L [

(¥ gOAKS, ) Financials

N Taae

AP - Creating Vouchers

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*

it
% OBM Training Academy



S
( éOAK_§_ Financials

PP

Table of Contents

Steps for Creating VOUCKEIS........... e e s 3
RETEIBNCES. ...ttt e e 3
e 007 =1 PP SUPPPTRPPPPN 3
Additional Vouchering GUIAANCE .........coouuuiiiiiiiii et e e e e e eae e 4
UNderstanding INVOICES ........uuiiiiiieiii et e e e e e et e e e e e e e e et e e et e e aan e eaens 5
Determining ReqUIred BaCKUP.........coiieuiieeieiie et e et e e e et e e e e et e e e e eannaeeeee 9
Creating @ NON-PO VOUCKEY ........iiiiiiii ettt e e e e e e e e e e e e e e eaanaeeeees 12
Creating @ PO VOUCKET ....... ottt eees 22
Creating @ PO RECEIPL VOUCKET ......coouiiiiiiiiii et 35
Creating a Single Payment VOUCKET ..............i i 46
Entering 1099-S Vouchers (Property/Real EState).............oveviiiiiiiiiiiiiieeeeeieeeee e 55

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*

ﬁ OBM Training Academy



= L1 N ) )
A0OAKS Financials
= -

e

Steps for Creating Vouchers
References

e SAFE Policy - "Vouchers and Expenditures” .

e ORC 126.08 - Director of budget and management - powers and duties

e ORC 125.01(B) - "Department of administrative services - office services definitions"
(Definition of an invoice)

e ORC 126.30 governs interest on late payments for goods and services

e OAC 126-3-01 covers prompt payment requirements - places responsibility for
paying suppliers promptly on the agency dealing with the supplier

e« OBM Rule 126-3-01 (A)(4-5) states that an agency's responsibility to make prompt
payment does not begin until the agency receives a proper invoice as defined in

this rule
o« OBM Rule 126-3-01 (B)(4)(b) details actions to take for a defective or improper
invoice
Process

Non-PO Vouchers

Non-PO Vouchers can be used to pay for non-IT goods or services when the total vouchered is
$500 or less.

PO Vouchers

PO Vouchers must be used when funds are encumbered for the purchase or when the invoice
total is $500 or greater.

o Refer to the "OAKS FIN Account Code Reference" for items with account codes
excluded from the PO requirement.

PO Receipt Voucher

PO Receipt Vouchers must be used when an agency has created a PO to encumber the funds
being used to make the payment and when they have entered a receipt in OAKS FIN to show
they have received the goods / services.

Single Payment Vouchers

The Single Payment Voucher (SPV) exists to reduce the effort required to make a one-time,
small dollar payment to suppliers not in the OAKS FIN supplier database. Single Payment
Vouchers may not be used when:

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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o the supplier is established and is active in the OAKS FIN supplier database, or
e the account code being used is reportable to the IRS, or
o the amount of the payment requires a purchase order to be completed.

Entering 1099-S Vouchers (Property/Real Estate)

This procedure involves recording property/real estate closing date and description on the 1099-
S Property Information page.

Additional Vouchering Guidance
Pre-Payment of Expenses
Shipping

Membership

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Understanding Invoices
References

Overview

An invoice or bill is a document issued by a seller / supplier to the buying agency, indicating the
products, quantities, and agreed prices for products or services the seller has provided to the
buying agency.

An invoice indicates the buying agency must pay the seller, according to the payment terms.
The buying agency has a maximum amount of days to pay for these goods and is sometimes
offered a discount if paid before the due date.

The state is required to pay all suppliers within 30 days of receiving a proper invoice. Upon
receiving an invoice, the person who received the goods and/or services should review the
details to ensure that the goods and/or services were received and the invoice is accurate.

e Do not accept hand altered invoices or adjustments to the invoice or total to be
paid. Exception: If state sales tax is included on the invoice it may be altered to
exclude the payment of tax. Sales tax is the only adjustment permitted on the
invoice.

e« Some goods and services require backup documentation to be included with the
invoice. Click here to view a list of the required backup documentation needed.

Proper Invoice

Ohio Revised Code, section 125.01 (B) defines an “invoice” showing:
e Vendor (Supplier) name and address
e Bill to address
e Delivery of commodity or performance of service
o Date of the purchase or rendering of service
e An itemization of the things done, material supplied or labor furnished
e Total amount due pursuant to the contract or obligation
e Incomplete invoices will be denied
e Invoice cannot be altered except for:
e Removal of state of Ohio sales tax
e Unauthorized freight charges

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Standard Invoices

Explore the invoice below by clicking on the boxed areas.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Dept CH 10490 Palstine L. B0055-04%90 o986 CUsST COPY 27 &
nvoice
iE

gordon food service
133400406 06/20/2012

PoutingCode | Stop# | Customer# Purchase Order# Gales # Repres entative Terms*
936 T WYEBRANOWEE [ #7422
{200)a05-2304

210 9k F3LRE0901 DRCOJO00000F5351 =Rt JUDITH MILLER #5512 MNet 20

1200)962-6261 Days
Ship To:
Toledo Correctional Institution Ohio Dept of Rehab & Corrections
2001 E Central Avenue Attn: Business Office
Toledo, OH 43602 FO Box 200332

Toledo, OH 43229

Cost
Lnit Price
Item Code Oty Description Control  SFECS 3 o 5 Tax

Guide

220081 Cas e 4-5# GFS Cottage cheese SMCU 525083 DY
423353 1 Each 5# Fresh Peeled Garlic 96000 f 96001 PR 9.01 5.01 9.01
Total CoolerPisces 2

2476649 2 Casel 15# KE S5LCD BCN 15-23CT[ 14540/331 MT | 34.85 34.85 69.70
Total Freezer Pieces 2

102197 1 Case 1-10# GF5 rideed Curly Las agna 2 1/2 GR 12.43 12.43 12.43
499943 1 Case 6-.5Gallalapeno Peppers SLCD 2739 GR 3.98 2387 2387
13762 1 Case 1-3.75# Red Pepper Crushed Trade EAS GR 2742 2742 2748
714350 ] Case§-25CT3hell Taco YEL 5% GF3 20335 GR 1.33 10.62 21.24
357220 1 Case 12-1# Bacon Crumbles CKD GRS 357220 WT £.37 E4.40 G40
122910 2 Case 4250 Triumph 1# PPR Food TR 19111 DS 797 31.80 B3.80
122940 2 Case 2-250 Triumph 3# PPR Food TR 19101 DS 15.70 321.40 B2.80
Total Warehouse Pieces 10
WLk OF PIECES

Grocery Frozen Meat Seafood l | ] SUBTOTAL %408 69
O P PO P D)

Poultry Dairy Disposables  Sanitation [ et e s s et i i s TAH
SR e

2ence g s 8 S gt e S50

i i o gy et
Disp. Bevrg  Produce Tabletop l?}'z Py This Amourt
T '*-"‘ o 2408 .60
%001 | FcEED
Tha panataiis sgeel ud Llwvw ey showm i breeccn aew ol wubpocs oo o
slangiry sl mokraed by secinn 46 02 e r‘< it At Bl Cofruredtion A,
V030 (7 U.B.C, 4Pbelcll. The sclior of Twme ComeTaaicis IOTEng § IS Glpes Cwer m..,,..
ek, ol Mectvetived of do0d & Slhed produons derieed laoes Hhens commnindcies. 3
vy bilatille & procoeds Lom vae o of Sl ConmeRa et il bl Suept il ot p.“-,d_
u:gukl«-: Wl i R Slade of Mirvies nciede oo Boce Bog ezt Fes @ cha feecs,
A, Inpecson Faan 35 5 s oF .00 pay B Saden sepasabi,
t .\::nplm-—w conslFubes ng:--urmq ] lunu price dillerential of 1 1/% par neonth on e u-ru:l-ld Bakanco allor the cheo data.
LY A TiEAS] . i,

PENFCA AT THE
T M FEHA TR

il
l-"l-nlll'.l andlons thi I.'\r’l:liml s =

Gordon Food Service, Inc.

210 =11 O3 6 203,85 :
— — Payment Processing Center DRte Due U0/ 201
=@ || 133800408 u:us.-fz:;.-fxuzl | Dept CH 10490

Palatine, IL. 60055-0490

OHIO DEPT_OF REHAR RRECTIONS
i : .

33563050153013340040L00004045LS00000406590Y

208, 59

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Determining Required Backup

References

In addition to the invoice, some specific situations will require additional backup documentation
be attached to the voucher in OAKS FIN. The guidelines below describe those requirements.

Advertising

e Must include:
e acopy of the advertisement OR
e atear sheet for printed documents OR
e ascreenshot of the Internet ad OR
« the airing dates and times for radio and television.

Promotional ltems

e Invoices for promotional items, need to attach a justification memo stating the
public purpose.

Paid for Sponsorships

e The state of Ohio does not pay for sponsorships unless it has a vested interest in
how the state will benefit.

e Include a memo on how the state will benefit if it is not included or clear on the
invoice.

e Most times the benefit will be (free) advertising, booth space, and the agency
name posted somewhere etc. (something in return).

Car Rental (direct billed)

e Rental agreement.
e« Reimbursement of gas (need receipts).

