Payments to Internal Service Bills Quick Reference Guide

Introduction

The following pages are examples of different scenarios for processing documents to generate an IETM
to pay for Internal Service Invoices using the REMS (Receivable Management System):

Page 1- 7 Full Payment

Page 8-12 Partial Payment

Page 13-17 Disputed Charge

Page 18-25  Split Coding (Adding Lines)

Page 26-32  Summarizing Multiple Detail Records and Split Coding the Payment

Full Payment - Paying All Lines of the REM

1. Loginto Advantage 1 Message Center
(step not shown). o Category : S
2. Click Page Search. Alerts Page Type : -
3. Type in FSD. Broadcasts Description :
4. Press Enter. Workligt Page Code : Fgp- "_'—
5. Each type of Internal Forms Arowse Clear
Service Invoice has J Search Description Page Code
Its own Page Code. Page Search +  Annual Becks Detail FSDANS
6. Choose the type of Document Catalog OIT Biling Detai FSDBIL
invoice to pay by Credit Card/Procurement Detail FSDCCP
clicking on the name epert searen Copy Center Detail FSDCCR
in blue_ and g A Central Warehouse Detail FSDCWR
underlined. LIS Meter Postage Detail FSDMP)
1 Administration i Erint Center Detail FSOPCR
F Central Fleet | eaze Detail FSDRFL
Central Fleet Rental Detail FSORFR
Rizk Management Detail FSORMR
First Prev Mext Last Open With Data
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Payments to Internal Service Bills Quick Reference Guide

(~ Search - Windows Internet Explorer provided by IEB Pol & McAfee.

7. Inthe search window
enfje:htheDDOC;DDepé Customer : | | Open Amount : | |
an e DoC an
press enter or click Fund:| | Payment Document Status: ||
OK. Department : I:I Job 1D : | |
Appr Unit: | | Billing Month: | |
DocDept:| | Biling Year: | |
Doc 1D |IZ'.CF‘IIIEIJT1 3372 | Billing Document Status @ | Generated V|
Ok Clear Cancel
Credit Card/Procurement Detail
8 The detall fOf that Charge Amount Open Amount Payment Document Status  Billing Document Status
" invoice will be on the | ¥ O e S senermies
Advantage screen. O 1285 ste.88 Generated
. n 546.14 546.14 Generated
9. Click Select All (on
this page) to pr(gcess | 522,38 522,38 Generated
payment for all of the O o122 so1.22 Generated
lines. | 531158 s31.58 Generated
[l 531.58 $31.58 Generated
| $10.53 $10.53 Generated
| 55121 56121 Generated
| 563.71 $63.71 Generated
Firzt Prev MNext Last /
Save Unde Search  De-Select Alien this page)  Select Alllen this pagel W B
10 FOI’ mul“ple pageS Charge Amount Open Amount Payment Document Status  Billing Document Status
click Next and click v 5274.95 527495 Generated
Select All. If there 518.85 $18.85 Generated
are several pages to S46.14 S46.14 Generated
process you must
lect each page 52238 52233 Generated
se
separately 59122 59122 Generated
) 53158 3158 Generated
53158 23158 Generated
s10.53 s10.52 Generated
551.21 551.21 Generated
$63.71 6271 Generated
Firat Prev Nest Last
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11. Enter the Credit Card/iProcurement Detail

Department number
making the payment
and a document ID

number or check Charge Amount Open Amount Payment Document Status | Billing Document Statu
Auto Numbering. i 585,04 58504 |Ready To Generate ¥ | Generated
12. Down at the bottom 21671 $16.71 | Ready To Generate || Generated
of the page click .
Create Payment. S346.40 £345.40 | Ready To Generate v| Generated
3420.80 42080 | Ready To Generate [ | Generated
32854 328.54 | Ready To Gensrate |W | Generated
First Prev Next Last

Save Undo Search De-Select Alllon thig page Zelect Alion thiz pagsy F B

¥ Create Document
Department: paz ki_l D
Unit: ﬁ Auto Numbering : [

b Detail Line Information

b Intended Fund Accounting

I Intended Detail Accounting

B Billing Document Information
b Load Information

- of

™ Create Pavment oF Add To Current Pavment o Wiew Current Pavment

Excel Templates = Credit Card/Procurement Bill
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13. This brings you to the | Payment Staging Sheet
Payment Staging
Sheet.

14. To see information
already assigned to a

line click on it. v O™ sis120 [s151.20 INMA

15. Verify or change
Fund Accounting
clicking in that
section.

16. Add or change Detalil
Accounting by
clicking in that
section.

Request Open Amount Pay Amount Event Type

5323.00 |5323.00 [N

B [ [

S217.00 |3217.00 [MM1
(3170.15) |(3170.15) [N AL
517980 |5179.80 [

I

B B (B

$434 |54.34 [HW1
(3455.71) |(3455.71) [ L
S50.00 1550.00 [

547.99 |547.95 [

e i e R B R

& &

Zave Undo Delete Copy Paste Search  Select Allfen this page) De-Select Allien thiz page) Summariz]

b Fund Accounting t_
b Detail Accounting *—

Save Undo  Search  De-Select Al(en this page)  Select Alion this pagey #F B
= Create Document

Department: [gaz ﬂ 10:
Unit: ﬂ Auto Numbering : |

b Detail Line Information

b Intended Fund Accounting

b Intended Detail Accounting

B Billing Document Information

b Load Information

i)

o Create Payment OF Add To Current Payment  OF View Current Payment

Excel Templates = Credit Card/Precurement Bill
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Event Type

17. To generate an IETM
document, click on Request Open Amount Pay Amount

Select All (on this

page) for each page v u e I - il ﬁ

of detail. ] $18.85 [518.85 INM1 &
;heckedtin tre n 2238 [522.38 N1 2

equest column.

