amount: | (310.00 _]
Tax Amount: | $0.00 G
Special Instructions Code: 2|
Use Tax Amount: 50.00
Disbursement Category: @\
Total Line Amount: ($10.00
Extension Reason: 2
Interest Ineligible: [~ =l ~|
H save | 5§ undo | [24 Insert New Line ] [E4 Insert Copied Line | E4 Edit with Grid
[ copy| (B vaidate | | €3 suomt [ ) [k Discard | & Print | | Processing ~ | [workfiow = | [ Fie ~ | [ £ close

Note: Accounting Line information from the referenced Encumbrance has auto
populated.

1. Select the Event Type from the pick list - APC1 (Encumbrance Correction &
Credit Memo).

ACCOUNTING SECTION -
Choose

EVENT TYPE PICK LIST

Browse Clear

Event Type : Event Type Name :

Event Type Event Type Name

APC1 Encumbrance Correction & Credit Memo }
APC2 Non Referencing Credit Memo
First Previous Next Last

G

Select

Cancel

VALIDATE AND SuBMIT PCM(C1

1. Click the Validate button to check for errors. If any errors exist, fix the errors
and click the Validate button again. If the validation is successful, the

following message is displayed in the upper left corner of the screen:
"Document validated successfully".
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PCMC1 DOCUMENT - VALIDATION MESSAGE
N7 Y TRty et anasement e Bco] | @rome Y rersonsice ) Accessivity [ AvpHeb ! About

Weicome, PR APP1 856 My Workspace
View All 1 of 4 (& Document validated successfully

ﬂ;/_,'m

Payment Request - Commodity Credit Memo(PCMC1) | Dept: 856  ID: 20090000002 Ver.: 1 Function: New Phase: Dra

2. Click the Posting section to review posting information. You can click the eye
icon to view posting details.

3. Click the Submit button to submit the document when all errors are resolved.
If the submission is successful, the following message is displayed in the
upper left corner: "Document submitted successfully-Pending Approval".

PCMC1 DOCUMENT - SUBMITTED MESSAGE
NY. ;ﬁ‘w% Fi@nﬁi%qu‘ T @12] @ Home S Personalize Q) Accessivity [ AppHelp . About

Weicome, PR APP1 856 My Workspace
View All 1 of 4 (@ Document submitted successfully - Pending Approval

Payment Request - Commodity Credit Memo(PCMC1) | Dept: 856  ID: 20090000002 Ver.: 1 Function: New Phase: Pending ¥ ;Jt

4. C(Click the Close button.

ToPIC 3 - NON-COMMODITY CREDIT MEMO (PCMN1)

Process a PCMNT1 credit memo document that is non-referencing.

GUIDED SIMULATION

Create a PCMNI1 credit memo document to process non referencing credit memo
to recoup overpayment to the vendor.

The menu path will guide you to the starting point of this specific task.

HOME PAGE CLICK SEARCH = CLICK DOCUMENT CATALOG = CLICK CREATE
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CREATE A PCMIN1 DOCUMENT

DOCUMENT CATALOG

Welcome, PR APP1 856

DEVFMS01 Document Catalog

Message Center

Search sk
¥ Document Identifier

] Search

Page Search

Document Catalog

History
= ;
e Other Options

Auto Numbering : [
Administration

Create Template : [~

—

Enter PCMN1 for the document Code.
2. Enter the Dept code.

infoAdvantage

3. Enter the current 4-digit fiscal year in the Document ID field. This number
will be added as a prefix to the auto generated ID number. A fiscal year prefix
is required for all documents.

4. Check the Auto Numbering check box.
5. Click the Create link to create the PCMN1 document.

The PCMN1 document opens and the General Information tab of the Header
section is displayed. When the PCMN1 document is created, a new document ID
is generated. The document is shown as Ver:1, Function: New, Phase: Draft.

PCMN1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request - Non Commodity Credit Memo(PCMN1)i Dept: 856 { ID: 20100000001 Ver.: 1 Function: New Phase: Draft 1 -
| |

(AT EIRINGI BN Payee | Additional Amounts | Extended Description | Contact | Document Information

Document Name: Bank Account: ﬁ\
Replacement: [~
Record Date: i)
Cited Authority: &
Budget FY:
Actual Amount: £0.00
Fiscal Year:
Closed Amount: 0.00
™ Period:
f Closed Date:
L Document Description: | FIiSTrainer/212-555-
1212/FSTrainer@fisa.nyc.gov Open Amount: £0.00
(J Referenced Amount: $0.00
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The Record Date, Budget FY, Fiscal Year, and Period, if left blank, will auto
populate when the document is fully approved, based on the approval date.
When two accounting periods are open and you need to post to a prior period,
you can enter the appropriate Record Date, FY, or accounting period here. The
approval date will not override the information that is entered.