Lodging (direct billed)

e Agency name

e Detailed invoice

e« Room folios

e No Onhio sales tax

e No personal charges (food, movies etc.)

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Personal Service and Travel

o Detailed invoice of service rendered with dates, times, amount to be paid.
o Copy of contract if travel is being paid (to verify travel compensation.)

e Receipts.
o Follow OBM Travel Rule (unless contract agreement authorizing different
specifics.)

o Refer to the OBM Travel Rule: 126.31, Travel and other expenses, for additional
guidance.

Contractor Travel

Whenever possible, contractor’s travel must be negotiated using a deliverable-based method so
that travel rates are not an issue. However, if necessary to reimburse travel expenses for
contractors, the expenses must be reimbursed pursuant to OBM Travel Rule 126-1-02 and
submitted for reimbursement using OBM Travel Expense Report (OBM 7148) OBM Travel
Reimbursement Invoice for Non-State Employees (OBM — 1115) or a similar (agency specific)
form that contains the same information.

Temporary Services

e Need job description.
o Dates of service.

Employee Recognition

e Awards over $25 fair market value (material/cash) needs DAS approval.
Non-State Employee travel

e Need to use Travel Reimbursement Invoice for Non-State Employees (except

OOD).
e Requires an itemized receipt if over $10.

Required Documentation for: Meetings, Seminars, and Conferences

Seminar/Training

If the SEMINAR/TRAINING is Direct Billed an invoice with the names of attendees is needed.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Registration announcement.
An agenda.

If registration has a separate cost for food, do not pay unless there is an
overnight stay.

Personal Service Contractor to Provide Training

An invoice.

Agenda or a copy of the curriculum.

List of attendees.

If travel reimbursement is authorized, receipts are required along with a copy of
the contract section that authorizes reimbursement.

Space (Room Rental) or EQuipment Rental

An invoice.
An agenda.

List of attendees or event announcement indicating that the event was “open to
the public”.

Food Event

Must be in compliance with the guidelines which can be found on the OBM website under
Resources in the OBM memos section:

Approval email from OBM if the purchase exceeds the allowance as stated in the
guidelines.

Completed & signed Event Compliance Certification Form.

Invoice.

Agenda.

Sign-in sheet/list of attendees.

Additional documents that should be attached if there is a CHARGE to individuals to register to
attend the Event:

Registration form.
Revenue documents AR 20002 Payment Detail.

The number of meals charged should not exceed the number of attendees on
the sign in sheet. The dollar amount of the fees charged and received should
match the amount of the deposits.

*The State does not pay for meals of “no shows.”

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Creating a Non-PO Voucher

Overview

Non-PO Vouchers can be used to pay for non-IT goods or services when the total vouchered is
$500 or less.

e Some vouchers may require central approval, which includes a requirement for
supporting documentation. Refer to Vouchers Requiring Central Approval to see
if the voucher applies.

An agency's responsibility to make prompt payment does not begin until the agency receives a
proper invoice as defined by OBM Rule 126-3-01 (A)(4-5). If the agency receives a defective or
improper invoice from a supplier, there are responsibilities under the Ohio Administrative Code.
OBM Rule 126-3-01 (B)(4)(b) details the actions to take upon receiving a defective or improper
invoice.

Steps

e OAKS FIN > Main Menu > Accounts Payable > Vouchers > Add/Update >
Regular Entry

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - | Main Menu~ > Accounts Payable ~ » Vouchers ~ » Add/Update -~ > Regular Entry

. Home Waorklist Add to Favorites Sign out
o —
(QAK__S‘_ Financials

New Window | B

Voucher

Find an Existing Value Keyword Search Add a New Value

Business Unit: DASOT |G,

Voucher ID: NEXT

Voucher Style: Regular Voucher -

Supplier Name: @,
Short Supplier Name: @,

Supplier ID: @,

Supplier Location: @,

Address Sequence Number: (@,

Invoice Number:

Invoice Date: [5]

Gross Invoice Amount: 0.00
Freight Amount: 0.00
Misc Charge Amount: 0.00
PO Business Unit: &,

PO Number: @,

Estimated No. of Invoice Lines: 1

Add

Find an Existing Value | Keywerd Search | Add a New Value

1. Click Add.
e The Invoice Information page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Famles - ManMenu- » Accounts Payable = * Vouchers = * AddUpdate = » Regular Entry
myOhio gov
&'n’ﬂ Finandialy
NewWindow| Heip | Personaliz Page |
Invoice Information || Paynens | Youcherdtribute
Business Unit D&S01 voice No | s
VoucherlD HEXT Accountng Date 95032018 Line Total
Vioucher Style Regulsr Voucher *Pay Terms 30 = "Cusrency.
Invoice Date " Basis Date Type InvDake Miscellanecus
Invoice Received O Freight
Total
Supplier 1D Control Group d Difersnce
Shorilame . Incomplete Voucher
Location Last Receipt Date
‘Acdress
*Origin Cade [F25
Saw Save ForLaler Calculate
Line 1 ] Copy Down SpeedChar
* Distribute by [ 2mount - Stip Ta PO0S275
Fterm Descripion
Quanwty Packing Sip
uowu Receiod Date
UritPrice Term Contract D
Line Amourt
Caloulate
MBE Fag| N v
Distnbutio Personalize | Find ey F
GL Chart fasels
E"f‘f Line - Guan =1 Fund e ep Frogran Pr Project
T —
< >
Saw Save For Later
) Save =] Moty I Retesh & Add | | UpdateDisplay
Invoice Intrm aton | Payments | Voucher Aributes

2. Select the Supplier ID of the company to send payment.
e Use the magnifying glass to search for a supplier.

o If the supplier isn't set up in OAKS FIN, refer to the Ohio Shared Services
website for instructions on submitting the request.

3. Leave NEXT in the Voucher ID field.
e OAKS FIN assigns IDs to vouchers.

4. Keep Regular Voucher as the Voucher Style for Non-PO Vouchers.
5. Enter the number printed on the supplier's invoice in the Invoice Number field.

e OAKS FIN checks for duplicates when the voucher is saved. The check
reviews the following field combinations: Business Unit, Invoice Number,
supplier ID, and Amount. The check is not case sensitive.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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6. Enter the date printed on the supplier's invoice in the Invoice Date field in
MM/DD/YYYY format.

Discount calculations are based on this field
Enter the current date by typing "today" in the field.

An agency's responsibility to make prompt payment does not begin until
the agency receives a proper invoice as defined by OBM Rule 126-3-01
(A)(4-5). If the agency receives a defective or improper invoice from a
supplier, there are certain responsibilities under the Ohio Administrative
Code. OBM Rule 126-3-01 (B)(4)(b) details the actions to take upon
receiving a defective or improper invoice.

Utilities regulated by Public Utilities Commission (PUCO) may bill late
payment charges based on the rates approved by PUCO. This is not
subject to ORC 126.30.

Except for prompt payment fees and PUCO late fees, late charges of any
other type will not be paid.

7. Enter the lesser of "current charges" or "balance due" as it appears on the invoice in the
Invoice Total field.

The total voucher amount must correspond to the invoice amount. An
invoice may not be altered by the agency. If the invoice amount is
incorrect, the agency should request a new invoice from the supplier,
according to requirements of prompt pay legislation.

The amount entered should:

= Exclude "sales tax" listed on the invoice image when the supplier's "remit
to" is in Ohio (other taxes such as excise taxes, local taxes,
environmental taxes, or other types of taxes are not exempt to the State
and should be included).

= Exclude past charges.

» Exclude late payment fees (unless the supplier and service is a utility
regulated by the Public Utilities Commission [PUCQ]).

8. Enter the date on which the state received the proper invoice in the Invoice
Received field.

This is not the date on the supplier invoice. It is the date the invoice was
received and deemed a valid invoice. Interest calculations are based on
this field.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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9. Enter the date on which the goods or services were received in the Last Receipt
Date field.

e Acorrect Last Receipt Date must be entered. Procedures for determining
the correct last receipt date are issued from OBM/State Accounting.

e See OBM quidelines for entering the Last Receipt Date.

10. Verify that the Address is the one from which the invoice was sent. If the default
address is not the one used for this invoice, use the magnifying glass to select a
different address.

e Click here to watch a quick tutorial on reviewing a Supplier's address.

11. Verify or edit the Pay Terms.

o OAKS FIN automatically displays the supplier's preferred payment terms,
based on the supplier Record, in the Pay Terms field. The pay term code
may be overwritten with a different code if necessary - for example, if the
supplier offers discount payment terms. Make every effort to pay invoices
in a timely manner to take advantage of discount terms.

10.
a. Select Due Now when handling federal funds.

10.

e Utilities regulated by Public Utilities Commission (PUCO) may bill late payment
charges based on the rates approved by PUCO. This is not subject to ORC
126.30.

o Except for prompt payment fees and PUCO late fees, late charges of any
other type will not be paid.

12. Add Attachments in the Header.

e Items such as invoices or backup documentation must be added by the
Voucher Processor.

a. Select the Attachments link.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e The Voucher Header Attachment page displays.

er Attachment

Business Unit DRCOM Voucher ID NEX

Add Attschment

oK Cancal Refresh

b. Click Add Attachment.
c. Browse to find the appropriate item and then click Upload.
d. Click OK.
e The Invoice Information page displays and the number of
attachments is listed next to the Attachments link.

e Click here to watch a quick tutorial on adding voucher attachments.