19. CIic?k Create [ 2 12 e 2
Payment. n 23158 [331.58 INM 1 &

O $3158 (33153 NI &)

O $10.53  [s10.53 INH1 &)

n 6121 36121 INN1 &

O 2371 (2837 INH1 2|

Firzt Prev Mext Last

Save Unde Delete Copy Pagte Search  Select Allfen thiz page) De-Select Alllen thiz page) Summar

= Fund Accounting

Fund :|gqg ﬁ Object : 533 ﬁ
Department : gapq ﬂ Revenue : ﬂ
Unit:|775g ﬂ BSA : ﬂ

Sulbr Unit:|sz ﬂ Cept Object : @
Dept Revenue ; ﬁ

b Detail Accounting

- o

Create Pavment Add Line to Pavment
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20 An IETM document iS Internal Exchange Transaction(lETI) | Dept: 044 ID: 20120311000000000113 Ver: 1 Function: New Phase: Draft |j
created based on the _
information from the
Payment Staging . _ - .
Sheet 1st Party Information | Extended Description | Document Information
Document Name: | Pay procurement credit card for the Initiator: | Receiver/Buyer |
21. Enter the Documegt mcnthchebruw Deiivery Date:
Name (nOt reqUIre ) Record Date: Additional Information:
Budget FY:
Fiscal Year:
Period:
Document Description:
, Actual Amount: 385215
ﬁ Save :‘} Undo
Exchange Details No. of Lines: 10+ Line Number: 1 Vendor Customer: Legal Hame:
2nd Party Accounting No. of Lines: 1 Line Number: 1 Line Amount: 327435
Posting No. of Lines: 0 Posting Line: none
K] Cup‘,r| Validate| Ed Suhm'rt| [ Discard | = Print| Processing | | Workflo
22. 1% Party Fund 5 59124
H H [ 5315
Accounting is i s
brought in from the - o
Payment Staging z 5612
Table and changes 10 627

can still be made if From 1 to 10 Totak 10+ [ et | | Last
necessary before

validating and
submitting the IETM.

General Information | 2nd Parly Information || 1st Farty Reference ERESERETsvEginb Fteweninilvsl 15t Farty Detail Accountir

NOTE: Dollar Fund: | 010 $| Object: | 5220 4|
amounts should on|y Sub Fund: $| Sub Object: ﬁl Sul
be Changed baCk on Department: |24 $| Revenue: $| Dept
the P.ayment Unit: | 7755 | Sub Revenue: sl Dept Re
Staging Sheet.

Sub Unit: | =2 5 ol BSA: i ol

H save | | =3 Undo ] | [B4 Insert Bew Line | [B4 Insert Copisd Line | B4 Edit with Grid l

2nd Party Accounting Ho. of Lines: 1 Line Number: 1 Line Amount: 527435

Posting 28 Ho. of Lines: 0 Posting Line: nons
K Copy] [B wvaidats rEﬂ suomt | | [% Discard l | & Print [ Proce
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23. Click Validate and if
there are no errors
the document will

validate successfully.

Welcome, Kathleen Godfrey Chart of Accts Budget | Vendor/Customer Procurement | AP | AR Cost Acctg | Fixed Assets Cy

View 211 of 1|4 Document validated succezssfuly

Internal Exchange Transac‘lionlI'EI'M]| Dept: 04A  ID: 20130311000000000113  Ver.: 1 Function: New  Phase: Draft | i

| Header

Line Humber Vendor Customer Legal Name Line Amount Event Ty

24. Click Submit and if
there are no errors,
the document phase

changes to Pending.

The IETM document
only requires agency
approval.

Wiew A1 1 of 1| @ Document submitted su ccezsfully - Pending Approval

Internal Exchange Transaction(lETM) | Dept: 044 ID: 20120211000000000112 Wer: 1 Function: New  Phase: Pendingfm
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Processing a Partial Payment

Scenario: Preparing a $500 partial payment.

o DN

Login to Advantage
(step not shown).

Click Page Search.
Type in FSD.
Press Enter.

Each type of Internal
Service Invoice has
its own Page Code.

Choose the type of
invoice to pay by
clicking on the name
in blue and
underlined.

1 Message Center
Inbox
Alsrtz
Broadcastz
Waorklist
Forms

1] Search

Browse Clear

Page Search
Document Catalog
Report Search
7 History

] Favorites

1 Administration

First Prev Mext Last

Category :|

v

Page Type :|

v]

Description :

Page Code : pzp»

Description
¥ Annual Becks Detail
QIT Billing Detail

Credit Card/Precurement Detail

Copy Center Detail
Central WWarshouse Detail
leter Poztage Detail
Print Center Detail
Central Fleet | eaze Detail
Central Fleet Rental Detail

Rizk Management Detail

Page Code
FSDANS
FSDBIL
FsDCCP
FSOCCR
FSOCWR
FSDWP)
FSOPCR
FSORFL
FSORFR
FSORMR

Open With Data

Y
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7. Enter the document
number in the Doc ID
box.

8. Press Enter or Click
Ok.

9. Click in the boxes to
the left to choose
which lines you plan
to pay.

10. Enter the
Department number
and ID or check Auto
Numbering.

11. Click Create
Payment at the
bottom of the page.

Search - Windows Internet Explorer provided by IEB Pol W'McAfee.