6. Enter contact information for the person creating the document in the
Document Description field. Include first name, last name, phone number
with area code, and e-mail address.

_

General Information || Payee | Additional Amounts |ESREEETENiGLHM Contact | Document Information

Extended Description: | additional contact information can be entered in this text box

Note: The Document Description field in the Header section of the document
allows only 60 characters. If more room is required to complete the contact
information, select the Extended Description tab.

7. Click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.

PCMN1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

’ ' —
Payment Request - Non Commodity Credit Memo(PCMN1) | Dept: 856 ID: 20100000001 Ver: 1 Function: New Phase: Draft b X
Document Navigator X Head

Header
Vendor
Accounting [eEh IR Gl Payee | Additional Amounts | Extended Description | Contact | Document Information
Posting

Document Name: Bank Account:

Replacement: |

Record Date:
L] Cited Authority:
Budget FY:
Actual Amount: $0.00
Fiscal Year:
Closed Amount: $0.00
Period:
Closed Date:
Document Description: | FIiSTrainer/212-555-
1212/FISTrainer@fisa.nyc.gov Open Amount: $0.00

Referenced Amount: $0.00

8. C(Click the Vendor section. The General Information tab of the Vendor section
is displayed.

ENTER DATA INTO VENDOR SECTION
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PCMN1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

ORI RLIanEULOM Disbursement Options || Discount Terms

Vendor Customer: @[ Vendor Contq
Legal Name: Vendor Contact N
Alias/DBA: Vendor Contact PH
Address Code: ‘@; Vendor Contact P

Address Line 1:
Vendor Contact B

Address Line 2:

Citue

[Z4¢ Insert New Line |) [B4 Insert Copied Line | B4 Edit with Grid

1. Click the Insert New Line link.

PCMN1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

Payment Request - Hon Commodity Credit Memo(PCMI‘M)\ Dept: 856 ID: 20100000001 Ver.: 1 Function: New Phase: Draft || ¥ DY © L

Document Navigator x]

Header
Vendor Line Vendor Customer Legal Name Line Amo
Vendor
2 0 0000000012
Accounting
Posting From 1 to 1 Total: 1

(IR anELTO M Disbursement Options | Discount Terms
—_—
(Vendor Customer: | 0000000012 > @\ Vendor Contact ID: ﬁ
Legal Name: Vendor Contact Name: | John Smith
Alias/DBA: Vendor Contact Phone:

Address Code: 1 2\ Vendor Contact Phone
Ext.:

Address Line 1:
Vendor Contact Email:

Address Line 2:

%y Undo | E‘ Insert New Line | @4 Insert Copied Line I E Edit with Grid |

The Vendor fields are now white and data can be entered into the fields.

2. Enter the Vendor Customer code, or select it from the pick list.
3. Enter the Address Code, or select it from the pick list.

4. If you would like to optionally designate a vendor contact, either enter or
select the Vendor Contact ID or enter a Vendor Contact Name.

Note: The Vendor Contact Name will appear on the "Attention To" line of the
Check after disbursement.

5. Click Save to bring in the vendor information.

6. Click the Accounting section. The General Information tab of the
Accounting section is displayed.
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ENTER DATA INTO THE ACCOUNTING SECTION

PCMN1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

(O IR snE IO Reference | Fund Accounting | Detail Accounting | Service Dates | Additional Amounts

Event Type: ﬁ |
Accounting Template: @1‘

Line Description:

Line Amount:

Line Closed Amount:

[E4 insert New Line | ) [24 Insert Copied Line l E4 Edit with Grid

Budget FY:

Fiscal Year:

Period:

Bank: |

Vendor Invoice Number:

Vendor Invoice Line:

Vendor Invoice Date:

1. Click the Insert New Line button.

PCMN1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

General Information [EEGEIERE ‘ Fund Accounting >Deta:\ Accounting || Service Dates | Additional Amounts

Event Type: | APC2 |

Accounting Template: |

[

Line Description:

Line Amount: -50

Line Closed Amount: $0.00
Line Closed Date:
Line Open Amount: $0.00
Referenced Line Amount: $0.00
Interest Ineligible: [~

Payment Type:

Interest Amount From IPR:

Budget FY:
Fiscal Year:
Period:

Bank:

‘ Vendor Invoice Number:

Invoice Received Date:

Special Instructions Code:

Disbursement Category:

Extension Description:

Vendor Invoice Line:

Vendor Invoice Date:

Check Description:

Extension Reason:

78 &
2
&
&)

( Invoice Acceptance/Sign-

Off Date:

The fields are now white and data can be entered.

