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Direct Charge Accrual Procedures
Direct Charge Invoices

Direct charge invoices for the current fiscal year should be processed as expenditures against current fiscal

year departmental budgets for both unrestricted and restricted accounts. Current fiscal year direct charge
invoices that are not paid by the final June 30" APS check run may be accrued and charged to current fiscal

year budgets via departmentally prepared journal vouchers. In order to ensure timely processing of your
department 6s direct charge expenditur e stoAcmlnts Rayabler out
(AP) in accordance with the following schedule:

June 8 Invoices for direct charge purchases received by June 7" due in AP

June 15 Invoices for direct charge purchases received between June 8" and June 14" due in AP

June 22 Invoices for direct charge purchases received between June 15" and June 21" due in AP

June 26 Last day for direct charge invoices to be forwarded to AP without an accrual journal voucher
June 29 LSU Foundation Check Requests due at the LSU Foundation

June 29

& After Journal vouchers (JVs) are due from departments for University direct charge accruals. A S|mple

journal entry should be processed to accrue direct charge invoices not paid as of June 30"
accordance with the following procedures:

Steps to create a Direct Charge Simple Journal (SJ) Accrual:

On the Initiate Account Entry Screen:

Enter SJ for Entry Type

Enter the Entry description i Accrue DC/Invoice Number/Vendor Name
Enter comments that reference why the entry is being made

Effective date = 06302009

7/1 Reversal =

O O0OO0OO0Oo

Example i Initiate Accounting Entry Screen

| | | | | | | o || | am|

GLSIAE INITIATE ACCOUNTING ENTRY 0a/17/09 10
REQUIRED DATA
ACTION: A C

SELECT ONE: BUDGET RADJUSTMENT EO ENCUMERANCE ORDER ERNTRY
ERANE TRANSFERS GE GRANT ESTRAELISHMENT
COMPOUND JOURNRAL VOUCHER IT INTERNHAI TERANS TION
CASH JOURMAL VOUCHER PC FETTY CRASH REIMBURSEMENT
DEPARTMENT AL SJOURMAL VOUCHER PO FPFURCHASE ORDER ALTERATIONS
DEPARTMENTAL TRANSMITTHAL SJ SIMPLE JOURMNAL VOUCHER
ENCUMBER INTERNAL TRANSACTION

ENTRY TYPE H FORM # H IF DT, RACCT RECEIVRABLE?Y (¥, N)

ENTRY DESC H

COMMENTS

SRCE DOC TYPEAH: DEPT REF H
CONTARCT NAME .
CONTRCT PHONE H 3 2009 AREA CODE
ENTRY TOTRAL H oo
EFFECTIVE DRATE : 12008 7/1 REVERSAL: Y
1=HELPF z ODEMENLU 3= 4=VAEI 5= B=FORMMENLU
= 1O0=GLSMENU 11=S¥SMENU 12=L0OGOFF

0n3/011

T D= sr Ay aREE o

AN pne e Lo pemte server os s, soo S0, e asing fpool 21 TP00ZE aned port B



On the Simple JV Entry screen:

(0]

O 00O

Enter the Department al expendi t uXoexpendtoer@abjact nu
code, and debit for the amount of the invoice
In the offs e t section, enter ALO i n bDimtke objectecadsfeeldt i o n

Key Y®& fin the Override Errors Field
The item description will be the entry description from the Header screen
Press F9 to return to the Header Screen and then F9 to print

Example Simple JV Entry Screen for Direct Charge Accrual

D AN BN 4 L 2" & a9

GLSSJE SIMPLE JV ENTRY
PLERSE ENTER DATRH
ACTION: & (A/ADD, C/CHANGE , V/VIEWN) CODE: OVERRIDE ERRORS:

ENTRY®R: 00128418 FY: 02 TOTAL LINES: 00O ENTRY TOTAL:
OFFSET

AMOUNT

CRLCULATED TOTAL:

ITEM DESCRIPTION SRCE DOC TYPE/®

1=HELP 2=CODEMENU S=ENDENTRY 4=VRE1 6=1STPRGE
7=PREVPAGE 8=NEXTPAGE 8=HEADER 10=GLSMENU 12=L0GOFF

Example GLS Header Screen for Direct Charge Accrual

W oo

B DD AN

- - e # 3 - P

GLSAREH ACCOUNTING ENTRY HEADER 04/17/09 10:58:39
BALANCE SUCCESSFUL ENTER FOR DETRIL
ACTION: V (C/CHANGE, D/DELETE, R/REVERSE, S/STATUS CHG, U/UPD, V/VIEW) CODE:

ENTRY TYPE/8H: SJ 001294 FY: 08 TOT LINES: 002 VOUCHER TYP/H:
ENTRY STATUS: (FOR S US CHANGE) OVERRIDE EFF DTE :
ENTRY DESC - A E 45 TIGE TR ENTRY TOTAL

CONTARCT NAME PRTTT | ONTRCT CONTACT PHONE:
COMMENTS T I I E It b 231 JF IGER TRIL

EFFECT DATE : O < 3 7/1 REVERSAL:
SRCE DOC # : DEPT REF #

ORGANIZATION:
---------------------------- STATUS INFORMATION ==-=-=s-cceccmmcmccccacmacaaan
INCOMPLETE 04 ACAP24 W - WORKED

PENDING 24 A - APPROVED
- DISAPPROVED R - RELERSED
VAULT C = CURRENT
TELLER
RCAP24 04/17/2008 103834 ACARP24 CHG: RACRAP24 04/17/2009 105819 RCAP24
1=HELP 2=CODEMENU 3=IT-ACCT 4=VAREI 5=AIRE 6=VLID
7= 8= G=PRINT 10=GLSMENU 11=SYSMENU 12=L0GOFF

03/010

RTINS 0 IR S TS b 6re r. bl b g Aol AL TPOOER and port 15 U Themd-ar et WAER7 an hndd



Note:
The system will automatically assign the correct associated mapping account for the expenditure account
for simple (JV) journal vouchers.

Once the entry is completed, printed, and signed, please follow these steps to successfully process the
entry and invoice to Accounts Payable:

U Staple a copy of each direct charge invoice to the accrual journal voucher.

i Make a copy of the approved accrual journal voucher for the department files.

U Paper clip the original invoice to the accrual journal voucher. This will help to process the original
invoices and the accrual JV6és separately in t

U Route packet to Accounts Payable for approval and release to GLS.

U Accounts Payable will verify that a copy of the direct charge invoices are attached to the accrual
journal voucher. The original invoices will be processed for payment in July. The accrual journal
voucher will be approved in GLS to be reflected on the June ledgers.

U The July ledgers will have a debit to the department expenditure account as a result of the direct
charge invoice payment in July and a credit to the departmental expenditure account as a result of
the automatic reversal (occurring as a result
the journal voucher.

U A copy of the accrual journal voucher should be sent to Sponsored Program Accounting if the
accrual is being made on a restricted account (i.e. 4, 5, or 6 in the sixth digit of the account number).

Purchase Order Accruals

Unrestricted Purchase Orders

All purchases and services received against unrestricted purchase orders must be either (1) paid by June
30", or (2) charged to your current budget via a system accrual prepared by the AP Office. Expenditures
should be reported in the period in which they are incurred so it is critical to review ledgers to identify
expenditures incurred and not paid by the final June 30™ APS check run. For receipts of merchandise and
services to be charged to the current fiscal year, the merchandise or service must be delivered by June 30™.
If a vendor cannot firmly promise delivery by the June 30" deadline, there is no action required by the
department because the purchase order balance will be carried forward into the next fiscal year. A
purchase order alteration must be processed in PRO in order to cancel the balance on the unrestricted
encumbrances. The deadline for PO Alterations to the Purchasing Office is Friday, June 19, 2009.
Unrestricted encumbrance balances after the June 30™ APS check run and after the accrual voucher is
prepared will be carried forward into the next fiscal year. Final 6/30 Aged Listings will be sent to the
departments on Monday, July 6™ for informational purposes only. The Aged Listing will not be used to
process the accruals. The accrual will be programmatically calculated based upon the merchandise
received as of June 30" and not paid as of June 30™.