Customer: | |

Department : l:l
Doc Dept : l:l

Doc ID : [CCPO307137372 |

Open Amount : l:l
Payment Document Status : l:l
Billing Month: | |
Billing Year: [ |
Billing Document Status : | Generated |

Ok Clear Cancel

Charge Amount Open Amount Payment Document 5tatus  Billing Doecument Status

« O 527438 $27485 |Ready To Generste |¥|  Genersted
Fl s13.85 $18.85 |Ready To Generste [M|  Genersted
| 346.14 546.14 | Ready To Generate v| Generated
Fl 32238 32238 | Ready To Generate v| Generated
¥l 01.22 50122 | Ready To Generate V| Generated
Fl 2158 53152 |Ready To Generste [M|  Genersted
|:| 331.58 531.58 | Resdy To Generate v| Genersted
| 510.53 $10.52 |Ready To Generate [M|  Genersted
|:| 381.21 1.2 | Ready To Generste V| Genersted
Fl 28371 s63.71 | Ready To Generate V| Generated

First Prev Mext Last

Sswe Undg Sesrch  De-Select Alljon this pegel  Select &lljon thispsge)] ¥ B
¥ Create Document

Cepartment: { \ID

Unit: J Aute Numbering : | [~

P Detail Line Information

P Intended Fund Accounting

P Intended Detail Accounting

P Billing Document Information

P Load Information

4
=)
=1

# Create Payment @ Add Te Cument Payment & View Cument Payment
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12.

13.

14.

15.

This brings you to the
Payment Staging
Sheet.

Click the box to the
left to Request each
line you want to pay.

To change the Pay
Amount, typeina
new amount in the
Pay Amount box.

Click on Create
Payment at the
bottom of the page to
generate the IETM
document.

Fayment Staging Sheset

Request Open Amount Fay Amount

e

byl o oo Thompe o g BT

¥ Fund Accounting

Fund : 545

Department : |54z
Unit : 7758

Sub Unit : 51

& |[& & &

b Detail Accounting

£774 OF
L1430

e
"

Event Type

& B B # @

&

Revenue
BEA:
Diept Ohject :

Dept Revenue :

& [ & >
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16. The IETM document
is created based on
the information from

the Paym ent 1st Party Information || Extended Desoription | Document Informaticn
Stag | n g Sh eet . Document Name: |= t————-— Initiator: | RecsivarBuysr (8|

Function: New Phase: Drsft |3 -

Internzl Exchange Trans&i:liun[}EI'M}| Dept: D4A  |D: 20130372000000000118 Ver: 1

17. Enter the Document Lo = Additinnalrrrzi‘;:az::z =
Name (not required). Budget FY:
Fiscal Year:
18. The Actual Amount Period:
shows the partial Eosumpent Bmeiplion:

payment of $50000 Aetual Amount: $500.20 ‘—'—

L Save | [ 15 Unas |

Details Mo. of Lines: 7 Line Number: 1 Vendor Customer: Legal Name:
2nd Party Accounting Mo. of Lines: 1 Line Number: T Line Amount: 3274.33
| Posting Mo. of Lines: 2 Posting Line: nons
19. ClICk on EXChange &) G:p\,r‘ [ validate | Es SuDﬁ’I[l 3 Discae | & Fnr.t] Frocessing v | | Workiiow
Details.
20 13[ Party Fu nd Internal ExnhangeTransal:‘.tiDn{lEFM}| Dept: 04A  ID: 20120212000000000118  Ver: 1 Function: Mew  Phase: Draft |j
Accounting is lninac é : :
brought in from the
Payment Staging Line Number Vendor Customer Legal Name Line Amount
1 527495 INM1
Table and Changes 2 $18.35 INMI1T
can still be made by : e
C|icking on the 1%t 5 $91.22 INM1
8 S521.58 INM1

Party Fund
Accounting or 1% From 110 7 Tetsl 7 .

Party Detail
Accounting tabs
before Va|ldatll’lg and General Information || 2nd Party Information | 1=t Party Reference 12t Party Detail Accounting || 1=t Party Service Dates

314.88 INM1

Smeitting' NOTE: | Fund: g1g & Object: s33g & OBSA:
DOIIar amounts Sub Fund: & Sub Object: & Sub OBSA:
ShOUId Only be Department: gaga &| Rewvenue: &| Dept Ohject:
Changed baCk 'on the Unit: 7785 @| Sub Revenue: @| Dept Rewvenue:
Payment Staging _

Sub Unit: =3 & BSA: &
Sheet.

Appr Unit: gzazsa 2| Sub BSA: 2|
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21. Click Validate and if
there are no errors
the document will

validate successfully.

22. Click Submit and if
there are no errors,
the document phase

changes to Pending.

The IETM document
only requires agency
approval.