2. Enter APC2 for the Event Type, or select it from the pick list (Non

Referencing Credit Memo).
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ACCOUNTING SECTION - EVENT TYPE PICK LIST

Browse Clear

Event Type: Event Type Name :

Event Type

Event Type Name

APCZ

Non Referencing Credit Memo

First Previous Next Last

Cancel

Enter the Vendor Invoice Number.
Enter the Invoice Acceptance/Sign-Off Date.
Click the Fund Accounting tab.

SARERC L

Enter the Line Amount. The Line Amount must be negative.

PCMN1 DOCUMENT - ACCOUNTING SECTION, FUND ACCOUNTING TAB

General Information

Reference

TPl ol Detail Accounting

Service Dates

Additional Amounts

wcc)

@) Getail Object:

Sub Fund: @ Sub Object:
Department: 225 2\ Revenue Source:
Unit: 4| Sub Revenue
Source:

Sub Unit: a —
APRCUINE ﬁl Sub BSA:

|

[

» & &

& [

Departm

Dep

7. Enter the Fund.

Enter the Department.
9. Enter the Detail Object.
10.

Click the Detail Accounting tab. The Detail Accounting fields are displayed.
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PCMN1 DOCUMENT - ACCOUNTING SECTION, DETAIL ACCOUNTING TAB

General Infermation | Reference | Fund Accounting [RVEGTE:Xeoeliiyiilg] A, Addition?
Location: @{ Capital Project ID: :ﬂh_.|
Sub Location: 2[ Sub Project ID: 4
Rept Cat/Quick: A Task: 4|
Sub Rept Cat/Quick: @ Sub Task: 4
Budget Code: Z’SQD & Task Order: 2|
Sub Budget: 2

11. Enter the Budget Code.

Note: The Unit of Appropriation (Appr Unit) on the Fund Accounting tab will be
inferred from the Budget Code.

12. Click the Service Dates tab. The Service Date fields are displayed.

PCMN1 DOCUMENT - ACCOUNTING SECTION, SERVICE DATES TAB

Payment Request - Non Commodity Credit Memo(PCMM)l Dept: 856 ID: 20100000001 Ver.: 1 Function: New Phase: Draft w

Document Navigator [x] l

Header
Header [ Vendor Vendor Line: 1 Vendor Customer: 0000000012 Leg
Vendor ounting of Line ; i ine. ‘
Accounting

Accounting Line Line Amount Line Closed Amount Line Open Amount

:p°5"“9 ) 1 (850.00) $0.00 (S50.00)

From 1 to 1 Total: 1

General Information | Reference | Fund Accounting | Detail Accounting (A IeRVEICIS Additior

Service From Date: | 10/26/2009
Service To Date: | 11/26/2009

| ﬁ Saverl 17"’} Undo | [_?_:{ Insert New Line I @4 insert Copied Linerl 1 @ Edit with Grid

Posting No. of Lines: 0 Posting Line: none
@ Copy ( Validate7| 3 Submit > l} Discard-

13. Enter the Service From Date.

14. Enter the Service To Date.
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VALIDATE AND SUBMIT PCMN1
1. Click the Validate button to check for errors. If any errors exist, fix the errors

and click the Validate button again.

PCMN1 DOCUMENT - VALIDATE MESSAGE

[ S AR s S1o] D S

[ Welcome, PR APP1 856 My Workspace
view All1 of 1@ Document validated successfully

! Payment Request - Non Commodity Credit Memo(PCMN‘!)‘ Dept: 856 ID: 20100000001 Ver.: 1 Function: New Phase: Draft

2. Click the Posting section to review posting information. You can click the eye
icon to view posting details.

PCMN1 DOCUMENT - POSTING SECTION

Ling Etinction Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
1 Standard DNO2 Misc Disb Pay $50.00
Anan Do11 External AE $50.00

3. Click the Submit button.

PCMN1 DOCUMENT - SUBMITTED MESSAGE

@{E @Hcme és’Person

My Workspace

! Payment Request - Non Commodity Credit Memo(PCMN‘!)‘ Dept: 856 ID: 20100000001 Ver.: 1 Function: New Phase: Draft

4. C(Click the Close button.

You have successfully submitted a PCMN1 document and it is pending
approval.
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Toric 4 - CREDIT MEMO FOR VENDOR NAME CHECK
(PCVN1)

2-08 (f) of the PPB rules requiring Vendor Name Checks (VNC) allows for an
administrative fee to be charged to the vendor to help pay for the administrative
costs of the VENDEX system and VNC process.

Prime vendors will pay fees on Contracts registered after June 30, 2010. Prime
vendors are also responsible for fees for any subcontractors of the vendor for
which VNCs are requested by the agency.

Agencies will enter a Credit Memo in FMS/3 to deduct the fee from the vendor’s
next payment. A “qualifying payment” is any payment made to the contracting
vendor by the agency collecting the fee. The agency registering the contract is
responsible for initiating the charge to the vendor once the contract is approved.