Restricted Purchase Orders

All purchases and services received against restricted purchase orders must be either (1) paid by June 30",
or (2) charged to your current budget via a system accrual prepared by the AP Office. GASB 34 and 35
require full accrual accounting effective FYE 06/30/2002. This means that expenditures should be reported
in the period in which they are incurred so it is critical to review ledgers to identify expenditures incurred and
not paid by the June 30" APS check run. For receipt of merchandise and services to be charged to the
current fiscal year, the merchandise or service must be delivered by June 30™. Balances on restricted
encumbrances after the June 30" APS check run and after the accrual voucher is prepared should reflect
items that were not received as of June 30™. These balances will be carried forward into FY 2009. Again,
the final 6/30 Aged Listing will be sent to the departments on Monday, July 6™ for informational purposes
only. The Aged Listing will not be used to process the accruals. The accrual will be programmatically
calculated based upon the merchandise received as of June 30" and not paid as of June 30™.
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Please create the PRO Electronic Receiving Reports for merchandise received by June 30" and verify both
restricted and unrestricted encumbrance balances in accordance with the following schedule:

June 8 PRO Electronic Receiving Reports for merchandise and services received by June 7" against
restricted and unrestricted encumbrances should be processed

June 15 PRO Electronic Receiving Reports for merchandise and services received by June 14"
against restricted and unrestricted encumbrances should be processed

June 22 PRO Electronic Receiving Reports for merchandise and services received by June 21%
against restricted and unrestricted encumbrances should be processed

July 1& 2 Last two days to enter PRO Electronic Receiving Reports for merchandise and services
received by June 30™ against restricted and unrestricted encumbrances. In order for the
accrual to be calculated, the received date on the PRO Electronic Receiving Report
must be dated on or prior to June 30, 2009.

July 6 PO Accruals will be available on-line in GLS (after 2:00pm)

July 8 Last day to submit any PO Accrual correction JVs to AP

Balances of unrestricted accruals not paid by the statutory deadline (August 15" will be refunded to the

State and will be charged against next fiscal ye
encumbrances will be reversed and re-encumbered in July.

Purchase Order Alterations (PO Alterations)

June 19 All PO Alterations to unrestricted and restricted encumbrance balances are due in
Purchasing. It is critical that alterations to purchase orders be processed as early as possible
in order to ensure accurate encumbrance balances on GLS to accommodate invoice payment
and expenditure transfers.

Receiving Report & Accrual Calculation Examples

Example 1

Steps for Entering a Receiving Report for Items (PO Types: OMR and CPR):

U Start at the Purchase Order Header, scroll to the bottom and click the Receiving Report button.
i Scroll down on the Receiving Report Header and click the Add button, the purchase order
information will be displayed
U Click the Continue button at bottom to go to the Items screen
U On the Iltems screen:
0 Select the item received (marked in purple)
0 Type in the quantity received of that item
o0 Type in the date the item was received Click Change
0 Continue to add other items following the steps above
0 Once completed keying in all items received, click Continue button or Header tab
U On Receiving Report Header screen,
o Enter Order complete: Yes or No flag
0o EnterAddi ti onal items ordered/recdéd: Yes or

ar
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o Direct Charge Amount: if small items were received totaling less than $1,000.00 and
department wants to keep the items. The Remark section must be completed to provide a
brief justification.

o Click Change

U Once all is completed on the receiving report, click the Release to AP button at the bottom of the
Header screen

Example PRO Receiving Report Item Screen

Receiving Report AT

Header <2 » Items <
FReceiving Report = Header = [tems =

PO NMumber: Q00267832 01 Type: OMRE Status: RLY 0&8/24,/2008
PO Title: Pitney Bowes Inc
Buyer: Fiscal Year: 2009 Attach: I
Campus: LS
Total Cost: 11,220.00 Total Items: 5 Version: 1
FRequisition Number: Q000022499 SolicitWer: Order Code: A
Item = Ordered Received Returned Femaining Item Compl
o001 1Z2.00 9.00 .00 .00
Pitney Bowes, Rental, Model 1M00 DM5000-DM1000 Postal Securi
Qooz 12.00 S5.00 .00 .00
Pitney Bowes, Rental, 1E08 Laser Printer, Model SPYS. Line
0003 12.00 5.00 .00 5.00
Pitney Bowes, Rental, 149 Lb. Interfaced Platform, DM500-DM1
Qo004 12.00 S5.00 .00 .00
Pitney Bowes, Rental, DM200 System-WOwW, Base Pkg., Model SBM
0005 12.00 5.00 .00 5.00

Pitney Bowes, Rental, Model UFPS Power Stacker for DMS00/DMQ

Rpt Mbr: 000032339 04 Item Mbr: 0001

Status: INC 05/25/2009 Item Complete: [

Quantity Received: 1 Received Date: 5/20/2009 h
Quantity Returned: .00 Returned Date:

Reason Returned: Select One

JomM: MO Manufacturer: Model: DMS00-DM1000

Description: Pithey Bowes, Rental, Model 1M00 DM5000-DM1000 Postal Security Device -
DMS00-DM1000 PSD. Line =301,

> [Change] [ Receive All ] [ Return All ]

—_— =D

How the System Accrual Calculation is determined for an Open Market Requisition (OMR)/ Contract
Purchase Requisition (CPR):

The PO accrual calculation is based on the Number of Items Received (as of June 30, 2009) minus Number
of Items Paid (as of June 30, 2009).

To View from PRO Invoice:

o From the Header screen of the Purchase Order,
page

o From Al nvoiceo page, click Altemso tab

0 The accrual amount is calculated based on the Number of Remaining Items (i.e. Net
Received minus Processed) times (X) the unit cost

o If no invoices have been paid, the accrual is calculated based on Total Items Received on
the receiving reports times (X) the current unit cost

7



Example PRO Invoice Screen

Header < : Ite

Inwvoice = Header

PO Mumber: 00025914 01 Type: OME  Status: RLV 0&/02/2008
PO Title: CATERED MEALS FOR ROOKIE ACADEMY - TERM COMNTRACT
Buyer: MMORR12 Fiscal Year: 2009 Attach: M
Campus: LS
Department: 17040 FIRE & EMERGEMNCY TRAINIMG
Total Cost: 89,548.80 Total Items: 2 Version: 1
Reguisition Mumber: Solicitation Mumber: 000005072 Order Code:
Invoice Mumber: 000105352 Type: D Status: RAPS 04/15/2009
Invoice Amount: 273.88 Direct Charge: 0.00
Tax Amount; 0.00 Freight Amount: 0.00
Item Invoice Total: 273.88 Out of Balance Amount: 0.00
Item = Ordered Met Recd Processed Remaining Qty Inv Amt Inv
o001 7,680.00 4,720.00 4,576.00 144.00 .00 .00

Bre

ms <7  Acct <

= Items =

akfast - Catered meals for LSU Fire & Emergency

oooz2 7,680.00 4,742.00 4,619.00 123.00 41.00 273.88
Lunch - Catered meals for LSU Fire & Emergency Tra

Invaoice Mbr:

Status: RAPS 04/15/2009 Auth Overage:

Quantity: Unit Cost: 4.98000 < u—
PO Invoice Amt: 0.00 Extended Cost:

LUOM: E&A  Manufacturer: Model:

000105352 Item Nbr: 0001

Description: Breakfast - Catered meals for LSU Fire & Emergency Training Institute
beginning on July 1, 2008 through June 320, 2009, 4 ten week programs, (60
days of meal service ¥ 22 breakfasts per day per program). &ll breakfasts shall

be

delivered and set-up ready for consumption at 7:00 a.m. (Please see

ov

attached specifications and special notes) THESE QUANTITIES ARE ESTIMATES.

Item Quantity Amount
COrdered: 7,680.00 38,246.40
Received: 4,720.00 38,246.40
Returned:

Sent to APS: 410.00 2,041.80
Paid by APS: 4,166.00 20,746.68

A In this example the accrual amount for Item 1 would be $ $717.12 (144 * $4.98)

Example 2

Steps for Entering a Receiving Report for Personal, Professional, and Consulting Services (PO

Types: PSR)

i Start at the Purchase Order Header, scroll down to the bottom and click Receiving Report

U On the Receiving Report Header,

o Enter the Begin and End Dates of the service period being authorized for payment i the
Work Begin and Work End dates must be within FYQ9 in order to be included in the accrual

calculation
Enter Contract complete: Yes or No flag

Select Pay Routing Information if necessary
Click the Change button at the bottom

8
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Click the Add button (the purchase order information will then be displayed)

Enter Service payment amount and/or Travel amount if applicable



U No information is required on the Items screen
U Once all is completed on the receiving report, click the Release to AP button at the
bottom of the Header screen

Please note: The accrual calculation will not include any travel expenditures (object code 5800). The travel
accruals will be processed separately following the travel rules. Please see the Travel Accrual Procedures
on page 15 for detailed information.