Welcome, Kathleen Godfrey Chart of Accts Budget | Vendor/Customer Procurement | AP | AR Cost Acctg | Fixed Assets Cy

View 211 of 1|4 Document validated succezssfuly

Internal Exchange Transac‘lionlI'EI'M]| Dept: 04A  ID: 20130311000000000113  Ver.: 1 Function: New  Phase: Draft | i

| Header

Line Humber Vendor Customer Legal Name Line Amount Event Ty

Wiew A1 1 of 1| @ Document submitted su ccezsfully - Pending Approval
Internal Exchange Transaction(IETM) | Dept: 044 ID: 20120211000000000112 Wer: 1 Function: New  Phase: Pending = odifred

State of Maine Advantage Training
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Disputing a Charge

1. Loginto Advantage 1 Message Center
(step not shown).
_ Inbox Categow:| v|
2. Click Page Search. T Page Type ! 3
3. Type in FSD. Broadcasts Description :
4. Press Enter. Workist Fage Code :|Fsp- t'l_
5. Each type of Internal Forms Browse Clear
Service Invoice has 1 Search Description Page Code
its own Page Code. _
Page Search ~ Annual Bocks Detail FSDANS
6. Choose the type of Document Catalog OIT Biling Detail FEDAIL
invoice to pay by Report Search Credit CardiProcurement Detail FSDCCP
FIICkmg on the name Copy Center Detail FSDCCR
in blue and 1 History B : i
underlined Central Warehouse Detail FSDOWR
' 1 Favorites leter Postage Detal FSOMPY
1 Administration i Print Center Detail FSDPCR
Central Fleet Lease Detail FSDRFL
Central Fleet Rental Detail FSDRFR
Rigk Management Detail FSDRMR
First Prev Next Last  Open With Data

f Search - Windows Internet Explorer provided by IEB Pul.l@.ﬁmﬁ{ﬂl

7. Inthe search window
enter the Doc Dept

Customer: | | Open Amount : | |
and the Doc ID and
press enter or click Fund:| | Payment Document Status: ||
OK. Department : I:I Job 1D : | |
8. The detail for that Appr Unit : | | Billing Month: | |
invoice will be on the e
Advantage screen. Doc Dept: I:I Billing Year: |:|

Doc 1D |I'_".EF‘III?:-IJT1 3372 | Billing Document Status @ | Generated V|

Ok Clear Cancel
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10.

11.

12.

Click in the box to the

left of the Ch arge Charge Amount Open Amount Payment Document Status

Amount for all of the $274.95 S274.95 |Resdy To Generate W

amounts you want to F

pay ] 518.85 $18.85 |Resdy To Generate v

Do not click in the 546.14 §46.14 |Hsscy To Genarats v|

box pes!de the line 332 28 $22.25 | Resdy To Genarsts w|

that is disputed. In

this example $18.85 5§91 27 $91.22  |Ready To Generate v

is being disputed. 53158 521.58 |Resdy To Generate |v|

Enter the 531.58 331.58 |H55cy To Generats V|

Department number

making the payment 51052 $10.52  |Ready To Generate s

and a document ID 8121 361.21 |Resdy To Generaiz v

number or check

Auto Numbering. 56271 $63.71 |Ready To Generate v
First Prev MNext Last

Down at the bottom
of the page click

Create Payment_ Save Undo Search Le-Select Alljon this gage)

Select Alljon this page

Billing Document Status

Genersted

Generated

Zenersted

Fhk

¥ Create D-:u:ument

g#"\

J Aute Humbering : | [7

Department: gaa

Unit:

P Detail Line Information

P Intended Fund Accounting

P Intended Detail Accounting

P Billing Document Information

Pk Load Information

A

& View

Current Payment

Curment Payment

rement Bill

State of Maine Advantage Training
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13. This brings you to the
Payment Staging

Sheet.

The disputed line that
was not requested is

14.

Payment Staging Sheet

not Iisted Request OCpen Amount Pay Amount Ewent Type
H b W 3274.85 5374 885 1MW £ |
15. Verify or change e = =
Fund Accounting c4g. 14 |sag 14 I 2
by clicking in that
section. 52238 [322.38 LI
16. Add or change Detail sa122  [s91.22 M1 )
Accounting by : =
clicking in that 33188 (321.88 M1 |l
section. S R roes 8]
17. Once all changes e
o E0 [ =] {hi1 |
have been made to e 1053 : =
the Fund 56121 |381.21 INM1 |
Accounting and
Detail Accounting, ZE3.71  [sE2T1 Nt
click on Select All e ————— ;
i : First Prav Next Last
and it will check the /
boxes in the Request o i ;. _ - . ; ' :
Sove Undo Delsts Copy Paste  Sesarch Select Alljon this page) De-Select Alljon this pege) Summarizg
column.
¥ Fund Accounting
18. Select Create
Fund : A | Object : ] A |
Payment at the ot __ e e IS
bottom of the page to Deeameei-ois [ (Meveme &
generate the IETM Unit:|77es | &) BSA: 2
document. Sub Unit - =3 4| DeptObject: Py
Dept Revenue : .E'a
B Detail Accounting
Creste Faymant Add Lins to Pevment
State of Maine Advantage Training 15
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19. The IETM document
is created based on
the information from
the Payment
Staging Sheet.

20. Enter the Document
Name (not required).

21. 1% Party Fund
Accounting is
brought in from the
Payment Staging
Table and changes
can still be made by
clicking on the 1%
Party Fund
Accounting or 1°
Party Detail
Accounting tabs
before validating and
submitting. NOTE:
Dollar amounts
should be changed
back on the Payment
Staging Sheet.

Internal Exchange Transar.linn{lEFM}| Dept: 044 1D 20120212000000000112  Ver.. 1  Function: New Phase: Draft ‘ =

Document Information

et T w0kt M| 12t Party Information | Extended Description

Document Name: | Faymant of February
Procurement Card.