VNC CHARGE INFORMATION ON DISBURSEMENT

Key information entered on the PCVNT1 is displayed for the vendor on the check
stub and in PIP for EFT payments. This will show the vendor which contract the
charge is for, and why the credit has been taken. Examples of PIP and the check
stub are displayed below the table.

PCVN1 section PIP field names Check stub Sample text

and field names column names

Accounting Reference Award/ Voucher | CT 069

Section - Agreement ID No 20111403424
Reference Tab

Accounting Reference Invoice | Vendor Invoice No | VNC_CHARGE_1
Section - Vendor | Number

Accounting Accounting Line | Description VNC 069

Section - Line Description %201100004533 %
Description
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PIP CHECK/ EFT INFORMATION > LINE DETAILS

Account Information Financial Inquiries

Agreements Scheduled Payments Checks/EFTs Tax Information

E Checks/EFTs Summary Search >
Line Details

Department : DEPARTMENT OF SOCIAL
SERVICES

. - -6
Reference AgreementID: CT1 069 20111403424
Reference Invoice Number : YNC_CHARGE_1
Referenced Payment Request D : PCVYN1 069 20110000003
Invoice Line Amount:-175.00

Check/EFT Information. > Line Details

Invoice Received Date : 08/06/2010
Goods/Services Accepted Date :

Delivery Period From Date : 08/06/2010

Delivery Period To Date : 08/06/2010

Accounting Line Description:-175
VNC 069 20110000453

CHECK STUB
AGENCY NAME TELEPHONE NUMBER VENDORINV # INVOICE AMOUNT DESCRIPTION
DEPARTMENT OF SOCIAL SERVICES 080610003 200,00
DEPARTMENT OF SOCIAL SERVICES  212-331-3624 VNC_CHARGE 1 17500 VNC 069 )
20110000453

OTALTDOLEARANMOUNT 2500

AMOUNT INCLUDES FREIGHT AND'OR IS NET OF DISCOUNT

Check Stub

THE CITY OF NEW YORK
PAYMENT STATEMENT

VENDOR CODE: 0000587539 2
at 212-513-9350

BANK CODE: 78
CATEGORY
For questions,call CULTURAL AFF

DOC NO: AD DSB 20110027814
CHECK NO: 0160284581
CHECK DATE: 08/09/2010

Vendor Invoice No Award/Voucher No Invoice Amt Withheld Amt| Discount Amt | Retainage Amt| Intercept Amt
080610010 DO1 126 200.00 0.00 0.00 0.00 0.00
20112000543
o —
VNC_CHARGE_ MA1 040 -175.00 0.00 0.00 0.00 0.00
3 20119171362
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REFERENCE INFORMATION REQUIRED FOR PCVN1 ENTRY

When creating the PCVN1, you will need the following reference information to
enter in the Accounting section:

# General Information tab:

B VNC document department

B VNC Document ID
# Reference tab:

B Contract document code
Contract header department
Contract Document ID
Contract Reference Vendor Line

Contract Reference Commodity Line

Contract Reference Accounting Line (leave blank when
referencing a master agreement)

# Fund Accounting Tab
B Fund (always enter 001 on the PCVN1)
B Department (your Department)

Note: The VNC Document ID can be found in the email from the Department of
Investigation (DOI) indicating that the VNC is complete. This email can be
found in the contract package for the Office of Contract Administration (OCA).
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GUIDED SIMULATION

A contract entered by your department has just been fully approved. According
to the current PPB rules, this contract is eligible for a $175 VNC charge. You

enter a PCVN1 document so that the City will be credited with $175 when the

next disbursement to the vendor is processed by your department.

The menu path will guide you to the starting point of this specific task.

\ HOME PAGE 2CLICK SEARCH = CLICK DOCUMENT CATALOG = CLICK CREATE

CREATE A PCVN1 DOCUMENT

DOCUMENT CATALOG

e T N

Page Search S
w Document Identifier

Document Catalog Code : [pevni 2 \Unit:
Report Search Dept. : 526 -

History

Favorites @ Other Options

Auto Numbering :
Administration @ Eerie ’7)
Create Template : [

Menu

InfoAdvantage

Welcome, Train 01 General Accounting
Message Center Document Catalog
[F] Search

Search sk

Accounts Payable

Rey

1. Enter PCVN1 for the document Code.
2. Enter your Dept code.

Enter the current four-digit fiscal year in the document ID field. This number

will be added as a prefix to the auto-generated ID number.