Example PSR Receiving Report

Receiving Report LAD

Header < » Items <
Feceiving Report = Header =

PO Number: 000326720 01 Type: PSR Status: RLY 05/25/2009
PO Title: Consulting: John Hansen
Buvyer: AHILLS Fiscal Year: 2009 Attach: b
Campus: LS
Cepartment: 12701 DEAN'S OFFICE
Total Cost: 4,500.00 Total Items: 2 Version: 1
Requisition Mumber: 0000432643 Solicitation Mumber: Order Code: 3
Auth Mumber PO Seq Status Date Auth Payment Comp.
QO0039234 01 01 INC 05/25/2009 1,000.00 M
Auth Nbr: Q00039234 01 Status: | IMC 05/25/2009
Contract Complete: I Payment Code: oo
Max Service Amt; 3,500.00 Max Travel Amt: 1,000.00
Tot Auth to Date: 0.00 Tot Auth to Date: 0.00
Available Balance: 3,500.00 Available Balance: 1,000.00
Service Payment: 1,000.00 Travel Payment: 0.00
Trawvel Voucher is requjred for payment
Wark Begin Date: * 05/22/2009 Wark End Date: 05/22/2009

Vendor Ref Mbr:

Vendor Mumber: 0026372 01
Vendor NMame: John W Hansen
Remit Vendor Mbr: 0026372 Loc Mbr: |01

Remit Vendor Mame: John W Hansen

Invoice Auth Code: Invoice to be submitted - [MNWVS
Pavy Route Code: Select One

Pay Route Desc:

—— [ Change ] [Delete] [ Release to AP ] G

22 CONTINUE

How the System Accrual Calculation is determined for Consulting or Professional Services
Requisition (PSR):

The accrual calculation is based on the Total Authorized to Date minus the Total Invoices Paid. The Order
Number Detail (OND) screen in GLS provides a summary of invoices paid to date.



Example GLS Order Number Detail (OND) screen

G D ORDER NUMBER DETRIL
END OF DATA

ACTION: ENC NBR

ENC TYPE

VENDOR
EFFDATE

ORDER AMOUNT

TYPE ENTRY INVOICED

Example from PRO Receiving Report

Receiving Report +

Header <«  Items <°

Receiving Report = Header =

PO MNumber: QO022957 01 Tvpe: PSR Status: RLY O0OZ/20/2005
PO Title: PPCS-BRANTLEY-MAX LAFOMNTARM

Buyer: AHILLS Fiscal year: 2008 Attach: A d

Campus: Pennington Biomedical Research Center

Cepartment: 29000 DIVISION OF EDUCATION

Total Cost: 7.,878.80 Total Items: 2 Version: 1

Requisition Mumber: QoOO0Z27927 Solicitation Mumber: Order Code: =

Avuth NMumber PO Seq Status Cate Avuth Payment Comp.
[ 023544 01 o1 AP 0z,/24,/2008 2,38B5.55 ]
(o 23544 02 o1 AP Q3,/25/2008 275.00 ]
[ O02=za4d4 0= o1 AP Q5,/27/2008 2,000.00 ]
Auth Mbr: Q0000232544 03 Status: AP 0Q5/27/2008
Contract Complete: ™ Payment Code: [a]a]
Max Service Amt: 2,000.00 Max Trawel Amt: 5,878.80
Tot auth to Date: 2,000.00 Tot auth to Date: 2,002.55
Aovailable Balance: Q.00 Available Balance: 2,.216.24
Service Payment: 2,000.00 Trawvel Payment: Q.00

Work Begin Date:

Vendor Ref Mbr:
Vendor Mumber:
Vendor Mame:
Remit Wendor Mbr:
Remit Wendor Mame:

Travel Vvoucher is required for payvment

03/01/2008 Waork End Date: 03/05/2008

0021269 01
Max Lafontan
Q0212569
Max Lafontan

Loc Mbr: 01

A In this example the accrual amount would be $2,000.00 ($2,000.00 Authorized - $0 Invoiced).
Example 3

Steps for Entering a Receiving Report for Construction/Renovation Requisition (CRR)

10



U Start at the Purchase Order Header, scroll down to the bottom and click Receiving Report
0 On the Receiving Report Header:
o0 Click the Add button at the bottom of the screen (the purchase order information will then be
displayed)
Enter Contract complete: Yes or No flag
Enter Gross Payment Amount
Enter Liquidated Damages if applicable
0 Click the Change button at the bottom
U No information is required on the Items screen
i Once all is completed on the receiving report, click the Release to AP button at the
bottom of the Header screen

O OO

There is no fiRec e iReceivinDRepatd If aoreteiving répArRs created by July 2" deadline,
the receiving report will be included in the accrual calculation

The CRR receiving report is based on the dollar amount of the payment.