Initiator: | Receiver'Buyer |
Delivery Date: /|
Record Date: | ” X

Additignal Infermaticn:
Budget FY:
Fiscal Year:

Peried:

Document Description:

Actual Amount: 3522.20

HSave

# Undo

Exchange Details Mo. of Lines: &  Line Number: 1 Vendor Customer: Legal Hame:

2nd Party Accounting Meo. of Lines: 1 Line Number: 1 Line Amount: 3374.95

Posting Me. of Lines: 0 Pesting Line: nons

[ copy | Validate | E4 Submit | [ Discard |

@& Frint | | Frocessing » | | Wordflow ¥ | | File Y

Internal ExnhangeTransantiDn{lEFM}| Dept: 044 I10: 20120212000000000118  Ver.: 1 Function: Mew  Phase: Draft | - Vodified |

N General Information | 2nd Party Information | 1=t Party Reference JREElav@ainieFteraliiiioll 1=t Party Detail Accounting || 12t Party Service Dates

| Header -
Line Number Vendor Customer Legal Hame Line Amount
1 527485 INM
2 548.14 INM
3 52238 INM
4 521.22 INM
5 531.58 INM
8 S21.58 INM
7 510.52 INM
8 561.21 INM
9 26271 INM
From 1 to 9 Total: 9 \

Fund: g1g 2| Object: 522p 2| OBSA:
Sub Fund: & Sub Object: & Sub OBSA:
Department: gas 2| Rewvenue: 2| Dept Ohject:
Unit: 7788 $| Sub Rewvenue: $| Dept Rewenue:

Sub Unit: =3 & BSA: &

Appr Unit: 023253 4 Sub BSA: @

"
2nd Party Accounting Mo. of Lines: 1 Line Number: 1 Line Amount: 227455
Posting H No. of Lines: 0 Pasting Line: nons
I Edit| 5 C'.pr| Validaté| E4 Submit| [$¢ Discard | & Frint | | Froosssing » | o

State of Maine Advantage Training
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22. Click Validate and if
there are no errors
the document will

23. Click Submit and if
there are no errors,
the document phase

The IETM document
only requires agency
approval.

validate successfully.

changes to Pending.

Welcome, Kathleen Godfrey Chart of Accts Budget | Vendor/Customer Procurement | AP | AR Cost Acctg | Fixed Assets Cy

View 211 of 1|4 Document validated succezssfuly

Internal Exchange Transac‘lionlI'EI'M]| Dept: 04A  ID: 20130311000000000113  Ver.: 1 Function: New  Phase: Draft | i

| Header

Line Humber Vendor Customer Legal Name Line Amount Event Ty

View A1 1 of 1 | @ Document submitted su ceezsfully - Pending Approval
Internal Exchange Transaction(lETM) | Dept: 044 1D 20130311000000000113  VWer: 1 Function: New  Phase: Pending =3 odifred

State of Maine Advantage Training
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Split Coding (Adding a Line)

1. LOgIn tO Advantage 1 Message Center
(step not shown).
. Inbox categon_.r:| v|
2. Click Page Search. s Page Type v]
3. Type in FSD. Broadcasts Description :
4. Press Enter. Worklist Page Code :|Fsp- t
5. Each type of Internal Forms Srowse Clear
Service Invoice has 1 search T Page Code
its own Page Code. .
Page Search ~ Annual Books Detail FSDANS
6. Choose the type of Document Catalog OIT Billing Detail F2DBIL
Invoice to pay by ceport Search Credit Card/Procurement Detail FSOCCP
clicking on the name Copy Center Detail FEDCCR
in blue and 7 History _
underlined Central Warehouse Detail FSDOWR
' 1 Favorites Meter Postage Detail FSOMPY
1 Administration i Print Center Detail FSOPCR

Central Fleet | eaze Detail FSDRFL

Central Fleet Rental Detail FSORFR

Rizk Management Detail FSDRMR
First Prev MNext Last  Qpen With Data

f Search - Windows Internet Explorer provided by IEB Pul.l@:ﬁ.‘ﬂ_ﬁ.ﬂl

7. Inthe search window
enter the Doc Dept

Customer: | | Open Amount | |
and the Doc ID and
press enter or click Fund:[ | Payment Document Status: ||
OK. Department : I:I Job 1D | |
8. The detail for that Appr Unit: | | Billing Month : |:|
invoice will be on the =
Advantage screen. Doc Dept: I:I Billing Year: |:|

Doc 10 : |I:CPI33IJT1 3372 | Billing Document Status : | Generated V|

Ok Clear Cancel

State of Maine Advantage Training 18
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9. Click in the box to the
left of the charge
amount for all of the
amounts you want to
pay.

Enter the
Department number
making the payment
and a document ID
number or check
Auto Numbering.

10.

Down at the bottom
of the page click
Create Payment.

11.

Charge Amount Open Amount Payment Document Status

«  [w] 227495 527495 ate W

Ready To Geners

il
<
il

First Prav MNext Last

Save Unoo Seazrch C=-5

slect Alllon this pegs)

Selsct Alljon this pegs)

Billing Document Status

Zenerated

bk

¥ Create Document

.a; Auto Humh-h;

P Detail Line Information

Department: |g.x

Unit:

b Intended Fund Accounting

b Intended Detail Accounting

B Billing Document Information

b Load Information

W Crests Fayment T A o Current Payment

# View Current Payrment

Excel Templates > Credit Card/Procurement Bill

State of Maine Advantage Training
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. This brings you to the

Payment Staging
Sheet.