13. Enter the method by which to allocate or charge the expense account distribution
in the Distribute By field..

14. OPTIONAL - For purchasing items via a contract, enter item information for each
item purchased.

a. Look up and select the Item number.

o Use the magnifying glass next to the Item field to select this value
so that other fields, such as Description, will automatically
populate.

b. Enter the Quantity of items received.
c. Enter the unit of measure for the item in the UOM field.

e This field is required for state term contracts.

d. Enter the Unit Price for the item.

e The Extended Amount field is updated based on the Quantity and
Unit Price fields.

e. Select Calculate.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e Checks that the Invoice Total in the Header is equal to the sum of
all the Invoice Lines and that the Extended Amount and Distribution
Amount on the selected invoice line are equal.

o If the distribution lines do not equal the merchandise amount,
OAKS FIN displays an error message when saving the voucher.

f. Verify or select a new Ship To value for the agency.

15. Select a SpeedChart value.

e SpeedCharts are optional and used as a shortcut to enter frequently used
ChartField combinations thereby reducing keystrokes. When SpeedCharts
are used, the Distribution Line pre-populates so there is no need for any
manual Chartfield entry.

16. Enter or select the Term Contract ID - that is, the contract number.

17.1f the supplier is eligible, the MBE field is editable. Select MBE or EDGE to receive
credit.

« If the supplier being paid is a certified Minority Business Enterprise (MBE)
or Edge supplier and their certification is current, the MBE field will be
editable, it is possible to select the MBE or Edge designation. Make the
selection at the time of voucher entry in order to receive MBE/Edge credit.

e OAKS FIN does not track missed MBE expenditures.

18.1f a SpeedChart is not used to define the ChartFields, enter the coding
information manually. Enter at least Fund, Account, ALI, Department, and

Program.
o Enter additional ChartFields according to the agency's standards.

e Itis possible to charge the entire amount of the voucher to a single
ChartField distribution line or split the cost into multiple distribution lines.
For example, use two distribution lines to split the cost between two
different departments. However, the total of the Amount field on all the
distribution lines must equal the amount displayed in the Extended
Amount (merchandise amount) field.

e The appropriate account code must be used. Account code definitions are
issued from the office of the Administrator of State Accounting. Account

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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code definitions may be updated periodically during the year. Reference
the Accounts Receivable Account Codes Table. Click here for additional
guidance regarding supply vs. equipment account codes.

19.To enter asset information select the Assets tab and check the Asset check box
to make fields available to enter the appropriate Asset Management (AM)
Business Unit and Profile ID for the line item..

o For additional information about coding asset information refer to the
Asset Management topic.

20. Click the Payments tab.

e« The Payments page displays.

incomplete Youcher

*Remit 1o E Gross Amount 00 a0 Scheduled Due

il Save | %7 Notify || {5 Refresh » Add ri Update/Display

o Use the Payments tab to view payment related details for this voucher,
including payment method, schedule, and options information. OAKS FIN
displays the information on the Payments page based on the detail set up
in the supplier record such as payment terms, default location, and
handling code.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e Only certain selected users can update the Payments page details on the
voucher.

21. Verify or edit the Handling field (under the Payment Method section.)

e This field specifies who mails payments. The default is "Regular
Payment." The options are:

e Return to Agency: Warrants are returned to the agency for mailing.
e Regular: Warrants are mailed centrally.

e Liens: OBM uses this code for lien processing.

« Bond Payments: Warrants are sent to OBM for processing.

22.Select the correct Supplier Location (supplier payment method) using the Look
up supplier Location icon that corresponds to the Address Sequence Number
selected. The Supplier Location and Address Sequence Number must always
match if payment is to be made by EFT, (e.g., select "EFT-2" if Address
Sequence Number "2" is selected). If EFT does not have a corresponding
address, use "CHK."

o EFT must be selected when available.

23.The Address field contains the address from which the payment was received.
The address located in the Payment Information section indicates where the

payment is to be sent.

o Often, suppliers will use a different address for the address shown in their
letterhead to receive payments, known as a "remit to" address. Use this
Address field to indicate where the payment will be sent.

24.The Bank and Account fields are not editable. They specify the account from
which payment is drawn.

25.The Method field displays the payment method for a voucher. The Method field
cannot be edited; it is determined by the location entered.

26.Add a Message that will be printed on the remittance when a warrant (CHK) is
being sent. No message is sent with an "EFT.".

e« The Message field allows a 70- character message that appears on EFT
and warrant remittances Messages can also be created and stored in
OAKS FIN and can be added to the voucher in addition to the free-form
message. To apply these pre-defined messages to the voucher, click on
the Messages link and select the message(s) to appear on the
remittance.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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25.
a. Click the Messages link in the payment method section.
e« The Payment Message page displays.

Payment Message
Message
Additicnal Message Personalize | Find | View All | B2 | E First'&' 1 of 1'%/ Last
Macsags Description Order-By
| -
0K Cancel Rafrash

b. Use the magnifying glass to select a pre-set message.
c. Click OK.
26.To hold a payment, select the Hold Payment check box.
Select the Hold Reason.

26.

« Remember to resolve the reason for the hold and to remove the hold as
quickly as possible.

27.The Reference field currently does not display any information. Once saved, a
voucher and the pay cycle occurs, OAKS FIN displays the warrant or EFT
reference number in this field.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*

% OBM '['1';11'111':1;_:;h'.:d{*m}'



’ ."ﬂ",“‘ . .
A0OAKS Financials
g

it

Creating a PO Voucher

Overview
Purchase order (PO) Vouchers must be created when funds are encumbered for the purchase
or when the invoice total is $500 or greater.

o Refer to the "OAKS FIN Account Code Reference” for items with account codes
excluded from the PO requirement.

The entry for a PO Voucher is similar to a non-PO voucher, except that the invoice lines (item,
description, quantity, etc.) can be pulled from the purchase order systematically. OAKS FIN
provides the capability to create a voucher by copying information from a purchase order that
already exists in OAKS FIN. Copying from the PO saves time and reduces the possibility of
voucher data entry errors. Copying PO information onto the voucher also allows OAKS FIN to
perform an automated matching process, which ensures that the State only pays for
goods/services that were ordered.

Some vouchers may require central approval, which includes a requirement for supporting
documentation. Refer to Vouchers Requiring Central Approval to see if the voucher applies.

Prompt Payment

An agency's responsibility to make prompt payment does not begin until the agency receives a
proper invoice as defined by OBM Rule 126-3-01 (A)(4-5). If the agency receives a defective or
improper invoice from a supplier, there are certain responsibilities under the Ohio Administrative
Code. OBM Rule 126-3-01 (B)(4)(b) details the actions to take upon receiving a defective or
improper invoice.

« Ultilities regulated by Public Utilities Commission (PUCO) may bill late payment
charges based on the rates approved by PUCO. This is not subject to ORC
126.30.

o Except for prompt payment fees and PUCO late fees, late charges of any other
type will not be paid.

e Click here for assistance with accessing the OAKS FIN AP Module.

Steps

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e OAKS FIN > Main Menu > Accounts Payable > Vouchers > Add/Update >
Regular Entry

Favorites Main Menu~ > Accounts Payable = > Vouchers ~ > Add/Update = > Regular Entry

Home Waorklist Add to Favorites Sign out
(OAKS,.  Financials

New Window | B

Voucher
Find an Existing Value Keyword Search Add a New Value

Business Unit: DAS01 (@,

Voucher ID: MNEXT

Voucher Style: Regular Voucher -

Supplier Name: 1]
Short Supplier Name: @,

Supplier ID: €]
Supplier Location: &
Address Sequence Number: 0[@,
Invoice Number:

Invoice Date: El
Gross Invoice Amount: 0.00
Freight Amount: 0.00
Misc Charge Amount: 0.00
PO Business Unit: @

PO Number: @

Estimated No. of Invoice Lines: 1

Add

Find an Existing Value | Keyword Search | Add a Mew Value

1. Leave "NEXT" in the Voucher ID field. Only OAKS FIN assigns IDs to vouchers.
2. Do not add or change any information on this page.

e The Voucher Style for a PO voucher should always be Regular Voucher.
3. Click Add.

e The Invoice Information page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*

T L
ﬁ* OBM ‘ [raining Academy



:';;‘-.ﬂill;‘; N
OAKS & ) Financials

=
""\--\.,_:_(’llx =

il Save [« Moy I Reiesh

Invgioe infgrm aton | Payments | Voucher Aributes

Fawniles - ManMenu~ > Accounts Payatle - > Vouchws - » AddUpdale = » Regular Enlry
myOhiogov | Home Worklist | Aad to Favortes Sign ot
-
E'JH'\ Finandisls
| HewWindow| Heip | Personaiiz Page |
Ervoice InfommaBon Paymens 'y uch er Agribule
Business Uni DASIH bvcice No | Tohal Men Marenandise Summary
VoucherID NEXT Accounting Date 0502015 " Line Total Session Debulls
Voucher Style RegularVoucher *Pay Terms 30 e “Currency usD i@ Comments(d
. =1 Agachim nts (0
Innvpice Date " Basis Date Typa InvDak Eiscellaneous s SR
: Template List
Ivoice Recsived " Freight - iy o
% o Total 0.00|
i ¥ . <!
upplier 1 Cormral Group Difference .00
ShortName 9 Incomplete Vouchsr
Location Last Receipt Date "
"Address
*Origin |'.o-c1r.~r_
Sawe Sawe ForLaker Caleulale Prnt
Copy From Sowce Document
Find | Viewa First 4 1001 "% Last
Lime 1 | Copy Dierars SpeedCharl [ O A mst el =
* Distribute by | Amount w Ship Ta|PO05275
e Descripon
Qunntly Packing Sip
bt Received Date
Uit Price Term Contract D
Line: Amourit 0.00
Caloulaie
MBE mgf M v
Pemonalize | Find | Viewas | &2 Firs (H-1¢ as
Statistica sty | [
;":’:I Line Merchandise AmE Guantity SGL Link Fund Account Oept Program GrantFrj Project Serv
+] = TATE
< >
Saw Save For Loaber

+ &dd | | Updaiefisplay

e When creating PO vouchers, fill in the Invoice Number, Invoice Date, Invoice
Received, and Last Receipt Date fields only. OAKS FIN completes the
remaining fields when copying the purchase order information.