4. Check the Auto Numbering check box.
5. Click the Create link to create the PCVN1 document.

The PCVN1 document opens and the General Information tab of the Header

section is displayed. When the PCVN1 document is created, a new document ID

is generated. The document is shown as Ver: 1, Function: New, Phase: Draft.
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PCVN1 DOCUMENT - HEADER SECTION, GENERAL INFORMATION TAB

Payment Request - Credit Memo Vendor Name Chck(PCVN‘l): Dept: 826 ID: 20110000064 Ver.: 1 Function: New Phase: Draft \ w

[eEH IR kL0l Fayee | Additional Amounts ( Extended Description ) Contact | Document Information
Document Name: Pre-Processing Allowed: |
Bank Account: 4|
Record Date:
Replacement: [
Budget FY:
Cited Authority:
Fiscal Year:
¢ Actual Amount: $0.00
Period:
Document Description: Trainer/212-555-1212/ Closed Amount::30.00
trainer@nyc.gov Closed Date:

Open Amount: $0.00

Referenced Amount: $0.00

=] Savel 3 Undo

j Vendor Vendor Line: none  Vendor Customer: none  Legal Name: none
[ Accounting No. of Lines: 0 Accounting Line: none Line Amount: none Line Open Amount: none
]_ ﬁgqs@p_g_ﬂ No. of Lines: 0 Posting Line: none

(3 copy | Validate | | £3 Submit | [$ Discard | & print | | Processing >

The Record Date, Budget FY, Fiscal Year, and Period, if left blank, will auto-
populate when the document is fully approved, based on the approval date.
When two accounting periods are open and you need to post to a prior period,
you can enter the appropriate Record Date, FY, or accounting period here. The
approval date will not override the information that is entered.

6. Enter contact information for the person creating the document in the
Document Description field. Include first name, last name, phone number
with area code, and e-mail address.

Note: The Document Description field in the Header section of the document
allows only 60 characters. If more room is required to complete the contact
information, select the Extended Description tab.

255



Citywide FMS Training

PCVN1 DOCUMENT - HEADER SECTION, EXTENDED DESCRIPTION TAB

General Information | Payee | Additional Amounts SR EI el Contact | Document Information

Extended Description: | Additional contact information can be added in this text box.

' save | % undo
Vendor Vendor Line: none Vendor Customer: none Legal Name: none
Accounting No. of Lines: 0 Accounting Line: none Line Amount: none  Line (
I Posting No. of Lines: 0 Posting Line: none
I [ Copy | !' Validate | | E3 Submit | ‘ [s¢ Discard I @

7. Click the Open Document Navigator icon (small arrow on left side) to
switch to Document Navigator mode.
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Document Navigator X

PCVN1 DOCUMENT - DOCUMENT NAVIGATOR
Header

Accounting General Information | Payee || Additional Amounts |[SRCH RN gl Cd

Posting

Extended Description:

Additional contact information can be added in this text box.

8. Click the Vendor section.
The General Information tab of the Vendor section is displayed.

ENTER DATA INTO VENDOR SECTION

PCVN1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

——— oo e |

Vendor Line Vendor Customer Legal Name Line Amount

From 0 to 0 Total: 0

[CEhE IR uEUGE Dishursement Options | Discount Terms

Vendor Customer: 4| Vendor Contact ID: @ |
Legal Name: Vendor Contact
Name:
Alias/DBA:
Vendor Contact
Address Code: & Phone:
Address Line 1: Vendor Contact

({ B« insert New Line |) [BqInsert Copied Line ] | B4 Edit with Grid

1. Click the Insert New Line button.
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PCVN1 DOCUMENT - VENDOR SECTION, GENERAL INFORMATION TAB

Document Navigator

Header

x

Vendor

Posting

Vendor Line
0
From 1 to 1 Total: 1

[N BNl Disbursement Options

Vendor Customer

Legal Name

Discount Terms

Line Amount

Gq

@ndor Customer: 0000457850

Vendor Contact ID:

>/

Legal Name:

Alias/DBA:

Vendor Contact
Name:

Vendor Contact

Address Code: 2

@ Phone:

Address Line 1:
Address Line 2:
City:

State: v

Vendor Contact
Phone Ext.:

Vendor Contact
Email:

9l Fax:

Zip:
Country:

County:

ﬁ |

Fax Extension:

Web Address http://:

[

D ) Undo | | [« Insert New Line | | [BInsert Copied Line | | EA Edit with Grid

The Vendor fields are now white and ready for data entry.

2. Enter the Vendor Customer code, or select it from the pick list.

3. Enter the vendor's payment Address Code, or select it from the pick list.

Note: Do not enter a Vendor Contact ID or any other vendor contact information
on this document if a default contact is not displayed. This credit memo will
combine with the next disbursement associated with any encumbrance in your
department. If you enter contact information on the PCVNT1 that conflicts with
the information on the next payment request that is disbursed, the process will

fail.

