Part I: Conventions

For purposes of this monograph:

· AO = Authorized operator.

· AA = Authorized approver (has UF signature authority). 

· ALPSI = ALEPH/PEOPLESOFT interface

· Click = left click

· Kbe = keyboard equivalent (using keyboard rather than mouse-click)

· PS = PeopleSoft

ALPSI B2P report files will have report file names that uniquely identify them.

The report file naming convention will differentiate library divisions: 

Smathers = ufapfeedYYYYMMDD

Health = hcapfeedYYYYMMDD

Law = lawapfeedYYYYMMDD

At Smathers, Source Units = Monographs, eResources, Serials Acquisitions and Health Science Center Library
For discussion purposes all invoices are regular. Regular invoice approval generates a check.
There are 5 types of invoice status:

N
Not Approved

A
Preliminary approval

B
Approved & Printed

F
Frozen: - e.g. refund or pcard invoices; check not cut

P
Paid

Part II: Procedures
The same procedure applies to any invoice established for payment by the source unit.

Source unit staff establishes invoices in ALEPH and forwards hardcopy to Approval Unit. The invoice status remains N; most staff should not be able to change invoice status.

AO Invoice review


AO should have invoice hardcopy for this procedure.

Open the Acquisitions module

1) Click within the first invoice search field in the invoice bar. See illustration 1.
a) Enter the vendor code

b) Click the next field (kbe tab twice) Enter the invoice number, or

c) Click the drop down arrow in the invoice number field. You’ll see a list of all invoices posted for that vendor. Select the invoice you want to approve.
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Illustration 1

2) When you’ve selected the invoice, click OK and you’ll get the General Invoice top screen called “General Invoice and Line Items”. See illustration 2 below. 
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Illustration 2

3) Click the General Invoice link in the navigation pane to access the General Invoice Form. See illustration 3 below.
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Illustration 3

4) General Invoice Form opens on tab 1.Invoice. See illustration 3 above.

5) Check data against hardcopy for accuracy. Make corrections where necessary or refer back to source unit. 

a) Once source unit correction made, the invoice starts through the process again via regular workflow.

6) Enter PS information:

a) Go to VAT Recipient field—enter the appropriate PS fund code or select it from the dropdown list.

b) Enter the remaining PS chartfield components, including leading 0’s,  in the note field separated by semi-colons. Be sure note field is empty before entering data: 

i) Department

ii) Program Code

iii) Budget Reference (crrnt almost always)

iv) Project id (grants & UF Fdn only)

v) Activity id (grants & UF Fdn only)

vi) Business Unit-Projects (grants only)

NOTE: chartfield components vary depending upon the funds source your using. You won’t use all 6 components on every invoice you pay. In this example, we’re paying the invoice with Smathers annual appropriation funds.

7) Click refresh. If no error messages, Click tab 2.Payment (kbe = ALT-2). See illustration 4 below.
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Illustration 4

8) Skip the payment date, amount and check number fields.

a) Payment date and amount will auto-update when paid.

b) Check number not used.

9) Change invoice status to A for Preliminary Approval by selecting from the dropdown list.
10) Enter Approval Department using the drop-down menu (kbe = shift-space). Note: Approval department can be defaulted to the correct selection by editing the client acq.ini file. This eliminates the need to make this selection for every approved invoice.
11) Skip Approval Number.

12) Click Refresh. If no messages,

13) Click OK. 

14) The invoice is updated to A.

The invoice has preliminary approval, and will be included when the AO runs the A2B report.

Part III: Reports, Updating Database, and Transmitting to PeopleSoft

NOTE: Routine invoice approval & paying should be suspended in the approving unit once the AO is ready to run the A2B report. It should remain suspended until after the AA runs the B2P.

GENERAL REPORT PROCEDURES

1. In the Acquisitions/Serials module:

a. Click the *Services on the menu bar (kbe alt *)
b. Click Other

c. Click Invoice Report (acq-10) on the dropdown list.

d. Fill in the appropriate fields in the input display—see A2B report below.

e. Click the Add to History checkbox 
f. Review all settings to assure correct output

g. Click Submit

Note: once you add a report to history you have a template for generating future reports by editing report file and report summary file fields with current information.
2. To preview/print the report:

a. See illustration 5. Click Aleph on the menu bar (kbe Alt A), then select Task Manager (kbe m). 
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Illustration 5
b. See illustration 6. The output display is split horizontally. The top part called Local Name is the report queue in your ALEPH client (on your C: drive). The lower part called Remote Name is the print cue on the report server at FCLA.
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Illustration 6
i. To save time finding your report in the lower half of the display, select Date/Time Descending from the sort by dropdown list.
ii. So you can review the report without printing, select Preview the Print Configuration dropdown list.

iii. Use the refresh button if the Local queue is backed up due to high traffic on the server. You may have to do this several times depending on how far behind the queue gets.

c. Your report files should appear at or near top of the sorted Remote list (assuming you’re doing this immediately after submitting the report and the queue isn’t backed up).

d. Click the report file you want.

e. Click the [image: image7.png]


 button and click ok on the confirm message to move the report to the top of your Local report list.

f. Click print preview.

g. Review the report. If report ok, click print.