4. Enter the number printed on the supplier’s invoice in the Invoice Number field.

e OAKS FIN checks for duplicates when the voucher is saved. The check
reviews the following field combinations: Business Unit, Invoice Number,
supplier ID, and Amount. The check is not case sensitive. OAKS FIN uses
the invoice number as a reference for duplicate invoice checking.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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5.

»

oo

2.
8.

9.
10.

Enter the date printed on the supplier's invoice in the Invoice Date field in
MM/DD/YYYY format.

« Discount calculations are based on this field

Enter the current date by typing "today" in the field.
Enter the date on which the state received the proper invoice in the Invoice
Received field.

5.

e This is not the date on the supplier invoice. It is the date the invoice was
received and deemed a valid invoice. Interest calculations are based on
this field.

Enter the date on which the goods or services were received in the Last Receipt
Date field.

e A correct Last Receipt Date must be entered. Procedures for determining
the correct last receipt date are issued from OBM/State Accounting.

e See OBM quidelines for entering the Last Receipt Date.

Click here to watch a quick tutorial on copying from a PO.

Expand the Copy From Source Document section.

Select "Purchase Order Only" from the Copy From dropdown.
Click Go.

The Copy Worksheet page displays.

CEATARG
ol S

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add'Update ~ » Regular Entry
myOhio.gov | Home | Workiist | AddtoFswries | Signout

| HewWindow | Help | Personalize Page |

Copy Worksheet

Business Unit DASDY Retum o Invoica Inform ation Voucher NEXT

PO Lookup Criteria
Reset View Matched /Canc efied Only

PO Number From - PO Number To
PO Lingé Number FlOrllI PO Line Humber To

*PO Date Option | Na Date b PO Date W

¥ Addtional Search Crtena

PO Business Uit 4, Deptofidmin Servicas

Max Rows Search

e Use the Copy Worksheet page to copy the appropriate purchase order lines
into the voucher.

11. Enter Business Unit in the PO Business Unit field.
12. Enter the PO Number in the PO Number From field.

13. Click Search.

e The available PO Lines display.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Faworites = Main Menu= > Accounts Payable = * Vouchers = » Add'Update = » Regular Entry
— myOhio.gov Home Worklist Agd to Favorites Sign out
{ e.mcs_ Financisls
| NewWindow] Help | Personali= Page | [T
Copy Worksheet
Business Unit DAS01 Retum to Invoice Infermafion Voucher NEXT
* PO Lookup Critéria
PO Business Unit DAG01 9, Deptofadmin Serices Reset View Matched iCanceled Only
PO Number From 0000019993 @, PO Number To a,
PO Line Number From @ PO Line Number To @
*PO Date Option | o Date w PO Date "
¥ Additional Search Criteria
Max Rows Search CopySelecied Lines
Select PO Lines Find | ViewAd
PO Unit DASO1

SupplierID 0000235597 JOHN DOE &ND ASSOCIATES

PO Humber 0000019993
PO Date 042772018
¥ Selectan Deselect Al
Select PO Lines Personaliz | Find | Viewall | &7 | 58 First'* 1o0f1'® Last
Main Information Contract Inbrmafion
i Line Schedule Cuan tity Merchandise
Select Uit Price Mombar- Wb tem ¥ D soripfion Viouchred oM Arnount Currency PO Gry uc
O 20.00 1 1 Stafing Senices 20800000 HR 41600.00 USD 2080.0000 HF
<
# Seled Al ! Desslectd|

PO Line Couni 1

PO Total 54160000

First'd 10f1 '} Last

>

14. Click the Select checkbox for each line that should be copied into the voucher.
15. Click Copy Selected Lines.

The Invoice Information tab displays the invoice line and distribution line details
based on the PO Number selected.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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OAKS, Financials

Fawmdtes Man Memu~ > Accourts Payable = » Vouchies = » AddUpdats = » Regular Entry
myOhio gov Home Worklist Add to Favorbes. Sign out
[ ity
Newivindow | Help | Persanalize Page |
Irvoece bnformma Bon Paymeénls ‘oudher Afrbules
Business Unit 04501 Fvoice N Total Hon Merchandise Summary
Vioucher 1D HEXT A counting Date 050320196 C Line Total 60 Session Debuln
Woucher Style RegularVoocher * Py Terms 30 - - . *Curmency S0 i@ c Q
Imvoice Date Basks Date Type InvDake Miseeilarm ous -
Irvoice Received Freight L
arch
I AS SOCIATE S .
5 Total| 41 500.00
& " L
uppler | Cortrol Group Dilference 0.00
Shoriliame J ncompicte Vioscher
Location £ FT-1 Last Receipt Date W
" Akdress 1
“Oirigin Code
Sawe Save ForLaier Coladate Prirt
1 ce
PO Unit P Nurmber Cogyy Fros v @
MOICE Lines Find | Vewal First & 1071 % Last
" r &=
Lire 1 SpecdChan - Cone Assot
B “ | hd ShipTo POO2130
cieaiaraaiond ] B 4601000001955 11
item Descripion Stafing Senices Agsodate Recelwns
Quantty 2 1£0.0000 Packing Sip [l Force Price
HA ey 5
uom Recehed Date n =
Urit Price 20.00000 Term Contract D
I.w-i\.-!r-unl AdjusiPO Percentage
Miocate byPercentage
Calcuiaie
pEE ru.JE [
Distributic Personabze | Find | Viewaa | &2 | Flrest 4 Liast
GL Chart ge Aok | Statisbcs | fescts | PR
f';:"" Line  POPeroent Percent M SRR Guantity GLUmit  Fund Asco ALl Dept ' o ram GrantPr|
Down A
hd = 1000004 1,80 STATE 5 1] 1851 ]
L4 >
Saw Save For Later
o Sawe W] Mobdy I° Refesh e hdd ] UpdaisfDisplay
Imvoice Information | Payments | Voocher Afribotes

If the supplier is "ENC," update the supplier information in the header to match

the supplier information on the invoice. On occasion, agencies will encumber

funds when the recipient is unknown (e.g., grant payments, capital contingency).
Purchase orders are established using "ENC" as the supplier.

16. Click here to view the steps for creating a PO voucher using a quantity-based

purchase order.

17.Enter the lesser of "current charges" or "balance due" as it appears on the
invoice in the Invoice Total field.

The total voucher amount must correspond to the invoice amount. An

invoice may not be altered by the agency. If the invoice amount is

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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incorrect, the agency should request a new invoice from the supplier,
according to requirements of prompt pay legislation.

« The amount entered should:

e Exclude "sales tax" listed on the invoice image when the supplier's
"remit to" is in Ohio (other taxes such as excise taxes, local taxes,
environmental taxes, or other types of taxes are not exempt to the
State and should be included).

e Exclude past charges.

e Exclude late payment fees (unless the supplier and service is a
utility regulated by the Public Utilities Commission [PUCOY]).

e« TheInvoice Total amount is populated based on the unliquidated amount
remaining on the PO. The amount in the Invoice Total field should equal
the invoice amount; update this field if necessary.

e Itis possible to charge the entire amount of the voucher to a single
ChartField distribution line or split the cost into multiple distribution lines.
For example, use two distribution lines to split the cost between two
different departments. However, the total of the Amount field on all the
distribution lines must equal the amount displayed in the Total field.

18. Select Calculate to verify that the Invoice Total in the Header is equal to
the Line Total amount (sum of all the invoice lines) in the Header. Also
verify that the Invoice Line Amount and Distribution Line Amount on the
selected invoice line are equal.

e Dollar amount updates are driven by changes to the Invoice Line Amount;
changing the Quantity or Unit Price, then clicking Calculate, does not
update the Invoice Line Amount.

e The total voucher amount must correspond to the invoice amount. An
invoice may not be altered by the agency. If the invoice amount is
incorrect, the agency should request a new invoice from the supplier,
according to requirements of prompt pay legislation.

e Invoice Total: Checks that the Invoice Total in the Header is equal to the
Line Total amount (sum of all the invoice lines) in the Header.