Example CRR Receiving Report

Header o' L Ttams d)
Rnrmvm ort Heacer
o "'&ALLPEIIITJ m

PO Numbac OO03G301 01} CRR .;t atus: RLY 0O5/25/2009
PO Title: E B DORAN, AG METAL SHOP‘i REPLACE AHLI'S 09720, 17604, 10661
Buyar: IFRAZLZ Flscal Yaar: 2009  Attach: Y
Campus: LSu
Deaepartmeant: 18960 WORK IN PROGRESS
Total Cost: 187,895.00 Total Itams: 1 varsion: 1
Raquisition Number: Solicitation Numbar: 000006506 QOrddar Cocda; T
horization o Pay (Construction)
R-port Number PO Saa Status Dato Ordar Camplete
QOO039234 01 01 INC Q8/25/2009 N
r' AALIAL ’ e ..'l'w',]' A,(:Z:v’:)l'A AR .: "
Rcc Rpt Nbr. 000039234 01 Stglun: INC 05/25/2009
Contract Complete: | M| Payment Code: Qo
Retainage Parcant; 10,00 Retain Bond Flag!
Gross Paymant; 120,000.00 [Cumulative Gross: 20,000,000
Ratalnage Amount: 2,000.00 Cumulative Ratainage: 2,000.00
Liquidatad Damageang 0.00 [Cumulative Damagas: 0.00
Faymant Amount: 158,000.00

LZ..A l;‘.AL‘I.! ARAZ AL

fonn
vandaor Ref Nbr; :

Vandar Numbaer: 0007151 01
Vandor Name: chillCe ne ,
Ramit Vendar Nbr; [SISTRI Bl § Loc Nbrp 01 |

Ramit Vandor Name:  ChillCa Inc

FFay Routing Information
Invoice Auth Coda | Invoice to be submitted - INVS 52l

Pay Route Code! | Select One el
Pay Route Dasc! | |

) [ Change | (Daelete ] [ Releaseto AP | [ Invoice |

How the System Accrual Calculation is determined for Construction/Renovation Requisition (CRR)

The accrual calculation is based on Gross Payment minus Liquidated Damages minus Gross Invoices Paid
11



Example from PRO Receiving Report:

Receiving Fe_ort A7
Header <7 tems <

Feceiving Report = Header

20 NMumber: Q0022395 01 Type: CRR Status: RLY 03Z/14/2008

20 Title: ATHLETIC BUILDIMG - 2MND FLOOR - CARFPET REPLACEMEMNT

Suyer: MSMIT23 Fiscal ¥Year: 2008 Attach: ™

Zampus: LS

Jepartment: 18920 FACILITY MAINTEMAMCE

Total Cost: 48,3956.00 Total Itkems: 1 Version: 1

Requisition NMumber: Q00027318 Solicitation NMumber: Order Code: T
Report Number PO Seq Status Date Order Complete
Q00026324 01 o1 AP 05/29/2008 4

FRec Rpt Mbr: Q000256334 01 Status: AP 05/29/2008

Contract Complete: b Payment Code: (a]a]

Retainage Percent: 10.00 Retain Bond Flag:

Gross Payment: 48,3945.00 Cumulative Gross: 48,396.00

Retainage Amount: 4,8329.60 Cumulative Retainage: 4,8329.60

Liguidated Damagesggy 0.00 Cumulative Damages: Q.00
Payment A|110y43_.556.40

Vendor Ref Mbr:

Vendor Number: 0001088 01
Vendor Name: UMIT DESIGMN INC
COMMERCIAL FLOORIMNG
Remit Vendor Mbr: 0001088 Loc Mbr: 01

Remit Vendor Mame: UNIT DESIGMN INC
COMMERCIAL FLOORIMNG

Example GLS Order Number Detail (OND) screen
GLSOND ORDER NUMBER DETRIL

END OF DATA
ACTION: Vv (V/VIEW) CODE: OND ENC TYPE PC ENC NBR

VENDOR 000108801 UNIT DESIGN INC
TYPE ENTRY EFFDATE ST SOURCE DOC INVOICED ORDER AMOUNT

**RCCOUNT/0BJECT: 189600656/3380
PO 114864 20080314 C 000027316
ARCCT/0BJ BALANCE
xxINVOICE TOTAL/ORDER BALANCE

W w
w
»n
(es )

w
o o,
o

Q O Q

(9]
«
o

A In this example the accrual amount would be $48,396.00 ($48396.00 - $0 (Liquidated Damages) - $0 (Gross
Invoices Paid)).