4. Click Save to bring in the vendor information.

5. Click the Accounting section. The General Information tab of the

Accounting section is displayed.
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ENTER DATA INTO THE ACCOUNTING SECTION

PCVN1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

Accounting Line Line Amount Line Closed Amount Line Open Amount Referenced Li

From 0 to 0 Total: 0

[ EIG N sl I Reference | Fund Accounting || Detail Accounting || Service Dates | Addition

Event Type: @ | Budget FY:
Accounting Template: ﬁ's | Fiscal Year:
Period:

Line Description:
Bank:
Vendor Invoice

Number:

I ine Amount:

S, [2+« Insert New Line [) [Zq Insert Copied Line | B4 Edit with Grid

1. Click the Insert New Line button.
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PCVN1 DOCUMENT - ACCOUNTING SECTION, GENERAL INFORMATION TAB

Accounting Line Line Amount Line Closed Amount Line Open Amount Referenced Line Amount Event Type
1 $0.00 $0.00 $0.00 $0.00 APV

From 110 1 Totak 1 Go to lr

General Information

Gvem Type: APV1 Q) Budget FY:

Accounting Template: @ Fiscal Year:
ine Description: VNG 826 201100004522 Period:
Bank: @

@ndor Invoice VNC_CHARGE )
Number:

Vendor Invoice Line:

@Amount: -175.00 )

Line Closed Amount: 50.00

The fields are now white and ready for data entry.

There is only one Event Type (APV 1) for this document. It will auto-populate
if you click the Save button once the accounting line is added, or when the
document is validated.

2. Enter the document code, department and ID for the Vendor Name Check
document (from VENDEX) in the Line Description field, using the format
shown above (one space between the code and department, and one space
between the department and ID; surround the ID with % signs, e.g.
%201100004533%).

3. Enter the Line Amount as a negative number. You can use either the
negative sign before the amount, or put the amount inside of parentheses.
Either way, the system will show the amount in parentheses after you click
the Save button or validate the document.

4. Enter VNC_CHARGE for the Vendor Invoice Number.

Note: If you are entering a PCVNT1 for a subcontractor, add the subcontractor's
name to the Line Description field:
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PCVN1 DOCUMENT - SUBCONTRACTOR EXAMPLE

——— e

Accounting Line Line Amount Line Closed Amount Line Open Amount Referenced Line Amount Event Type

1 $0.00 $0.00 $0.00 $0.00 APV1
From 1 to 1 Total: 1 Go to li
(O EIG I (kL Reference | Fund Accounting | Detail Accounting | Service Dates | Additional Amounts
Event Type: APV & Budget FY:
Accounting Template: @1 Fiscal Year:
ine Description: | VNC 826 20110000453 for Jones Fotiort
Consulting Svs. Bank: 3!

Vendor Invoice VNC_CHARGE
Number:

Line Amount: -175.00
Vendor Invoice Line:

Line Closed Amount: $0.00

5. Click the Reference tab.

PCVN1 DOCUMENT - ACCOUNTING SECTION, REFERENCE TAB

Accounting Line Line Amount Line Closed Amount Line Open Amount Referenced Line Amount Ev
1 ($175.00) ($175.00) $0.00 ($175.00) AP
From 1 to 1 Total: 1

General Information WS Fund Accounting ) Detail Accounting | Service Dates | Additional Amounts

Ref Doc Code: | CT1 Ref Vendor Line: 1
Ref Doc Dept: 226 Ref Commodity Line: |1
Ref Doc ID: | 20000005541 Ref Accounting Line: |1

Ref Type: | Memo V|

Enter the contract document code in the Ref Doc Code field.

2. Enter the department number that is listed in the header section of the
contract document in the Ref Doc Dept field.

3. Enter the contract document ID in the Ref Doc ID field.
4. Enter 1 in the Ref Doc VL field.

5. Enter the first commodity line number in the Ref Doc CL field.
Note: This is usually line 1.
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6. Enter the first accounting line number in the Ref Doc AL field.

Note: This is usually line 1. When referencing a master agreement, leave this
field blank.

7. Select MEMO from the Ref Type drop-down list.
8. Click the Fund Accounting tab.

Note: When you are setting up a PCVN1 for a contract with different header and
accounting line departments (e.g., for a contract on another department's Master
Agreement), you enter the header department on the Reference tab and the line
department on the Fund Accounting tab.

PCVN1 DOCUMENT - ACCOUNTING SECTION, FUND ACCOUNTING TAB

Accounting Line Line Amount Line Closed Amount Line Open Amount Referenced Line A

1 $175.00 $0.00 $175.00
From 1 to 1 Total: 1

General Information | Reference [Vl FXediiiilsl Detail Accounting | Service Dates | Additional

Fund: 001

Department: 225

H save ] %3 Undo | [S4 Insert New Line | [E4 insert Copied Line ] E4 Edit with Grid |

h Copyl ( Validate | ) E3 Submitl [ Discard| & Print

9. Enter 001 for the Fund.

Note: Always enter 001 for the fund on the PCVNI1, even if you are referencing a
capital agreement.