« Invoice Lines: Checks that the Invoice Line Amount and Distribution Line
Amount on the selected invoice line are equal.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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19.

If the invoice is a portion of the PO, alter the Invoice Line Amount.
Update the Invoice Lines fields (Quantity, or Unit Price, if it changed, etc.).

The appropriate account code must be used. Account code definitions are
issued from the office of the Administrator of State Accounting. Account
code definitions may be updated periodically during the year. Reference
the Accounts Receivable Account Codes Table. Click here for additional
guidance regarding supply vs. equipment account codes.

There are five ChartFields that are required for all vouchers: Fund,
Account, ALI, Department, and Program.

20. Verify that the Distribution Line Amount matches the Invoice Total and the
Invoice Line Amount.

21.

21.

a.

21.

(0]

If the distribution lines do not equal the merchandise amount, OAKS FIN
displays an error message when trying to save the voucher.

Confirm the correct Supplier Location code (supplier payment method)
using the Look up Location icon.

The Supplier Location and Address Sequence Number must always
match if payment is to be made by EFT, (e.g., select "EFT-2" if Address
Sequence Number "2" is selected). If EFT does not have a corresponding
address, use "CHK."

EFT must be selected when available.

If the location isn't set up in OAKS FIN, refer to the Ohio Shared Services
website for instructions on submitting the request.

22. Add Attachments in the Header.

Items such as invoices or backup documentation must be added by the
Voucher Processor.

Select the Attachments link.

The Voucher Header Attachment page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Voucher Header Attachment
Business Unit DRCO1 Voucher ID NEXT

Details Personalize | Find | View Al | &2 | [ First & 1of 1'% Last

FEs Hams Show 1o Approver? Dascription Uksr HNams CateTime Stamp

Add Attachment

oK Cancel Refresh

b. Click Add Attachment.
c. Browse to find the appropriate item and then click Upload.
d. Click OK.

The Invoice Information page displays and the number of attachments is
listed next to the Attachments link

e Click here to watch a quick tutorial on adding voucher attachments.

23.Click the Payments tab.

e« The Payments page displays.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Payments.

Business Unit DRCO1

Invoice Ho 12345
sl Dale 077152915
Viousher 1D Invoics Date|07/152015 Action = -
Vowcher Style Feguiar Voucher Incomplete Voucher
Total Amount 13.000.30 "Pay Terms 00 Seheduls Payments
Supplier Name OHID DERARTMENT OF COMMERCE
ol Last
1=
Paymant 1
*Remit o Gross Amodnt Scheduled Dus
Location | CH
Addre

Pay Group "Heting Mot Applcakie
*Hindling Foecuiar Faymments

Hold Reason - Hold Paymant

Separate Payment

Save Save For Lver

il Save | |7 Notify || I Refresh + Add ri UpdateDasplay

s Suche AILnbutes

o Use the Payments tab to view payment related details for this voucher,
including payment method, schedule, and options information. OAKS FIN
displays the information on the Payments tab based on the detail set up

in the supplier record such as payment terms, default location, and
handling code.

e Only certain selected users can update the Payments tab details on the
voucher.

24 Verify the Handling field (under the Payment Method section).
e This field specifies who mails payments. The default is "Regular
Payment." The options are:
e Return to Agency: Warrants are returned to the agency for
mailing.

e Regular: Warrants are mailed centrally.

e Liens: OBM uses this code for lien processing.

« Bond Payments: Warrants are sent to OBM for processing.

25.Use the Location field to specify what payment method will be used to pay the
supplier. The default location is CHK for warrant.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*

% OBM '['1';11'[11':13_:.-h'ddmn_v




‘ - .."l"l'h“ . .
A0OAKS Financials

1T

26. The Address field contains the address from which the payment was received.
The address located in the Payment Information section indicates where the
payment is to be sent.

o Often, suppliers will use a different address fro the address shown in their
letterhead to receive payments, known as a "remit to" address. Use this
Address field to indicate where the payment will be sent.

27.The Bank and Account fields are not editable. They specify the account from
which payment is drawn.

28. The Method field displays the payment method for a voucher. The Method field
cannot be edited; it is determined by the location entered.

29. Add a Message that will be printed on the remittance when a warrant (CHK) is
being sent. No message is sent with an "EFT."

e« The Message field allows a 70- character message that appears on EFT
and warrant remittances. Messages can also be created and stored in
OAKS FIN and can be added to the voucher in addition to the free-form
message.

28.
a. To add a message to the voucher, click the Messages link in the payment
method section.

28.
e The Payment Message page displays.

Payment Message
Message

Additional Message Personalize | Find | View All | 2 | [ First 1of 1 Last

Massags Dascription Ordar-By

Ok Cancal Refiresh

b. Use the magnifying glass to select a pre-set message.
c. Click OK.

30. To hold a payment, select the Hold Payment check box.
31. Select the Hold Reason.

30.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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« Remember to resolve the reason for the hold and to remove the hold as
quickly as possible..

31. The Reference field currently does not display any information. Once saved, a
voucher and the pay cycle occurs, OAKS FIN displays the warrant or EFT
reference number in this field.

32.Review the voucher information, such as accounting instructions and approval
information.

33. Click the Invoice Information tab to go back to the Invoice Information page.

34.The Print button allows the agency to print a voucher.

35. Click Save or Save For Later.

e The Save for Later function allows users to save vouchers that are in
progress but not completed; users can come back later to complete the
voucher. The following details are required in order to use the Save for
Later functionality:

e Supplier Information
e Invoice Date

e Last Receipt Date

e Account Code

o After a voucher is saved for later, a voucher number will be created, but
no voucher balance or combo edit checks will be performed. A status of
Incomplete (“I”) will be displayed and the voucher will not be routed for
approval. Instead, it will go into a recycled status and be displayed in the
Voucher Processor’'s WorkCenter.

o If saved for later, a status of Incomplete (“1”) will be displayed and
the voucher will not be routed for approval.

e Another Voucher Processor with the same security may complete
the pending voucher.

e« OAKS FIN assigns the next sequential Voucher ID number to the voucher.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Creating a PO Receipt Voucher

Overview

Purchase Order (PO) vouchers are used to pay for goods or services ordered by means of a
PO. If the PO receipt is entered in OAKS FIN, then a PO Receipt voucher should be created
instead of a PO Voucher.

The entry for a PO Voucher is similar to a non-PO voucher, except that the invoice lines (item,
description, quantity, etc.) can be pulled from the purchase order systematically. OAKS FIN
provides the capability to create a voucher by copying information from a purchase order that
already exists in OAKS FIN. Copying from the PO saves time and reduces the possibility of
voucher data entry errors. Copying PO information onto the voucher also allows OAKS FIN to
perform an automated matching process, which ensures that the State only pays for
goods/services that were ordered.

Some vouchers may require central approval, which includes a requirement for supporting
documentation. Refer to Vouchers Requiring Central Approval to see if the voucher applies.

e Click here for assistance with accessing the OAKS FIN AP Module.

Steps

e OAKS FIN > Main Menu > Accounts Payable > Vouchers > Add/Update >
Regular Entry

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - | Main Menu~ > Accounts Payable ~ » Vouchers ~ » Add/Update -~ > Regular Entry

(FroARs. ) Financial
( g,,,‘ S, inancials

Voucher
Find an Existing Value

Business Unit:
Voucher ID:

Voucher Style:
Supplier Name:
Short Supplier Hame:
Supplier ID:

Supplier Location:

Home

Keyword Search Add a New Value

DASO1 |@,
NEXT

Regular Voucher -

Address Sequence Number: (@,

Invoice Number:
Invoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:
PO Business Unit:

PO Humber:

0.00
0.00
0.00

Estimated No. of Invoice Lines: 1

Add

Find an Existing Value | Keywerd Search | Add a New Value

Waorklist

Add to Favorites Sign out

New Window | B

e Always leave NEXT in the Voucher ID field. Only OAKS FIN assigns IDs to
vouchers. Unlike non-PO vouchers, do not add or change any information on this
page before clicking Add.

e The Voucher Style for a PO voucher should always be Regular Voucher.

1. Click Add.
*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e The Invoice Information page displays.

OV, Financials

Businass Unt DAS01

Suppler ID

Shortlame

*Address

Sowe Sawe Forlater

Line 1 | Copy Dewn
*Distribute by [ Amount v]
em| )

CQuanwty

uom

Urit Price

Line Amount

Calculate

Saw Save For Laber

Gl Save |5 Mosly | Reiesh

Involoe Intrmaton | Payments | Voucher Atibutes

Invoice Information | Psynens | bucherAfributes

Locaton ,7 )

Fanmtes - MainMenu= » Accouts Payatle = * Vouchers = * AgdUpdale = > Reguiar Enlry

voice No |
Accountng Date 05012015
*Pay Torms 30

Basis Date Type InvDae

Contred Group -
Incomplete Voucher

Last Receipt Date W

“Origin Code [

SpeedChari
ShipTa PO0S2TS
Descripion
Packing Sip
Received Date
Term Contract I

MBE Fag| N T

myOhio gov Home Worklist

Line Total
“Currency

Miscellansous

Freight
Total| 0.00 |
Difference 0.00
Calculate Pant
nd |
monalize | Find e
Frog

Lad to Favortes Sign out

wWindaw| Heip | Personalia Page |

Non Merchandise Summary

st Las
[ one Asset =
........ e

>
+ Add | UpdatefMisplay

e When creating PO vouchers, fill in the Invoice Number, Invoice Date,
and Last Receipt Date fields only. OAKS FIN completes the remaining
fields when copying the purchase order information.