12



Reviewing the Accrual Amounts in GLS

The PO accruals will be available for viewing in GLS by 2:00 pm on Monday, July 6th

The view the accrual amounts by account number in GLS,

Date = 6/30/2009

(el el elNe o]

Use the Expenditure Detail Ledger (EDL) screen,
Action Type =V, Code = EDL, ACCT= Dept Account Number, OBJ = Object Code

Voucher Type (VT) = AC (For Accrual)
Select expenditure line to go to Line Item Detail (LID) screen to obtain the PO number

U If the accrual amount is not correct, departments must create a SJ entry to manually correct the
accrual amount. A copy of the GLS screens along with an explanation should be provided.
U Wednesday, July 8" is the last day to submit the PO accrual corrections J V dosAccounts

Payable.

Example EDL Screen in GLS with the Accrual (AC) Voucher Type

Be Bt Yew Communcaton Act

BEHD AR EE &
GLSEDL
END OF DATA

e

%

Yincow Hep

. 22 @

ACTION: V CODE: EL

V/VIEW ONLY

S ORDER/DESC

xx  CURRENT

Specialty Und

PODBOD4538
PO0BOD4538
PO0OODD4538
PODO0D4538
PODODD4538
SUBTOTA

1=HELP

5) Connectid 1 remone server host usws, énor. buedy usng Leol ATIPDSST and port 5123

xx

VT PROJ

TOTAL xx

@2
EXPENDITURE DETAIL LEDGER

0BJ:

MONTH TO DATE ACTIVITY AS OF

JBJ BUDGET ENCUMBRANCE

y
W G
1

gt OOt
o

o

w

w
w w w
o

w

w
w w
o

3=ACCTINQ 4= 5=PROJINQ
T=PREVPAGE 8=NEXTPAGE 9=PRINT 10=GLSMENU 11=SYSMENU

/27/89 11:04:36

DATE

)6/30/2007

EXPENDITURE

12=LOGOFF

18/051

\\Thopd-orwi\AFS2 on NS
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Select the Accrual Expenditure for the Line Item Detail (LID) Screen to display the PO number

e
=1

Fiw Lot v
B i en = N o %% &P 3 @ &
GLSLID LINE ITEM DETRIL

WTAKATON  ACtonE  Yordkw 1D

ACTION: (C/CHANGE, V/VIEW, U/UPDATE FOR BATCH FEED) CODE:
ENTRY #
LINE ® 263
TRANSACTION TYPE D
PROJECT # ooooe
REPORT DATE : 08/30/2€
DESCRIPTION
PRIM SRCE DOC TYPE/H: PO
ENCUMBER DOC TYPE/H

ALT SRCE DOC TYPE/H

ALT SRCE DOC TYPE/H

ALT SRCE DOC TYPE/H

ALT SRCE DOC TYPE/H

FISCAL YERR
ACCOUNT
OBJECT
AMOUNT

00168750
184350500

CODE 3350

Underwrit >S FYE ACCRUAL
PRIOR YR ORDER :
LIQUIDATION CDE:
SYS GENERATED
BGT ADJUST CODE:
BGT ADJUST TYPE:
BGT ADJUST POSN:

Specialty

00004538

BANK CODE

LAST BANK CODE
BANK CHG DATE

BANK CHG TERMID
TOTALS UPDATE FLAG

0eo1

0E/00/0000

BANK AMOUNT
DR/CR
TRANSFER FUND

BANK CHG LOGON :

VENDOR NUMBER

1=HELP =

10=GLSMENU 11=SYSMENU 12=LOGOFF

13/054

\\Thoyoh-ervi\APSE on NeOS

DI Corrected to remote server host lsummes snoc. . edu g g Rpool ALIPOTES ancd port 5023

Pending Invoices

Whenever an invoice (not including Personal Services) is received from a vendor for an order that does not
have a receiving report, or has a receiving report that does not match the items being invoiced, the contact
person on the purchase order and the business manager for the department on the order will be
electronically notified. Instructions to view a .pdf image of the invoice will be included with the electronic
notification. Once the department creates the receiving report, AP will be electronically notified to process
the pending invoice for payment.