BEST PRACTICE: We recommend using print preview as the default in Task Manager since you can print the report from the preview display as well as review it before printing.

h. When finished previewing/printing, close the display and exit Task Manager.

RUNNING THE A2B REPORT

1. Refer to illustration 7.

2. Daily, AO uses the Acq-10 report to change invoice status from A = preliminary approval to B = approved and printed.

3. Report batch job parameters are set to search for all status A invoices by approval dept. See illustration 7 below.

4. AO assigns report names, e.g.

Report file = sma_batch####_A2B_mmddyy

Summary report file = sma_batch####_A2B_mmddyy_sum

Where #### = batch number

5. AO sets batch job to change payment status from A to B = approved and printed.
a. Set Report Per Single Invoice to No

b. Set the Update Database switch to Yes

c. Set Retrieve Using Approval Number to No and skip Approval Number field
d. At Approval Department Type entry should be Invoice Approval Department

e. At Retrieve by Approval Department select your designation from the dropdown list
f. Retrieve by by Invoice Type should be All

g. At Retrieve by Payment Status select Preliminary Approval – A

h. At Change Payment Status to select Approved and Printed – B

i. Verify Add to History box is checked
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Illustration 7
1. When run, report batch job produces two files: (1) a report for each invoice, and (2) a summary of all invoices included. The AO

a. Prints report summary file only. See general procedures section above.

b. Compares summary to hardcopy invoices. If corrections are necessary:

c. Accesses invoice needing change in ALEPH

d. Makes necessary changes, with appropriate notation on the summary page.

e. Groups invoice hardcopies in summary order with invoice summary report attached at top of group.

f. Records eport title and batch number on the summary report, e.g. UF A2B 175
g. AO gives hardcopies with summary report to AA for B2P report.

B2P REPORT-Final invoice approval and interface transmittal to PS

AA approves invoices by running the B2P report batch job using the report file naming convention (see CONVENTIONS above) and a different summary report file name:

source unit names

report file name convention
e.g. summary report file 

Smathers


UFapfeedYYYYMMDD

uf_B2P_mmddyy_sum

Law



LLapfeedYYYYMMDD

ll_B2P_mmddyy_sum*

Health



HCapfeedYYYYMMDD

hc_B2P_mmddyy_sum*

*Suggested. What’s important is the summary report file name doesn’t repeat the report file name or contain the word “apfeed”. The word “apfeed” must not be used to name a report file unless it is the B2P report file.

The report file naming convention allows FCLA to process report files from the three library divisions into a single flat file. Each library division is limited to submitting one file per day for transmittal. The flat file will be encrypted and transmitted to the PS Accounts Payable/Voucher Module by a program developed by Smathers’ Systems Department. 

FINAL APPROVAL AND TRANSMITTAL PROCEDURE

(1) see illustration 8 below. AA sets up an Acq-10 report with following parameters:

(a) Report for single invoice = no

(b) Update database = yes

(c) Retrieve using approval number = no and skip Approval Number field
(d) Retrieve by approval department = Smathers or Health or Law

(e) Retrieve by invoice type = all

(f) Retrieve by payment status  = Approved and Printed-B
(g) Change payment status to = Paid-P
(h) Starting at Report Format, skip remaining settings

(i) Verify Add to History box is checked.
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Illustration 8
2. AA runs, previews and prints report according to general procedures above.

3. Generating the report changes all inbvoices in batch to payment status Paid-P. 
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Illustration 9
4. See illustration 9 above. On tab 2 of the general invoice form, note that updating to status P also fills in the date and amount fields.

5. AA prints the B2P summary report file, recording the report title and batch number on the printout.
6. B2P summary report is used to follow up on payment vouching in PS.
NOTE: Assigning the correct payment status is critical. That is why two sets of reports are necessary. The A2B Report, run by the AO, is used as an edit run to add or correct invoices as needed. The second set, run by the AA, depends entirely on the report-generating program identifying status B invoices. That is why, if an invoice is incorrectly coded B, it will be transmitted for payment once the AA’s report is run.
7. Once the B2P runs, invoice approval processing can resume.

PAYMENT FOLLOWUP PROCEDURES
1. The morning following the file transmittal, AO should verify completeness and accuracy of previous day’s paying activity in Peoplesoft.
a. Using Commitment Control, drill down to the latest vouched payments list.
b. For each transmitted payment listed on the summary report, verify payment information is correct in Peoplesoft.
c. Record the Peoplesoft voucher number in the upper right corner of the original invoice.
i. This assures complete audit trail from check back to individual title and from individual title through to the check.
Appendix I Setting default approval department
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Figure 1
1. Find the Aleph production initialization file on your work station, typically C:\AL500UFUPROD18\acq\TAB\ACQ.INI

2. Double click ACQ.INI to open it in a text editor.

3. Scroll down to the [invoice] section- see figure 1. It’s near the beginning so you don’t have to go too far down the text.

4. Change the Approval Dep= setting to SMATHERS (or whatever applies.)

5. Save the file and exit.
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