2. Enter the number printed on the supplier’s invoice in the Invoice Number field.

e OAKS FIN checks for duplicates when the voucher is saved. The check
reviews the following field combinations: Business Unit, Invoice Number,
supplier ID, and Amount. The check is not case sensitive.

e OAKS FIN uses the invoice number as a reference for duplicate invoice

checking.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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3. Enter the date printed on the supplier's invoice in the Invoice Date field in
MM/DD/YYYY format.

o Discount calculations are based on this field.
e To enter the current date by typing "today" in the field.

e An agency's responsibility to make prompt payment does not begin until
the agency receives a proper invoice as defined by OBM Rule 126-3-01
(A)(4-5). If the agency receives a defective or improper invoice from a
supplier, there are certain responsibilities under the Ohio Administrative
Code. OBM Rule 126-3-01 (B)(4)(b) details the actions to take upon
receiving a defective or improper invoice.

o Utilities regulated by Public Utilities Commission (PUCO) may bill late
payment charges based on the rates approved by PUCO. This is not
subject to ORC 126.30.

o Except for prompt payment fees and PUCO late fees, late charges of any
other type will not be paid.

4. Enter the date on which the state received the proper invoice in the Invoice
Received field.

e This is not the date on the supplier invoice. It is the date the invoice was
received and deemed a valid invoice. Interest calculations are based on
this field.

5. Enter the date on which the goods or services were received in the Last Receipt
Date field.

e Acorrect Last Receipt Date must be entered. Procedures for determining
the correct last receipt date are issued from OBM/State Accounting.

e See OBM quidelines for entering the Last Receipt Date.

o

Expand the Copy From Source Document section.
Select PO Receipt from the Copy From dropdown list.
Select Go.

© N

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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The Copy Worksheet page displays.

Copy Worksheet

Business Unit DRCO1

Receiver Lookup Criteria

Voucher ID NEXT Back to Invoice

PO Business Unit PRCO1 @, PO Humber @,
*PO Date Option o Date - PO Date W
Ship To @,
Receipt Unit @,
Receipt Number From @, Receipt Number To |
*Recv Dt Opt Mo Date - Receipt Date W
Receiver Line From | Receiver Line To| [
Pro Number Q, Packing Slip Q, Reset
Carrier ID @, Bill of Lading @
" Additional Search Criteria
Max Rows to Return Search
9. Enter search criteria and click Search.
The search results display.
Search Results
Only the first 300 results can be displayed.
View All First [y, 11000300 Last
Business Unit Voucher ID Invoice Number Short Supplier Name Supplier ID Supplier Name Close Status Indicator
DRCO1 00903209 Test_PO_1 RELIABLE P-003 0000197021 RELIABLE PRODUCTS & SERVICES Open
DRCO1 00903208 OPI792982 DEPARTMENT_17 DRCO1 DEPARTMENT OF REHABILITATION Open
DRCO1 00903207 TEST_PO_RECEIPT XYLEM WATE-001 0000198624 XYLEM WATER SOLUTIONS USA INC Open
DRCO1 00903197 test-AP-002 TORRES ELE_1 0000079348 TORRES ELECTRICAL SALES & SUPPLY Open
DRCO1 00903187 lesl-user+processort COFFEEBRE_1 0000047218 COFFEE BREAK SERVICES Open
DRCO1 00902552 AP.10 VITALYST L-001  DODO197801 VITALYST LLC Open
DRCO1 00902351 RACM.AP.10 OPEN ARMS-004 0000137385 OPEN ARMS HEALTH SYSTEMS LLC Open
DRCO1 00902882 CW1-CHMA-286423 ST VINCENT_7 0000072661 ST VINCENT MERCY MEDICAL CENTER Open
DRCO1 00902881 CW1-CHMA-286247 MADISON CO_9 0000067977 MADISON COUNTY COMMUNITY Open
DRCO1 00902380 CW1-CHMA-286246 MADISON CO_9 0000067977 MADISON COUNTY COMMUNITY Open
DRCO1 00902879 CW1-CHMA-286245 MADISON CO_9 0000067977 MADISON COUNTY COMMUNITY Open
DRCO1 00902878 CW1-CHMA-286244 MADISON CO_9  0D0DDOG7977 MADISON COUNTY COMMUNITY Open

10. Click View All to see more results.
11. Select the check box next to each receipt line to copy to the voucher.
12. Click Copy Selected Lines.

T
ol [
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*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e« The Invoice Information tab redisplays
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Invoice Infprmaton

Fandes - Main Menu -

Invoice

* Accounts Payatle =

Date

lwoice Received "

Supgplier 1D

Saw Forlaker

Line 1 | Copy Denari

* Distribue by | Amount v

e
Cruanwty

woM
it Frice
Amount

Caloulaie

Save For Later

il Save =] Molly || Retesh

Faymends | Voucher Sribules

+ Vouchers = » AodUpdale = » Ragular Entey

voice Na |
Accounting Date 050372016
*Pay Terms 30

Basis Date Type invDaie

Contred Group
Incomplete Voucher

Last Receipt Date

*Origin Code [F54-

SpeedChan

Ship Ta PO0S275
Descripton
Packing Sip
Received Date
Term Contract

myOhio gov

Line Total
*Currency
Miscellansous
Freight

Total
Difference

Calculate

Home Worklist Add to Favortes Sign out
| HewWindow| Heip | Personalia Page | (2

Non Merchandise Summary

on Debutls
manta(l

-
’
areh
0.00/|
Pant
nd | Vew st LE
[ one Assst =
Find 43
- Pt '
>
« Add | x| UpdaleDisplay

e Verify that the Quantity field matches the quantity listed on the supplier
invoice. If it is different, edit the quantity so that it matches that listed on

the invoice.

13. Enter the lesser of "current charges" or "balance due" as it appears on the
invoice in the Invoice Total field.

e The total voucher amount must correspond to the invoice amount. An
invoice may not be altered by the agency. If the invoice amount is
incorrect, the agency should request a new invoice from the supplier,
according to requirements of prompt pay legislation.

¢ The amount entered should:
Exclude "sales tax" listed on the invoice image when the supplier's "remit
to" is in Ohio (other taxes such as excise taxes, local taxes,

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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environmental taxes, or other types of taxes are not exempt to the State
and should be included).
= Exclude past charges.
= Exclude late payment fees (unless the supplier and service is a utility
regulated by the Public Utilities Commission [PUCQ]).
14.  Select Calculate to verify that the Invoice Total in the Header is equal to the Line
Total amount (sum of all the invoice lines) in the Header. Also verify that the Invoice
Line Amount and Distribution Line Amount on the selected invoice line are equal.

o Dollar amount updates are driven by changes to the Invoice Line Amount;
changing the Quantity or Unit Price, then clicking Calculate, does not
update the Invoice Line Amount.

e The total voucher amount must correspond to the invoice amount. An
invoice may not be altered by the agency. If the invoice amount is
incorrect, the agency should request a new invoice from the supplier,
according to requirements of prompt pay legislation.

e Invoice Total: Checks that the Invoice Total in the Header is equal to the
Line Total amount (sum of all the invoice lines) in the Header.

« Invoice Lines: Checks that the Invoice Line Amount and Distribution Line
Amount on the selected invoice line are equal.

15.If the invoice is a portion of the PO, alter the Invoice Line Amount.
e Update the Invoice Lines fields (Quantity, or Unit Price, if it changed, etc.).

e The appropriate account code must be used. Account code definitions are
issued from the office of the Administrator of State Accounting. Account
code definitions may be updated periodically during the year. Reference
the Accounts Receivable Account Codes Table. Click here for additional
guidance regarding supply vs. equipment account codes.

e There are five ChartFields that are required for all vouchers: Fund,
Account, ALI, Department, and Program.

16. Verify that the Distribution Line Amount matches the Invoice Total and the
Invoice Line Amount.

o If the distribution lines do not equal the merchandise amount, OAKS FIN
displays an error message when trying to save the voucher.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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17. Confirm the correct Supplier Location code (supplier payment method) using the
Look up supplier Location icon that corresponds to the Address Sequence
Number selected. The Supplier Location and Address Sequence Number must
always match if payment is to be made by EFT, (e.g., select "EFT-2" if Address
Sequence Number "2" is selected). If EFT does not have a corresponding
address, use "CHK."

« EFT must be selected when available.

18. Add Attachments in the Header.

e Items such as invoices or backup documentation must be added by the
Voucher Processor.

17.
a. Select the Attachments link.
e« The Voucher Header Attachment page displays

Add Attachment

oK Cancel Refresh

b. Click Add Attachment.
c. Browse to find the appropriate item and then click Upload.

d. Click OK.
e The Invoice Information page displays and the number of

attachments is listed next to the Attachments link.

e Click here to watch a quick tutorial on adding voucher attachments.