Payment Staging Sheet

Request

A

First Prav Mext Last

Seve Undo Delst

Cpen Amount

opy Past

FPay Amount

227495 |5274.05

in
o
in
L]
4

w Fund Accounting

Fund :
Department :
Unit : (7720

Sub Unit :

| Chject :
_&JJ Rewenue :
&I BSA :
."'_in' Cept Object :

Oept Rewvenue :

b Detail Accounting

Creats Payment Add Line to Peyment

State of Maine Advantage Training
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Payment Staging Sheet

13. Click on the box

under Request for Request OCpen Amount Pay Amount Ewent Type
any lines that you 527485 |5IT48E Nt [
need to split code. _ :
p - o e | ‘-— Mew Blank Line Added

14. Click on Copy and T
Paste. A new line R P Nese Lo ‘*
will be inserted with '

$000 Save Undo Delete C

ocpy Paste  Sessrch Select Alljon this pege) De-Select Alljon this page) Summariz

w Fund Accounting

Fund :|g1q '_ﬁ':' Chject i s232g Igl
Department : |gaz éi Rewvenue : $|
Unit : |775g ;: BSA : &_‘|

Sub Unit: =3 :3_ Dept Ohject : él
o Dept Revenue gi

b Detail Accounting
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Payment Staging Sheet

Request Open Amount Pay Amgu ' Ewvent Type
15. In this scenarlo we s B -
are charging 50% of ! i
line one to another i = 2000 |127.47 ST &
object code. =
First Prev Mext Last
16. Change the Pay
Amount of the Save Undo Delete Copy Faste Sesrch  Select Alljon this page) De-Select Alllon this page) Summarize
Ongmal line. w Fund Accounting
17. Add the Pay Amount Fund:[gig || Object :[z221 é
of the new line and Department : g2z o Rewenue : Ii
Change the Fund Unit: +7z5 i BSA : £ |
Accounting . S = =i
. Sub Unit : |g2 4 DeptObject: |
18. Verify or chang_e it Rk =
Fund Accounting =)
for other lines by T -
Cllcklng |t elal ccounting
19. Add or change Detail | __
Accounting by
C”Cking It Creste Peayment Add Line to Faymen
State of Maine Advantage Training 22




Payments to Internal Service Bills Quick Reference Guide

Payment Staging Sheet

20. Once all changes
have been made to

the Fu nd Request Open Amount Pay Amaunt Ewvent Type
Accounting and :

Detail Accounting, S27488 12748 L
click on Select All L = 5000 13T 4T [HM 4 &

and it will check the

boxes under the First Prev Next Last /
Request column for 48

each line Ssve Undo Delsts Copy Feste  Sesrch Seled Alljon this pags
] = Fund Accounting
21. Click Create :
Payment at the Fund-lotc I8 Object:lsazt &
bottom of the page to Department: gss &)  Revenue: &

Unit: |v7rg A | BSA : iy
generate the IETM 7755 || &)
document. Sub Unit : =2 @ DeptObject: &

Dept Revenue : _&J

P Detail Accounting

Creste Payment Add Line to Payment

State of Maine Advantage Training



Payments to Internal Service Bills Quick Reference Guide

Internal Exchange Transal:'.tinn{lEFM}| Dept: 044  10: 20120402000000000148  Ver.: 1 Function: Mew Phase: Drsft | » | .

22. An IETM document is _*

created based on the
. . 1=t Party Information | Extended Description | Document Information
information from the

Payment Staging Document Hame: Initiator: | RecsiverBuysr W
Delivery Date: i)
Sheet. )

Record Date: Additional Information:

Budget FY:

23. Enter the Document
Name (not required).

Fiscal Year:
Pericd:

Document Description:

Actual Amount: 327485

H Save ¥ Undo
Exch Details MNo. of Lines: 2 Line Humber: 1 Vendor Customer: Legal Name:
2nd Party Accounting Mo. of Lines: 1 Line Mumber: 1  Line Amount: 2127.45
Posting MNo. of Lines: 0  Posting Line: nzne

K Capy| B Validahe| E3 Submit| [t Discard | & Frint | | Processing = | | War
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Payments to Internal Service Bills Quick Reference Guide

24.

25.

26.

1% Party Fund
Accounting is
brought in from the
Payment Staging
Table and changes
can still be made by
clicking on the 1%
Party Fund
Accounting or 1%
Party Detail
Accounting tabs
before validating and
submitting.

NOTE: Dollar
amounts should only
be changed back on
the Payment
Staging Sheet.

Click Validate and if
there are no errors
the document will
validate successfully.

Click Submit and if
there are no errors,
the document phase
changes to Pending.
The IETM document
only requires agency
approval.

Internal Exchange Transal:'.tinn{IEFM}| Dept: 044  1D: 20120402000000000148  Ver.: 1  Function: New Phase: Draft

Header

Line Humber
1

From 1 toc 2 Total: 2

General Information || 2nd Party Infermation

Vender Customer

LSRRI 1=t Party Fund Accounting

L4

Fund: | 310

Sub Fund:

Department:

Unit: | 7752

B B | 5

Sub Unit: | 52

023252

Appr Unit:

Object: |5220

Sub Object:
Revenue:
Sub Revenue:
BSA:

& Sub BSA:

Legal Name

12t Party Detail Accounting

Line Amount Ewvent
5127.48 INMA1

5137.47

IMnA1

12t Party Service Dates

S| B

B B B ® ®

OBSA:
Sub OBSA:
Dept Ohject:

Dept Revenue:

H Sa\ne| = Unda|

24 Insert New Line | |4 Insert Copisd Line

E4 Edit with Grig

2nd Party Accounting,

No. of Lines: 1 Line Humber: 1

Line Amount: 212748

Mo. of Lines: 0  Posting Line: nons

Posting " !7
[ Capy| B validste | | E§ Submit|

[5 Discara |

Welcome, Kathleen Godfrey

Chart of Accts

Budget Vendor/Customer

View 211 of 1|4 Document validated succezssfuly

Procurement

AP

@ Frint | | Processing = | | Wor

AR Cost Acctg Fixed Assets [

Internal Exchange Transaction({IETI) | Dept: 04A  ID: 20130311000000000113  Ver.: 1 Function: New  Phase: Draft | i

| Header

Line Number

Vendor Customer

Legal Name

Line Amount Event Ty

View Al 1 of 1)@ Document submitted =u ccessfully - Pending Approval

Internal Exchange Transaction(lETM) | Dept: 04A  ID: 20130311000000000112  Ver: 1 Funection: New Phase: Pending b, M OGITEd

State of Maine Advantage Training
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Payments to Internal Service Bills Quick Reference Guide

Summarizing Multiple Detail Records and Split Coding the Payment

In this scenario we are choosing a Central Fleet Lease document with several detail
lines which we will summarize detail and then split code the total between two funds.

NOTE: Full amount of selected lines must be made to update FSDXXX appropriately.

1. Loginto Advantage 1 Message Center
(step not shown).
Inbox Category:| v|
2. Click Page Search. . Page Type | v
3. Type in FSD. Broadcasts Description :
4. Press Enter. Workist Page Code :|Fsp- *_
5. Each type of Internal Forms Browse Clear
_SerVICe Invoice has 1 3earch Description Page Code
its own Page Code. .
Page Search +  Annual Books Detail FSDANS
6. Choose the type of Document Catalog O Biling Detail FSDBIL
Invoice to pay by e Credit Card/Procurement Detail FSDCCP
_C“Cklng on the name Copy Center Detail FSOCCR
in blue and J History B : .
under”ned Central Warehouse Detail FSDCWR
' 1 Favorites Meter Postage Detail FSOMP)
1 Administration i Print Center Detail FSDPCR
Central Fleet L ease Detail FSDRFL
Central Fleet Rental Detail FSDRFR
Rizk Management Detail FSORMR

Firzt Prev Next Last Open With Data

7. Inthe search window
enter the Doc ID and
press enter or click

OK. Customer: | | Open Amount : | |
Fund : I:I Payment ocument Status : I:I
Department : Job D : | |
Appr Unit : Billing Month: | |
Doc Dept : Billing Year : I:I
Doc ID : [RFL031213°736 Billing Document Status : | Generated v|

Ok Clear Cancel
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8. The detail for that
invoice will be on the
Advantage screen.

Central Fleet Lease Detail

Charge Amount Open Amount Payment Document Status

el | $387.36 %387 36 | Ready To Generate v|
n 5361.96 525195 | Ready To Generate v |
n 529942 5289.42 | Ready To Generate |v|
1 528252 522252 | Ready To Generate v |
Fl $337.29 $337.29 | Ready To Gsnsrat&_\f!
0 $337.27 $337.27 | F‘.-:—a:ly_o_Girat&__vi
=] $312.67 3312.67 [ Ready To Generate v1

First Prev Mext Last

Save Unde Search De-Select Alien thiz page)  Select Alllon this page

= Create Document

Department: éi ID:
Unit: g Auto Numbering : [~

b Detail Line Information

b Intended Fund Accounting

b Intended Detail Accounting

P Billing Document Information

b Load Information

# Wiew Current Pavment

o Create Payment OF Add to Current Pavment

Billing Document Status
Generated
Generated
Generated
Generated
Generated
Generated

Generated

ik

State of Maine Advantage Training
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Payments to Internal Service Bills Quick Reference Guide

Tentral Fleet Lease Detall

9. Click Select All (on

this page) to process | | Charge Amount Open Amount Payment Document Status  Billing Document Stat
Ipayment for all of the v 5387.25 $387.36 |ReadyTo Generate |  Generated
Ines.
. 23561.88 2361.96 Ready To Generate | Genesrated
10. Click Select All. | |
11. Enter the $299.42 528942 | Ready To Generate | Generated
Department number 5282 .52 §282.52 | Ready To Generate v| Genarated
and ID or check Auto
Numbering $337.28 $337.28 | Ready To Gensrate | Generated
12. Click Create $337.27 33727 | Ready To Gensrate |W | Generatsd
Payment. 531267 $31267 | Ready To Generate | Generated
First Prewv Next Last
| Save Unde Search De-Select Alfon this page Select Alllon this page) # B
£ = Create Document | -
- Department: {74 g \ 10
Unit: g‘ Auto Numbering : | [

b Detail Line Information

B Intended Fund Accounting

B Intended Detail Accounting

B Billing Document Information
b Load Information

™ Create Pavment oF Add to Current Payment o View Current Payment

Excel Templates = Fleet Leaze Bil
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13. This brings you to the
Payment Staging
Sheet.

14. Click Select All.

15. Click Summarize
Lines.

Payment Staging Sheet

Request OCpen Amount

T2E2.52
24
B33T.2T

Fay &mount

T2E2 .52
337,25
B33T.2T

Event Type
1M1 |
INRET &
[
INAE &
IR 2
[N

INKET

N&'@

1

o

Copy this psge) De=-Sslect Alllon this pegs) Summarzs Linss
= Fund Accounting
Fund : 317 &I Object : (4272 &
Department : {175 & Rewvenue : &
Unit : [szz= & BSA: I.A.il
Sub Unit : == _-ﬁﬂ Dept Object : ..“}..'
Dept Revenue : &)

¥ Detail Accounting

Top
Create Payment Add Line to P

State of Maine Advantage Training
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Payments to Internal Service Bills Quick Reference Guide

16. The Payment
Staging Sheet now
shows the
summarized line.

17. Click Select All.

18. Click Add Line to
Payment to split code
the bill.

19. To add a line to split
code the summarized
total click Select All

to Request the line.
20. Click Copy.
21. Click Paste.