10. Enter your Department.

VALIDATE AND SuBMIT PCVN1

1. Click the Validate button to check for errors. If any errors exist, fix the errors
and click the Validate button again.

262



Citywide FMS Training

PCVN1 DOCUMENT - VALIDATE MESSAGE

@ew All1of1 |! Document validated successfully D

Payment Request - Credit Memo Vendor Name Chck(PCVN1) Dept: 826 ID: 20110000064 Vg

Document Navigator ]

Header
Accounting Line Line Amount Line Closed |

Vendor 4
1 ($175.00)

Accounting

z From 1 to 1 Total: 1

2. Click the Posting section to review posting information.

PCVN1 DOCUMENT - POSTING SECTION

| o r—— |

Line Function Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
1 Standarg $0.00

antar DMo1 Non Ref Credit $175.00
2 Standard DMo2 Non Ref Credit $175.00 @

$0.00
From 1 to 2 Total: 2 Go to line: 1 l: a
[ Edt|| (D copy| | vaicate ] ' [ Discard | & Pring] | Processing =

Note: You can click the eye icon to view posting details.
3. Click the Submit button.

PCVN1 DOCUMENT - SUBMITTED MESSAGE
MEW All1 of 1 |5 Document submitted successfully - Pending AggrovED

Payment Request - Credit Memo Vendor Name Chck(PCVIM)‘ Dept: 826 ID: 20110000064 Ver.: 1 Function: New Phase: Pending

Line Einitne Debit Posting Debit Posting Name Debit Amour]
Credit Posting Credit Posting Name
! S DMO1 Non Ref Credit
5 Standard Doz Non Ref Credit

From 1 to 2 Total: 2

\@ W(;.opy I \I} -Isiécard | \ @ Approverl ,I} Rejecl | ‘ @ Pnnt | \ l'-r‘rocessi;'lgv | T'Wofkﬁ;‘)w vAl "'Fi'l.ev l
4. Click the Close button.

You have successfully submitted a PCVN1 document, and it is pending
approval.
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SUMMARY
In this module, you:
# Reviewed Payment Request Inquiries
# Processed a Commodity based Credit Memo (PCMC1)
# Processed a Non-Commodity based Credit Memo (PCMN1)
# Processed a Credit Memo for VNC (PCVNT1) Charge

CHECK YOUR PROGRESS

1. Is the following statement True or False: In a Credit Memo document, the
Line Amount must be less than zero.

a. True
b. False

2. Is the following statement True or False: The Document Reference Query can
only be opened using Page Search.

a. True
b. False

3. Is the following statement True or False: On a payment request document, the
backward reference is to the encumbrance and the forward reference is to the

disbursement.
a. True
b. False
Answers
1. a
2. b
3. a
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Appendix

PAYMENT REQUEST DOCUMENT CODES AND DESCRIPTIONS

FMS: Accounting | Name Description of use
Doc Code
PRN2 Payment Request - Payment of Non-Commodity
Non-Commodity encumbrance
encumbrance
PRC2 Payment Request - Payment of Commodity
Commodity encumbrance
encumbrance
PRM1 Payment Request - Miscellaneous payment
Miscellaneous
PRR1 Payment Request - Reimbursements to individual
Reimbursement vendors/Departments
PCMC1 Credit Memo - Credit Memo document - commodity.
Commodity Total document amount must be less
than zero (negative amount)
PCMN1 Credit Memo - Non- | Credit Memo document - non-
Commodity commodity. Total document amount
must be less than zero (negative amt)
PRT1 Interest Payment Primarily system generated payment
Request to a vendor for interest due when
original payment was paid late, based
on PPB rules
PRF1 Payment Request - Used to refund collected revenue.
Revenue Refund
none Recurring Payment | Use the FDT process.
Request
PRW1 Payment Request - Payment to the pool account which
Workers Comp funds Workers' Compensation
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FMS: Accounting | Name Description of use
Doc Code
PRJ1 Payment Request - Used to make payments to
Judgment and individuals or entities that are due
Claims funds based on a legal judgment or
claim.
PRB1 Payment Request- Used to initiate payments against
Balance Sheet balance sheet accounts
PRUN1 Payment Request - Provides the functionality associated
Universal Non- with a variety of payment requests
Commodity Based
PRUC1 Payment Request - Provides the functionality associated
Universal with a variety of payment requests
Commodity Based
IETF, IETC, Internal Exchange Transfers dollars between
IETR/IETT Transaction departments or funds for goods or
Documents services without generating a
disbursement document. F - Fund, C-
City, R - Reimbursable and T -
Transferable
EVENT TYPES
Event Types Description
APE1 Authorize Encumbrance Payment
APE2 Encumbrance Correction & Credit Memo
APM1 Authorize Non Referencing Payment
APM2 Non Referencing Credit Memo
APR1 Authorize Reimbursement Payment
API1 Authorize Interest Payment
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Event Types Description