19.  Click the Payments tab.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e« The Payments page displays.

1 Hold Payment
Separate Payment

Save Save For Later

Save | % Netify | = Refresh » Add || il Update/Display

e Use the Payments tab to view payment related details for this voucher,
including payment method, schedule, and options information. OAKS FIN
displays the information on the Payments page based on the detail set up
in the supplier record such as payment terms, default location, and
handling code.

e Only certain selected users can update the Payments page details on the
voucher.

20. Verify or edit the Handling field (under the Payment Method section.)

o This field specifies who mails payments. The default is "Regular
Payment." The options are:

= Return to Agency: Warrants are returned to the agency for
mailing.
= Regular: Warrants are mailed centrally.
= Liens: OBM uses this code for lien processing.
= Bond Payments: Warrants are sent to OBM for processing.
21.Use the Location field to specify what payment method will be used to pay the
supplier. The default location is CHK for warrant.
22.The Address field contains the address from which the payment was received.
The address located in the Payment Information section indicates where the
payment is to be sent.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e Often, suppliers will use a different address fro the address shown in their
letterhead to receive payments, known as a "remit to" address. Use this
Address field to indicate where the payment will be sent.

o If the location isn't set up in OAKS FIN, refer to the Ohio Shared Services
website for instructions on submitting the request.

23.The Bank and Account fields are not editable. They specify the account from
which payment is drawn.
24.The Method field displays the payment method for a voucher. The Method field
cannot be edited; it is determined by the location entered.
25. Add a Message that will be printed on the remittance when a warrant (CHK) is
being sent. No message is sent with an "EFT.".
e The Message field allows a 70- character message that appears on EFT
and warrant remittances. Messages can also be created and stored in
OAKS FIN FIN and can be added to the voucher in addition to the free-
form message. To apply these pre-defined messages to the voucher, click
on the Messages link and select the message(s) to appear on the
remittance.

24.

a. Click the Messages link in the payment method section.
o The Payment Message page displays.

Payment Message
Message

Additional Nessags Personalize | Find | View Al | 2 | B First 1aof 1 Last

Massaps Description Ordar-By

OK Cancel Refresh

b. Use the magnifying glass to select a pre-set message.
c. Click OK.
25.To hold a payment, select the Hold Payment check box.
26. Select the Hold Reason.
« Remember to resolve the reason for the hold and to remove the hold as
quickly as possible.
27.The Reference field currently does not display any information. Once
saved, a voucher and the pay cycle occurs, OAKS FIN displays the
warrant or EFT reference number in this field.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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28. Click the Voucher Attributes link to view the overall voucher status and entry
information on the voucher, such as accounting instructions and approval
information.

e The Voucher Attributes page displays.

o The Approval field specifies whether the voucher goes through approval
workflow.
e The Approval Rule Set field displays how many levels of agency
approval are required for this voucher.
29. Review the voucher information, such as accounting instructions and
approval information.
30. Click the Invoice Information link or tab to go back to the Invoice Information
page.
31. The Print button allows the agency to print a voucher.
32.Click Save or Save For Later.

32.
18.

e The Save for Later function allows users to save vouchers that are
in progress but not completed; users can come back later to
complete the voucher. The following details are required in order to
use the Save for Later functionality:

e Supplier Information
e Invoice Date
e Last Receipt Date
e Account Code
e After a voucher is saved for later, a voucher number will be created, but
no voucher balance or combo edit checks will be performed. OAKS FIN
automatically assigns the next sequential number in the Voucher ID field.
A status of Incomplete (“I") will be displayed and the voucher will not be
routed for approval. Instead, it will go into a recycled status and be
displayed in the Voucher Processor’'s W orkCenter.
e Another Voucher Processor with the same security may complete the
pending voucher.

e OAKS FIN assigns the next sequential Voucher ID number to the
voucher.

o |If saved for later, a status of Incomplete (“I") will be displayed and
the voucher will not be routed for approval.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Creating a Single Payment Voucher

Overview

The Single Payment Voucher (SPV) exists to reduce the effort required to make a one-time,
small dollar payment to suppliers not in the OAKS FIN supplier database. Single Payment
Vouchers may not be used when:

o the supplier is established and is active in the OAKS FIN supplier database, or
e the account code being used is reportable to the IRS, or
o the amount of the payment requires a purchase order to be completed.

1099-Reportable Account Codes are not to be used on single payment vouchers. Find the
1099-Reportable Account Codes on the OBM website. Payments using any 1099-Reportable
Account Codes should be processed on regular vouchers in order for the transactions to be
reported correctly to the IRS and the payee.

Single Payment Vouchers (SPV) allow agencies to enter vouchers without referencing a
supplier in the OAKS FIN supplier file. The SPV is to be used only for a refund or a subsidy
payment. The SPV can be entered online in OAKS FIN or submitted via the INFO2 Voucher
Interface.

SPVs cannot reference an encumbrance. If reference to an encumbrance is needed for these
vouchers, have the supplier entered into the OAKS FIN supplier file and process it as a regular
voucher.

When an SPV is entered online in OAKS FIN, a warrant is issued unless the agency enters the
supplier banking information on the voucher.

e Click here for assistance with accessing the OAKS FIN AP Module.

Steps

e OAKS FIN > Main Menu > Accounts Payable > Vouchers > Add/Update >
Regular Entry

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites - Main Menu~ > Accounts Payable ~ » Vouchers ~ » Add/Update -~ > Regular Entry

- Home Waorklist Add to Favorites Sign out
QSA-"(‘EE' Financials

New Window | B

Voucher

Find an Existing Value Keyword Search Add a New Value

Business Unit: DASOT |G,

Voucher ID: NEXT

Voucher Style: Regular Voucher -
Supplier Name: @,
Short Supplier HName: @,

Supplier ID: @,

Supplier Location: @,

Address Sequence Number: (@,

Invoice Number:

Invoice Date: [5]

Gross Invoice Amount: 0.00
Freight Amount: 0.00
Misc Charge Amount: 0.00

PO Business Unit: &,

PO Number: @,

Estimated No. of Invoice Lines: 1

Add

Find an Existing Yalue | Keyword Search | Add a New Value

=

Select Single Payment Voucher from the Voucher Style dropdown list.
2. Enter a single payment ID in the Supplier ID field. This varies depending on
whether the type of supplier and how they will be paid.
e SGLPAYEFT2 - Single Payment EFT (electronic payment) supplier
e SGLPAYCHK2 - Single payment warrant supplier
e SGLPAYBNF2 - Single Payment Benefits EFT supplier
e SGLPAYMED?2 - Single Payment Medicaid EFT supplier
SGLPAYTAX2 - Single Payment TAX EFT supplier
3. Click Add.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e The Single Payment Supplier tab displays

Favorites + Main Menu~ > Accounts Payable = > Vouchers ~ > Add/Update ~ > Regular Entry

— .
GAK; Financials

Invoice Information Eaymenis Voucher Aftributes Single Payment Supplier

Supplier Information
Supplier Bank Supplier Bank Address Transfer to EFT options
Business Unit OBMO1 Voucher ID NEXT Payment Method EFT
Supplier Name
Additional Name
Country USA @, United States
Address 1
Address 2
Address 3

City
County Postal
State

Email ID
Save Save For Later

[5] save ||[=] Motify | ¥ Refresh Ey Add || 53] Update/Display

Invoice Information | Payments | Voucher Attributes | Single Payment Supplier

4. Enter the supplier name in the Supplier Name.
e This data does not become part of the master supplier file.

5. Enter the street or postal address of the supplier in the Address 1field.
e The Address 2 and 3lines can be used for multiple-line addresses.

Enter the supplier's City.

Enter the supplier's zip code in the Postal field.

Enter the supplier's State.

If supplier "SGLPAYEFT2" was selected as the Supplier ID for electronic
transfer, enter the supplier's bank information.

© N

e Only enter supplier bank information if the supplier is being paid by EFT.

©

a. Click the Supplier Bank link.
b. Enter the supplier's bank account number in the Bank Account Number
field.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e The Depository Financial Institution DFI Qualifier is only used for
Electronic Funds Transfer and is not appropriate for single payments.

c. Enter the bank Account Type.
e Check Acct for checking.

d. Click OK.

e Click the Invoice Information tab.

Invoice Information Payments Voucher Atfributes Single Payment Supplier

Business Unit OBMO1 Invoice No Invoice Total
Voucher ID NEXT Accounting Date |06/02/2015 El Lir|
Voucher Style Single Payment Voucher *Pay Terms 30 @, 5 et 30 *C
Invoice Date Eﬂ Basis Date Type Inv Date Miscell
Invoice Received El
Single Payment EFT Vendor
Supplier ID|SGLPAYEFT2 @, Control Group QJ Diff
ShortName [SINGLE PAY-004 | @, Incomplete Voucher
Location 1 @ Last Receipt Date El
*Address 1 @,
*0rigin Code
Save Save For Later Al:lionl W Run

Invoice Lines (2

Line 1 []Copy Down SpeedChart -
*Distribute by[Amount V] Ship To[P005008 -
Item @, Description
Quantity Packing Slip
uom @ Received Date
Unit Price Term Contract ID Q,
Line Amount 0.00

Calculate

MBE Fiag

10.  Enter the payment method in the Location field.
e EFT - Electronic Funds Transfer
e CHK - Warrant (check)

11. Enter the time line for voucher payment in the Pay Terms field.
e Net 30 - Payment is due in 30 days.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e 2/10 Net 30 - The supplier offers a 2% discount for payment within ten
days; otherwise, payment is due in 30 days.
e Due Now - Payment is due immediately.
12. Enter the supplier's Invoice Number.

e This is the number on the invoice from the supplier. OAKS FIN uses this
number as a reference when checking for duplicates.

