[image: image2.png]


Accounts Payable Audit Release

	STEP


	DIRECTIONS AND HELPFUL HINTS

	1. Log On.
	To Log On:

A. Select the Core-CT icon from the Shortcut menu on your desktop or open Internet Explorer and navigate to the PeopleSoft Sign In Internet address https://corect.ct.gov:10000/psp/PEPRD/?cmd=login.
B. Enter your User ID.

C. Enter your password.

D. Click on the SIGN IN button or hit Return.

Helpful Hints: 

· Add the Internet address to your list of FAVORITES so you won’t have to type it in each time you log on. 
· You can also make the Core-CT log in page your Internet Home page 

· If you cannot get in, the first thing you should check is the Internet address you are using.



	2. Select Fin Worklist
	Using the Menu on the left hand side of the screen, select the path:
Fin Worklist/Worklist
Select the Link for the Voucher being reviewed
The Invoice Information screen will appear.
Helpful Hints: 

· Obtain the Voucher Payment information and backup paperwork from Lynda Williams or Elizabeth Mayo 

· Review any Special Instructions Sheets

· Be sure to select the correct voucher link on the Worklist

· If Voucher is not on the Worklist check the Match Manager (see Accounts Payable Match Procedure) 



	3. Minimize the Left Hand Navigation Menu
	To increase the screen size, click on the “-“ symbol [image: image1.bmp] on the left navigation menu.  Using the “F11” key will remove the Internet menu on the top of the screen.)  




	4. Select Invoice Information Tab.  Review Invoice Information
	The following information is verified on the Invoice Information screen.  The information comes from the back-up verification/paperwork.
A. If the invoice is for a service, determine if the vendor is subject to withholdings.  If yes, a Withholding box should appear at the top of the screen and will be checked.  If a commodity, rather than a service is being obtained by this vendor, the withholding box should be unchecked.  (Food is not taxable.  So in the case of the cafeteria, if the account code is for food, withholdings should be unchecked.)  If the vendor is subject to withholding and the withholding box does not appear, deny the voucher.
B. Check Unit information.  It should be either OPMM1 or OWCM1, as appropriate.
C. Verify that Vendor name is correct.  If the vendor name is wrong the voucher must be Denied (see Step 9).  Whenever a voucher is denied, a comment should be added explaining the reason. (Note: Vendor address is verified on a different screen and may be changed.)  
D. Check the Invoice No. against the backup information.  For Service Transfer Invoices (STIs) use the STI number in the Invoice No. field.  Note that Adriaen’s Landing invoices and some other vendor invoices (i.e., p-Cards, Rob’s Café and Long Term Care Continuing Education credits) have a special invoice numbering system convention.  For Adriaen’s Landing the OPM ID number should be written on the voucher and faxed to OSC (Office of State Comptrollers).
E. Verify Invoice Date.  Invoice Date is the date the invoice is received and is the earliest date stamped on the Invoice.  If there is no date stamp, use the date submitted for payment.  
F. Verify Receipt Date.  The Receipt Date is the date goods were received or services were rendered. See Helpful Hints (Step 11) from the Comptrollers memorandum for guidelines.  
G. Verify Pay Terms.  Usually the pay terms are “Due Now” unless there is a discount available.  Verify that the correct discount terms are selected (See Helpful Hints).  Use the dropdown menu to select the discount term if it needs to be corrected.  
H. Verify Total.  This amount must agree with the authorized amount.  If the Total is incorrect, the voucher must be Recycled (see Step 9).  Whenever a voucher is recycled, a comment should be added explaining the reason.

Helpful Hints: 

· Adriaen’s Landing invoice numbers are listed as “OPMID number” (no spaces) then two spaces, then the number assigned by the vendor.

· Whenever a voucher is Re-cycled the hold payment box is automatically checked on the “Payments” screen.  This button must be unchecked when the voucher is re-reviewed.
· Discounts are:

· Vanguard: 2%, 15 days, net 45



	5. Review Invoice Line Information
	A. Click on the View PO/Receiver hyperlink, located under the Invoice Lines Table on the Invoice Information screen.

B. Verify the PO Line box, PO Schedule, and Receipt Number with the information provided on the backup voucher invoice paperwork.  This information is especially important if the original PO contained multiple lines and schedules.  If the PO Line and Schedule information is incorrect, the Voucher must be Denied (see Step 9).  

C. If all of the information is correct, hit the OK button at the bottom of the screen.

D. You will be returned to the Invoice Information Screen.



	6. Review the Distribution Lines information
	A. Double check the Chart of Accounts information under the Chartfields tab.  
B. If an error is found, consult with Joy Gutis or Cheryl Rannou before changing.  

Helpful Hints: 

· If more than one line of account information appears click on the “View All” to verify all of the lines.

· Use the magnifying glass icon to look up chart of account information.

	7. Select Payments Tab. Verify Payments information and Payment Method
	A. Select the Payments tab at the top of the screen.