Pending Invoices can be monitored in the PRO system using the Document Search screen. At the

Document Search screen, s énlowaedt atnhde t e PebdirgrRaceving s e
Reportso . The search can be |l imited by one or more
A Five digit Dept Code
A Campus

A Business Manager logon ID
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See the PRO Document Screen to search for Pending Invoices below:

Flalds with an = are required :

By Document Typal | Involce v By Flucal Yaar!

Ny Title: [

By Document Number | Mmmt Number

By Status: Pending Receiving Report » | By Ordaer Coda; Ny Typa
By Vandor Number| Dy Location Number|

(7 digite) (2 digita)

Ny Commaodity Codal | | By Commodity Group; |

(3 or 5 digite)
Ry Dapt Code! [10241 * Ry Dapt Referance:

(5 digite)

By Buyar: | Seleot One v By Add Logon ID‘*

By Campusl | Select One -

Ay BusMar *

By Raguestar Name!

| Claar | | gaarch |

Documant Sequence Commodity Commodity
Number  Number  Type Status Codae Group Add Date  Buyer
nooooase’ OMR PEND O7/31/2006 WWRAZLZ

Tollat Tiesue & Papor Towals-Tarm Contract
000003326 OMR PEND 07/31/2006 IFRAZIZ

Tollet Tissue & Paper Towals-Tarm Contract

N Official PAWS Web Page, Send Communts or Quustions te pawulb ey, wi
Copyright @ 0N/ J1/2007 11308 16 AM. Loviniana State Universl ty. All Kights Keswrved
el | News | Fosduack | FPAWES FAG | Santoh | LB M

Unrestricted and Restricted Travel Accrual Procedures

Travel Advances issued are not charged to departmental budgets until properly supported travel expense
reimbursement requests are filed with Accounts Payable/Travel. Travel advances should not be accrued.

In order to ensure all travel expenses are recorded against current fiscal year budgets, please adhere to the
cutoffs identified below:

June 8
June 15
June 22

June 26

June 29
& after

Travel expense reimbursements due for all travel completed through June 7"
Travel expense reimbursements due for all travel completed between June 8" and June 14"

Tratvel expense reimbursements due for all travel completed between June 15" and June
21°

Last day to submit travel expense reimbursements for all travel completed between June
22" and June 30". The Travel staff will prepare an accrual JV for the travel expense
reimbursements not audited and processed for payment by June 30".

Travel expense reimbursements submitted on these days must have an accrual JV placed
on top. In order to process the accrual JV, the travel expense reimbursement must have the
required original AS292 fA Request for Authorization to
receipts as required by PM-13, University Travel Regulations.
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Travel expense vouchers not submitted in accordance with the above cutoffs will be charged to departmental
budgets in the next fiscal year.

Travel on Personal, Professional and Consulting Services (PPCS) Contracts

Personal, Professional and Consulting Services (PPCS) Contracts in PRO require travel to be authorized on
the receiving report, but the actual travel expense reimbursement must be sent to the Travel Office to be
processed.

Travel expense reimbursements received in AP on June 29" and after require an accrual JV with the
effective date of June 30,2009 and a AYO in the 7/ 1 Retheeexampad beldwifa | d .
creating a travel accrual journal voucher.

Steps for creating the Accrual Journal Entry for Travel

On the Initiate Account Entry Screen:

o Enter SJ for Entry Type
Enter the Entry description i Accrue Travel/Destination/Travel Date
Enter comments that reference why the entry is being made
Effective date = 06302009
7/1 Reversal = Y
Click Enter

OO O0OO0Oo

Example i Initiate Accounting Entry Screen

On the Simple JV Entry screen:
o Enter the Departmental expenditure account number, transaction type fiX0 expenditure object
code, and debit for the amount of the invoice
I n the offset section, ent er A dintheioljecttcddefield r a n s «
Key a AYO0O in the Override Errors Field
The item description will be the entry description from the Header screen
Enter the Source Document Type ATV and the as:s
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