APO5 Authorize Backup Withholding Payment
AP11 Authorize Stale Payment

AP12 Authorize Escheat Payment

AP16 Equity Payout Authorization

AP17 Liability Payout Authorization

AP18 Asset Payout Authorization

APF1 Authorize Earned Revenue Refund
APW1 Authorize Workers Comp Payment

APJ1 Authorize Judgment and Claims Payment
APU1 Authorize Normal Payment

APU2 Equity Payout Authorization

APU3 Liability Payout Authorization

APU4 Asset Payout Authorization

APU5 Authorize Escheat Payment

APU6 Authorize Backup Withholding Payment
APU7 Authorize Earned Revenue Refund
APUS Encumbrance Correction & Credit Memo
APU9 Non Referencing Credit Memo

APC1 Encumbrance Correction & Credit Memo
APC2 Non Referencing Credit Memo
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PAYMENT AND DISBURSEMENT INQUIRIES

Inquiry Name | Page Code Description
Commodity ENCSRCH | Search for and Select lines to create a PRC2.
Encumbrance Search for commodity based encumbrance
Search documents by Doc Code, Dept and 1D, and
Vendor Name, Vendor Code. Select a document
and search for accounting lines by Commodity,
description, BFY, AFY, Period, and accounting
structure codes.
Payment Hold | PHLDA Provides status information for payment hold,
Activity Query bypass and payment hold removal, and
indicates whether a payment was eligible for
interest.
Vendor VTH The VTH page allows you to search for specific
Transaction information related to vendor transactions.
History Available as link on bottom of VCUST page.
Interest IPRINQ The Interest Payment Request inquiry allows
Payment Departments to review Interest Payment
Request Query Requests (PRT1) and referenced Payment
Request documents prior to disbursement.
Check Fee CFHIST The Check Fee History inquiry displays a list of
History all the AD documents for which a check fee
credit memo (PCCF1) was issued. Users can
search by the Credit Memo Doc Code, ID and
Dept; or by Vendor Code. The inquiry displays
the AD Document ID, check number and issue
date, and referenced payment request
information related to the disbursement.
Disbursement | DISRQ Disbursement information is only displayed on
Request this table until the check or EFT is processed.

Contains Vendor, Payee, Scheduled payment
date, Single check, and hold information. Also
contains all references to payment request,
award, and agreement. They provide a direct
link to the original Payment Request document
and show the Vendor and Accounting Line
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Inquiry Name

Page Code

Description

Amount for each record. Commodity,
Accounting and Discount sections are also
displayed.

The user can search by Scheduled Payment
Date, Vendor Code, Payment Request Doc Code,
Doc Department, Doc ID, Bank Account Code,
and other pertinent fields.

Disbursement

Query

DISBQ

The Disbursement Query page displays
summary information from the AD, EFT, DC
and MD documents after the disbursement
occurs.

Disbursement
Detail Query

DISBDQ

The Disbursement Detail Query page displays
detailed information from the AD, EFT, DC and
MD documents. DISBDQ lists the specific
payment requests associated with the
disbursement document that is selected, by
invoice number and invoice line number. Use
DISBDQ to find the check/EFT number issued
for a specific vendor invoice and vendor invoice
line number. Minimum search criteria in the
query includes Vendor Code or Payee (3rd Party
Vendor) Code, or Check Number.

Disbursement
Stub Detail

STUBDET

After a check or EFT is issued, the disbursement
details display on STUBDET. This page provides
information on a single-issued disbursement by
stub detail line number. It contains references to
each payment request accounting line included
on the disbursement.

Vendor Invoice
Registry

VIR

This page displays a list of each vendor invoice
recorded in FMS: Accounting and is used to
ensure that duplicate invoices are not recorded
from the same vendor.

Intercept
Activity Query

INTA

This page summarizes intercept activity.
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FMS: ACCOUNTING BUDGET INQUIRIES

FMS: Accounting | Name

Page Code

BQ92LV1 General Fund Expense: Appropriation Unit
Level

BQ92LV2 General Fund Expense: Budget Code Level

BQ92LV3 General Fund Expense: Object Level

BQ94LV1 Capital Fund Budget Maint: Appropriation
Unit Lvl

BQ94LV2 Capital Fund Budget Maint: Budget Code
Lvl

BQ94LV3 Capital Fund Budget Maint: Object Lvl

BQ93LV1 General Fund Revenue: Revenue Source
Level

BQ93LV2 General Fund Revenue: Sub Revenue

Source Level
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