Non-PO Based Invoices
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Do I process as a NON-PO Invoice?

Does it have a PO
number on it?

Yes No No
| |
Follow instructions for Is it over $10k and Is it a controlled or
processing a PO based not an exempt or capital asset?
invoice. contract purchase?
' Yes No
Yes No
| |
Could be non-compliant Create the non-po A payment request Create the
. Ifis the only invoice based invoice as requisition is non-po based
non-po is ok directed in these recommended to invoice as
. If multiple invoices are instructions. auto create assets. directed in
expected, then a If non po is done these
payment request you will have to instructions.
requisition should be manually create
done. assets.




JavelinaBuy Non-PO Based Invoice

How to create a non-PO based invoice
1. Go to the AP homepage.

Pl > Javelina

Accounts Payable + Department AP Home Page

rn Document Search

Invoices %  Document Numbers, Supplier, Product Information

Accounts Payable Quick search

Invoices AF Home

) View Draft Invoices
Receipts

Search For Invoices
rovals
App Search AP Requests
Reports Create New Invoice, Credit Memo...

View Recurring Invoice Schedules

ﬁ‘} PO numbers

My Invoices

SUPPLIER
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2. Create Invoice

Document Search

Invoices ~ Document Mumbers, Supplier, Product Information (o]

Advanced Search

Create Invoice

Type Invoice -~

From PO -

PO numbers oy
~

e Type — Invoice

e From: PO or Non PO (non-PO means a PO was not issued by TAMUK)
e Supplier Name - Enter the supplier’s name and select the vendor.
e Create — Select

Create Invoice

Q
~

Type: 3 —> Invoice XJ

From: b—> Non PO :’

Supplier name: C —» | DEALERS ELECTRICAL X | a
SUPPLY CO '

/V




Required Invoice Fields

1. Supplier Invoice No - Enter the supplier invoice number EXACTLY as it appears on the invoice,
including all punctuation that may be included. If there is no supplier invoice number, you can use
the invoice number that JavelinaBuy creates for each invoice. This will always be a unique number
and prevent any duplicate errors.

2. Invoice Date - Enter the date exactly as it on the vendor invoice, if you are processing an
employee reimbursement enter today’s date.

3. Remit to Location List - It is CRITICAL that you select the correct remit to address, if the address
you need is not listed send a comment on the document to vendorhelp@tamu.edu to have the
address added before you continue. Just leave this in your drafts until you hear back from Vendor
help.

=% Javelina All -

Invoice + 1 LIFE CONNECTED =+ 159015431

Entry Summary Matching Supplier Messages Comments Attachments Payment Previs Histor
voice Number no value
Remit To ra
1551 UNION ST U 5
oice Date W
woice Date 2 —_— ‘ = SAN DIEGO, California 9288 3
@ FRequired United States
Address Id 00-X0188558000
3rd Party Address 1D 00-X0188558000
Jue Date W no value
bue Date R ! D Override
@ Requirad ping addre
o address
"voice Owner % Rachel Erben no adaress
Select a different user.
Supplier Name 1 LIFE CONNECTED

Supplier Account No

Supplier Invoice No. % ‘

1 @ Required

Currency US Dollar
I:‘ Discount, Tax, Shipping & Handling

0 Lines

* Description * Product Size Quantity * Price Estimate ¥ Packaging

b a d e f

- EA-Each » + ADD LINE

Catalog No

a. Product Description - Non-po based invoices can be summarized into one line for each category (example:
postal/freight services if there are 20 lines on the invoice it is ok to do one line for the total of the invoice).
If the invoice has two different categories, for example office supplies and then food (coffee, water, etc)
then there would need to be two summary-based lines * *one for the office supplies and then one for the
food.

Catalog No — Required field but can be N/A

Product Size

Quantity

Price Estimate

Save or Save and Add Another if additional line items are needed

"m0 ao0oT



Invoice + 1 LIFE CONNECTED + 159015431

Entry Summary Matching Supplier Messages Comments Attachments Payment Preview History
General #F o Addresses #F o Note/Attachments £
Supplier Invoice No. 009733 Remit To External Note no value
nternal Nof no value
Supplier Name 1 LIFE CONNECTED 1551 UNION ST UNIT 205 Internal Note '
SAN DIEGO, California 92101

. o External Add
Reimburse Supplier na vaive United States attachments
D Address Id 00-X0188558000 Altachments

3rd Party Address 1D 00-X0188558000

) val Internal Attachments  Add
Supplier Account No.  no value

PO business unit 17-Texas A&M University - Kingsville (17) Payment Information # -+ Discount, Tax, Shipping & Handling &
0 Departrmen X g on-PO Goods Revd  4/11/2024

PO Department 17-88GS (17-55GS) 4 Non-PO Goods Revd  4/11/ Discount, tax, shipping & handling

Date  sm—
Invoice Owner Rachel Erben Allocation Weighted

EDM Revd Date no value
nvoic " f
Invoice Date 4/11/2024 ) . Header-level

5 Invoice Revd Date ne value

Discount Date no value > Terms Discount 0.00 USD
Due Date 5/11/2024 Check Number no value Discount 0.00 USD
Terms 0, Net 30 Check Date no value Tax 1 0.00 USD

(MM/DD/YYYY) Shippi 0.00 USD

hipping X

Terms Discount 0.00UsD ‘ 6 —

Special Payme val

Special Payment no value Handiing 00050
Invoice Name 130007883 01 Method 7 —_—

Start Date no value
Contract Number no value Pre-Pay & Add »
End Date no value

Report Reference A no value Cost Receipt *

Required Order Category 1- Regular
Report Reference B no value

JAGBAER Pay fovalue Disputed Invoice ¥

4. Non-PO Goods Revd Date This is the date that you actually received the goods. This can be a
future date (if you are paying for a service period). This is critical due to it is one of the dates that
is used to calculate prompt payment interest. You have to click on the “summary” tab at the top
to put this date.