B. Click on the Messages link under Payment Information.  Verify the payment message.

C. Verify the Vendor’s Remittance address.  

D. If the address is incorrect, use the lookup magnifying icon next to the “Addr” box.  Review the choices and select the correct address.
E. If the correct Vendor address is not listed, immediately cancel out of the address look up and sign out of the voucher payment screen.  Notify Lynda Williams/Elizabeth Mayo, as appropriate. (They will notify the Comptroller’s office using the OSC listserv to have the correct vendor address added.  Cleve, Cheryl, and Ann also have access to the listserv in their absence.)
F. Verify the Payment Methods information.  If payment method is wrong, the “location” may be changed.  (Hint: In almost all cases, payment method should not be WIRE.)  If the appropriate payment method is not available, do not approve the voucher.  Notify Lynda Williams/Elizabeth Mayo, as appropriate.
G. Verify the Handling information.  RE = regular handling.  RA = return the check to the agency for special instructions.  Unless payment is TEPF, handling should not ever be TE, which signifies TEPF.
H. Be sure that the “Hold Payment” box is Unchecked.  If the box is checked, uncheck the box and hit the save button.
I. “Separate Payment” box is usually unchecked.  “Separate Payment” must remain checked if the vendor payment method is ACH or if requested by the state agency with GIRO payments.
Helpful Hints: 

· If payment is being made to a state agency the usual payment method choice is “Giro”

· The usual payment method for vendors is CHK (Check) or ACH (Electronic Fund Transfer).



	8. Verify Payment Details and Payment `Options
	A. On the Payment screen, under the Payment Details table, verify the Gross Amount.

B. Verify the Discount amount if applicable.  If a discount should have been included and is not posted, Recycle the voucher (see Step 9).  Whenever a voucher is recycled, a comment should be added explaining the reason.

C. Check the “Scheduled Due” date.  This date should be within a few days of the current date.  
D. Leave all the information under the Payment Options table as it has defaulted onto the screen.  Upon completion of Steps 4-8, required changes should be made by the voucher preparer.  If no changes are required, continue with Step 9.


	9. Select Voucher Approval Status
	A. Under the Payment Options table at the bottom right side of the screen, Click on the “Go to Voucher Approvals page” link.

B. The Voucher Approval screen will appear.

C. If all of the information has been verified and is correct, change the Approval Information status from “Pending” to “Approved”.

D. In the “Comments” box, add a comment that the voucher is approved with your name and the current date.
E. Hit the Save button at the bottom of the screen.

F. If the voucher needs to be “Recycled” or “Denied”, select the appropriate button.  In the “Comments” box add an explanation as to the reason(s) for the denial or recycling action.  Add your name and the date.

G. Close the Approval screen.  The Original Voucher screen will appear.  Click on the View Worklist link at the bottom of the screen.  The voucher reference will no longer appear on the worklist.

H. Stamp and date the backup paperwork using the “Audit Release Stamp. 

I. Give the paperwork to Cleve Wotton to enter information into the Set Aside database.

J. Completed information will be returned to Elizabeth Mayo or Lynda Williams for filing.




	10. Helpful Hints – When to Change, Re-cycle or Deny.
	The following changes should be made by the voucher preparer.

· Invoice No. 
· Invoice Date

· Receipt Date

· Pay Terms

· Change to Vendor Remittance Address on Payments Tab if it appears on the Vendor Address Lookup menu

· Handling Information Location on Payments Tab
· Hold Payment box

· Scheduled Due Date

· Separate Payment

· Changes/Additions to Messages

The following errors or omissions must be Re-cycled.

· Total payment

· Missing or incorrect Discount Amounts?
The following errors or omissions may result in the voucher being Denied.

· Vendor Name 

· Chart of Accounts
· PO Line/Schedule/Receipt
If the following errors or omissions are found immediately close out of the voucher and report the problem to Cheryl Rannou.

· Incorrect Chart of Account information as the result of an error in the PO Line number or PO Schedule Number




	11.  Helpful Hints – Acctg (Receipt) Date
	The correct Receipt date is important because it is used to calculate the payment due date.  

The following information should be used to determine the correct Acctg. Receipt Date.

· Grant payments: The Receipt Date is driven by the dates in the cash request. 
· If the cash request reflects an advance payment (i.e., the “end” or “to date of the cash request is a date in the future) use the “beginning” or “from” date.
· If the cash request reflects a reimbursement (i.e., the “end” or “to” date of the cash request is a date that has passed) use the “end” or “to” date.

· For other types of grants or if the aforementioned guidelines are not applicable, use the date the cash request was signed by the grantee. 

· Subscriptions: Enter the start date of the subscription period.

· Dues: Enter the start date of the membership period.

· Commodities, supplies and equipment: Enter the date the foods were received by the agency.

· Printing and binding: Enter the date printed material was received.

· PCard: Enter bank statement date.

· Utility services (Electric, water, gas, telephone, etc.): Enter the ending date of the billing cycle.

· Real property rent (land, buildings, office space, etc.): Enter the payment due date on Lease and Rent Account Control Form CO-507.

· Repairs: Enter the date repairs were completed.  For progress (partial) payments enter the latest date covered by the billing.

· Insurance: Enter the payment due date of the premium invoice.

· Outside professional and non professional services: Enter the ending date of the billing period or also could be date payment is contractually due.  If date contractually due is used it should be entered in the comments link on the voucher.
· Equipment leases: Enter the ending date of the rental period for the invoice being processed.
· Prizes, awards, claims, loans: Enter the date the prize, award, claim or loan is officially an obligation of the state.

· Revenue refunds: Enter the date the refund was officially determined to be a liability.

Note: Whenever there is a possibility that the Receipt date might be questioned upon Post Audit Review by OSC, be sure to enter into the Comments Link the reason for choosing that particular date.

· Examples:

· Disputed Invoices…the receipt date would be the date OPM approved the payment of the invoice after resolving the issue.

· Receipt of an Invoice months after its issue date (especially when receipt date would normally be in prior fiscal year). Again – document the reason for selection.
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