13. Enter the date printed on the supplier's invoice in the Invoice Date field in
MM/DD/YYYY format.

« Discount calculations are based on this field.

Enter the current date by typing "today" in the field.

e An agency's responsibility to make prompt payment does not begin until
the agency receives a proper invoice as defined by OBM Rule 126-3-01
(A)(4-5). If the agency receives a defective or improper invoice from a
supplier, there are certain responsibilities under the Ohio Administrative
Code. OBM Rule 126-3-01 (B)(4)(b) details the actions to take upon
receiving a defective or improper invoice.

o Utilities regulated by Public Utilities Commission (PUCO) may bill late
payment charges based on the rates approved by PUCO. This is not
subject to ORC 126.30.

o Except for prompt payment fees and PUCO late fees, late charges of any
other type will not be paid.

14. Enter the date on which the state received the proper invoice in the Invoice
Received field.

e This is not the date on the supplier invoice. It is the date the invoice was
received and deemed a valid invoice. Interest calculations are based on
this field.

15. Enter the date on which the goods or services were received in the Last
Receipt Date field.

e A correct Last Receipt Date must be entered. Procedures for determining
the correct last receipt date are issued from OBM/State Accounting.

¢ See OBM guidelines for entering the Last Receipt Date.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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16. Enter the lesser of "current charges" or "balance due” as it appears on the
invoice in the Invoice Total field.

e The total voucher amount must correspond to the invoice amount. An
invoice may not be altered by the agency. If the invoice amount is
incorrect, the agency should request a new invoice from the supplier,
according to requirements of prompt pay legislation.

e The amount entered should:

= Exclude "sales tax” listed on the invoice image when the supplier's "remit
to" is in Ohio (other taxes such as excise taxes, local taxes,
environmental taxes, or other types of taxes are not exempt to the State
and should be included).

» Exclude past charges.

= Exclude late payment fees (unless the supplier and service is a utility
regulated by the Public Utilities Commission [PUCO]).

17.  Enter a Description of the invoice charges.
e An example might be "Overpayment reversal".

18. Enter the amount to charge to the associated ChartFields in the Total field.

e The total of all amounts entered on the distribution lines for a voucher line
must equal the extended amount on the invoice line. An error message
appears if there is an imbalance.

19. Enter the ChartFieldsto be charged by the voucher, including at a minimum:
e There are five ChartFields that are required for all vouchers: Fund,
Account, ALI, Department, and Program.

e Funds segregate accounting transactions for activities or objectives
and correspond to the fund structure that the state used in legacy
systems.

e The Account ChartField is the highest-level description for an entry.
Account values are classified in five broad account types: Asset,
Liability, Equity, Revenue, Expense, Transfer In and Transfers Out.

e The ALI (appropriation line item) code is the legal spending
authority authorized by the budget bill.

e The Department is the agency responsible for the cost of the
voucher.

e The Program ChartField describes a discrete activity within an
agency's organization that is intended to provide a specific good or
service in response to an identified social or individual need or
problem.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Leave the GL Unit as STATE. This allows all financial reporting to roll up
to one entity.

e The appropriate account code must be used. Account code definitions are
issued from the office of the Administrator of State Accounting. Account
code definitions may be updated periodically during the year. Reference
the Accounts Receivable Account Codes Table. Click here for additional
guidance regarding supply vs. equipment account codes.

e 1099-Reportable Account Codes are not to be used on single payment
vouchers. Find the 1099-Reportable Account Codes on the OBM website
at Reportable ChartField Value Listing.

e Payments using any 1099-Reportable Account Codes must be processed
on regular vouchers in order for the transactions to be reported correctly

to the IRS and the payee.

20. Add Attachments in the Header.
e Items such as invoices or backup documentation must be added by the
Voucher Processor.

19.
a. Select the Attachments link.
e The Voucher Header Attachment page displays.

Add Attachment

oK Cancel Refresh

b. Click Add Attachments.

c. Browseto find the appropriate item and then click Upload.
d. Click OK.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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e The Invoice Information page displays and the number of
attachments is listed next to the Attachments link

e Click here to watch a quick tutorial on adding voucher attachments.

21.  Click the Payments tab.

e« The Payments page displays.

= .
QAK;, Financials

Business Unit CEMO1

Voucher ID NEXT

Total Amount 0.00

Payment Information

Payment 1

Location
*Address

Payment Options

Favorites ~ Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Regular Entry
Single Payment Supplier

Invoice Information Payments Voucher Atfributes

Voucher Style Single Payment Voucher

Supplier Name Single Payment EFT Vendor

*Remit to =

Single Payment EFT Vendor

*Bank KEYBK @,
*Account |MAIN @,
*Method EFT @, EFT

Invoice No
Invoice Date El Acti
Incomplete Voucher
*Pay Terms |30 @, Net 30

Gross Amount 0.00 USD Sch
Discount| 000 ygp

Di|

Acco

Pay Group @,
*Handling | Regular Payments v]
Hold Rea50n| v|

e The Payments page displays basic information about how this voucher
will be paid. This page also allows the user to enter or change the
payment method, schedule, and payment options.

22. Add a Message that will be printed on the remittance when a warrant
(CHK) is being sent. No message is sent with an "EFT."

e It's possible to type a free-form message in the Message field. The
instructions below are for selecting a pre-defined message.

e The Message field allows entry of 70-character messages that are printed
on EFT and warrant remittance advice. These messages can be freeform,
or they can be created and stored in OAKS FIN for later re-use.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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21.
a. Click the Messages link to the right of the field.
b. Select a pre-defined message.
c. Click OK.
22. A payment can also be put on hold by selecting the Hold Payment checkbox.

22.

« Remember to resolve the reason for the hold and to remove the hold as
quickly as possible.

23.Click the Voucher Attributes tab.
e The Voucher Attributes page displays.
e Review the data for accuracy.
o If there are inaccuracies, return to the appropriate page(s) and make corrections
as necessary.
24, Click Save.
e Unless a hold was placed, the single payment voucher is routed for approval.

After approval, OAKS FIN performs a budget check, posts the voucher, and
creates the payment.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Entering 1099-S Vouchers (Property/Real Estate)

Overview

This procedure is a guide for recording Property/Real Estate Closing Date and Description on
the 1099-S Property Information page. Most of the information on the 1099-S Property
Information page is populated by the voucher, which used a 1099-S Account Code. The
following are examples of 1099-S Account Codes.

Account Code
574085
574016
574014
574019
574009
574008
574001
570100
574012
574010

Description

ACTVTY RELTD REVIEW APPRAISAL
APPROPRIATION AGREEMENT
APPROPRIATION FEE TITLE
APPROPRIATION R/W OTHERS
EXCESS LAND REMNANT

EXCESS LANDS

FEE TITLE

LAND PURCHASES AND LAND IMPROV
PURCHASE OF WARRANTY DEED
RAILROAD RIGHT-OF-WAY FEDS

e Click here for assistance with accessing the OAKS FIN AP Module.

Steps

e OAKS FIN > Main Menu > Accounts Payable > Vouchers > Add/Update > 1099-S
Property Information

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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Favorites ~ Main Menu~ > Accounts Payable ~ > Vouchers - : Add/Update = » 1099-S Property Information
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1099-S Property Information

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Business Unit: | begins with » @,

Search Clear |Basic Search @'.3' Save Search Criteria

1. Enter your agency code in the Business Unit field.
2. Click Search.
e The 1099-S Information Business Unit page displays.

Favorites ~ Main Menu ~ > Accounts Payable ~ > Vouchers » > Add/Update ~ > 1099-S Property Information

_— ; .
GA@ Financials

1099-§ Property Information

Business Unit ADJO1

Voucher

Voucher ID  Voucher Style Es:fgﬁgr Supplier ID Supplier Name Line Dmrih"ﬂﬁg Account Mercgﬁg&iﬁ
Number

1 00015682 Regular 0000056200 DELAWARE CITY OF 2 1 570100 $1100000.000

2 00016080 Regular 0000056200 DELAWARE CITY OF 2 1 570100 $1100000.000

[5] save ||[G Return to Search ||[=] Notify

3. Enter the Closing Date for the desired record in mm/dd/yy format.

e The Closing Date and Description you provide will be pulled into the 1099 extract
file that will be used by OBM for reporting 1099-S.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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4. Enter the street address (i.e., 245 E 2nd Ave) in the Description field.

o Enter the Property description without any commas in the Description
field. e.g. acres.

5. Verify that the Status is Active.
6. Click Save.

e Once it has been saved, the data displayed on the 1099-S Property Information
page will not be purged or deleted if the voucher is closed/deleted/changed to a
non-1099-S account.

*See "The FIN SOURCE" for Ohio for the most recent version of this process.*
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