5. Invoice Revd Date - This is the date that you actually received the invoice, if there is no received
stamp on the invoice then this needs to be entered as the invoice date. This is critical due to it is one
of the dates that is used to calculate prompt payment interest

6. Shipping — Review the invoice to see if shipping needs to be added.
7. Handling — Review the invoice to see if handling needs to be added. Save

Invoice Attachments
a. Add Attachments

b. Select file you wish to attach (multiples are allowed) and click “save changes”.
Invoice « 1LIFE CONNECTED + 159015431

mments Attachments

g
—>

There are no attachments for this document.



Add non-PO Line items:

Codes

Expand All

LINE Collapse All
Fiscal Year Member ID Department Code Account Code Class Code Object Code Special Routing1 Report Reference C Report Referent

Add new PO
2024 17 17-85GS no value no value no value no value no value no value

Texas ABM Univ-Kingsville 17-Procurement Sersices Add Non-PO Item
; resar o

0 Lines 0 v

No lines have been added. Add new PO or Add Non-PO item

Click on the three dots “...” to add non-po line items that will need to be replicated from the invoice.

Field Descriptions
1. Invoice Name
a. This will default with today’s date, your UIN and the number of invoices that you have
created today.
2. Supplier Invoice No
a. Enter the supplier invoice number EXACTLY as it appears on the invoice, including all
punctuation that may be included.
3. Invoice Date
a. Enter the date exactly as it is on the vendor invoice.
b. If you are processing an employee reimbursement enter today’s date

4. Due Date
a. This will calculate automatically based on the invoice date and vendor terms.
5. Terms

a. Ifthe vendor offers an early payment discount you enter that here
b. If the vendor terms that pull are not correct contact procurement@tamuk.edu to have the
vendor terms corrected.
6. Order Category
a. This will pull from your profile, but it does not matter what is entered here on non PO based
invoices
7. Special Payment Method
a. You MUST select the special payment method needed.
b. Notes alone will not ensure that the special payment method will be added
8. Rush the Pymt Process
a. This is used when the payment needs to be released before the standard terms
b. Typical rush reasons\
e Past due invoice
e Invoice due date within 10 days
e Agreement with vendor stating terms other than standard terms
c. Ifthe rush reason is other than these then you need to add notes explaining why the payment
needs to be rushed
9. Bypass Invoice Allocator
a. Ifyou are an allocator this is hardcoded in your profile
b. If you DO need the invoice to route to an allocator for review and approval other than
yourself you can change this to no
10. Contract Number
a. Ifyou have a contract number add it here




11.

12.

13.

14.

15.

16.

17.

18.

Report Reference A

e This a free text field
This information is not in FAMIS
This is searchable in AggieBuy

e This is searchable in the Data Warehouse
Report Reference B

e This a free text field

This information is not in FAMIS
This is searchable in AggieBuy
This is searchable in the Data Warchouse

Remit to
a. Itis CRITICAL that you select the correct remit to address
b. If the address you need is not listed contact vendorhelp@tamu.edu to have the address
added before you continue
Non PO Goods Revd Date
a. This is the date that you actually received the goods.
b. This can be a future date (if you are paying for a service period)
c. This is one of the dates that is used to calculate prompt payment interest.
d. CRITICAL that this date be correct.
Invoice Revd Date
a. This is the date that you actually received the invoice
b. If there is no received stamp on the invoice then this needs to be entered as the invoice date
c. This is one of the dates that is used to calculate prompt payment interest
d. CRITICAL that this date be correct
External Note
a. These notes would be viewable to the vendor if they utilize the Supplier Portal
b. This is a good place to add notes about why an invoice is being short paid so that vendors
will be able to see that in the Supplier Portal
Internal Notes
a. This is where you add notes for accounts payable, who to contact to pick up check, why
payment is being rushed, etc.
Discount Tax Shipping & Handling
a. Terms Discount
1. This will calculate based on the invoice amount and discount terms that are entered
b. Discount
1. These are discounts that the vendor offers regardless of when payment is issued
(higher education discounts, promo discounts etc.)

c. Tax1
i. If the vendor invoice includes tax and you do not know if the tax should be paid you
enter it here
ii. If'you know that the tax should NOT be paid then you leave it off
iii.  This will cause the invoice to route to a tax review step so that we can determine if
the tax should be paid
d. Shipping
1. You can enter the shipping here or include a line item for the shipping
ii. If the vendor has offered a terms discount then the shipping should be entered here
e. Handling
i. Same as shipping above