Payment 5taging Sheet

Request  Open Amount Pay Amount Event Type
' 22 318649 |52 318.49 IMKI é|
Firzst Prev Mext Last ’
Save Undo Delete Copy Paste Search  Select Alllen this page) De-Select Allfen thiz page) Summari
= Fund Accounting
Fund : [p12 &) Object : (1572 &
Department: 474 g Revenue : £.|
Unit: 1p95 @ B5A : :&al
Sub Unit: gc ﬁ Dept Object: ﬂ
Dept Revenue : $|
b Detail Accounting 7
Iop
Create Pavment Add Line to Pavment
Payment Staging Sheet
Request Open Amount Pay Amount Event Type
o 5231840 (3231849 IMKI1 §|
First Prev Mext Last _f f -
Save Unde Delete Copy Paste  Search  Select Alifon this page) De-Select Allfon thiz pagel Summarize Ling

State of Maine Advantage Training
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Payment Staging Sheet
22. This brings in a new F
line with zeroes. Request Open Amount Pay Amount Event Type
. 231849 [52318.49 NI |
23. In our scenario we sy i =
will split code 50/50 v ] $0.00 3000 INM1 &
to fund 010 and 012. : =
First Prev MNext Last ‘\
24. Change line one Pay Save Unde Delete Copy Paste Search  Select Allfen this page) De-Select Alllon this pagel Summarize Lines
Amount. = Fund Accounting
. Fund (g2 : A'EH: 4RT2
25. Add Line 2 Pay oz dect:lerz |8
Amount. Department: 174 g! Revenue él
Unit: c A | BSA £
26. Change the Fund el = _ &
under Fund Suly Unit @ gg é| Dept Object : @
Accounting. Dept Revenue §|
b Detail Accounting
Too
Create Pavment Add Line to Pavment
Payment 5taging Sheet
Request Open Amount Pay Amount Event Type
27. Click Select All to 52,3149 |1159.35 M 2
Request the second 7 TR N &)
line. -
Firzt Prev Next Last
28. Clle Create Save U::]C ;;Iete ch-v Paste Search Select Allien this page) De-Select Alllen this page) Summarize Lines
Payment at the il
bottom of the page. Fund:forz  [d] Oblect:lssr2 [h]
Department: {74 él Revenue : 3!
Unit:[1ggs g BSA: ﬁ
Sub Unit : [gs él Dept Object: @
4 Dept Revenue ! &'
\ b Detail Accounting
Too
Create Pavment Add Line te Pavment
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Dept: 174 ID: 20120314000000000127 Wer: 1 Function: New Phase: Draﬂ| - dified b e

Internal Exchange Transaction(IETM) ‘

_ﬂ

29. An IETM document is
created based on the
information from the
Payment Staging
Shell.

30. Enter the Document
Name (not required.

31. 1% Party Fund
Accounting is
brought in from the
Payment Staging
Table and changes
can still be made by
clicking on the 1°
Party Fund
Accounting or 1%
Party Detail
Accounting tabs
before validating and
submitting. NOTE:
Dollar amounts
should only be
changed back on the
Payment Staging
Sheet.

feI TN p BV 15t Party Information | Extended Description | Document Information

= List View

Record Date:
Budget FY:
Fiscal Year:

Period:

Document Description:

Actual Amount: 82,212 48

Document Name: | To pay for February Lease Wehicles
Splt fund 010 /012

Initiator: | Recsiver/Buysr %

Delivery Date:

Additional Information:

A Save‘ ¥ Undo

Exchange Details No.of Lines: 2 Line Number: 1 Vendor Customer: Legal Name:

2nd Party Accounting No. of Lines: 1 Line Number: 1 Line Amount: $1,158 25
Posting lo. of Lines: 0 Pasting Line: none

[% Copy ‘ walidate ‘ E3 Submit | [3% Discard | & Frint | Processing v | | Workflow v| Fie v | | B3 Close |

Internal Exchange Transaction(IETM) ‘ Dept:

4

| Header

ATAID: 20120214000000000127  Wers 1 Function: New  Phase: Draft ‘ i O L 03/14/20

Line Number
1
2

From 1 to 2 Total: 2

General Information | 2nd Party Information [REEEUVLGE EET0 1st Party Fund Accounting | 1st Party Detail Accounting | 1st Party Service Dates

Vendor Customer Legal Name Line Amount Event Type
§1,159.25 INM1 ]
51,5924 N1 i)

Gote I\ne.l:lﬂ
= List View

“

Ref Doc Code:
Ref Doc Dept:

Ref Doc ID:

Ref Vendor Line:

Ref Accounting Line:

Ref Type:

ﬁ Save| :‘:j Undu|

E-i Insert Mew Line | E=4 Insert Copied Line |

B4 Edit with Grid

2nd Party Accounting

Py

No.of Lines: 1 Line Humber: 1 Line Amount: $1 15525 ‘

Posting

No. of Lines: 0 Posting Line: none ‘

(% copy | vaidate | | €3 Suomi |

[$ Discard | & Print | Processing v Wurkfluw'| Fie= | | E§ Ciose ‘
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