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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. Login to Advantage 
(step not shown). 

2. Click Page Search. 

3. Type in FSD. 

4. Press Enter. 

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

6. Choose the type of 
invoice to pay by 
clicking on the name 
in blue and 
underlined. 
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7. In the search window 
enter the Doc Dept 
and the Doc ID and 
press enter or click 
OK. 

 

 

 

 

 

 

 

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

9. Click Select All (on 
this page) to process 
payment for all of the 
lines. 

   

 

 

 

  
 

 

 

10. For multiple pages 
click Next and click 
Select All. If there 
are several pages to 
process you must 
select each page 
separately. 
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11. Enter the 
Department number 
making the payment 
and a document ID 
number or check 
Auto Numbering. 

12. Down at the bottom 
of the page click 
Create Payment. 
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13. This brings you to the 
Payment Staging 
Sheet. 

14. To see information 
already assigned to a 
line click on it. 

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

16. Add or change Detail 
Accounting by 
clicking in that 
section. 
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17. To generate an IETM 
document, click on 
Select All (on this 
page) for each page 
of detail. 

18. All lines will be 
automatically 
checked in the 
Request column. 

19. Click Create 
Payment. 
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20. An IETM document is 
created based on the 
information from the 
Payment Staging 
Sheet.  

21. Enter the Document 
Name (not required). 

 

 

 

22. 1st Party Fund 
Accounting is 
brought in from the 
Payment Staging 
Table and changes 
can still be made if 
necessary before 
validating and 
submitting the IETM. 

 

NOTE:  Dollar 
amounts should only 
be changed back on 
the Payment 
Staging Sheet. 
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23. Click Validate and if 
there are no errors 
the document will 
validate successfully. 

 

. 

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

Scenario:  Preparing a $500 partial payment. 

 

 

1. Login to Advantage 
(step not shown). 

2. Click Page Search. 

3. Type in FSD. 

4. Press Enter. 

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

6. Choose the type of 
invoice to pay by 
clicking on the name 
in blue and 
underlined. 
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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. 
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12. This brings you to the  
Payment Staging 
Sheet.  

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

14. To change the Pay  
Amount,  type in a 
new amount in the 
Pay Amount box.  

15. Click on Create 
Payment at the 
bottom of the page to 
generate the IETM 
document. 
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16. The IETM document  
is created based on 
the information from 
the Payment 
Staging Sheet. 

17. Enter the Document   
Name (not required). 

18. The Actual Amount 
shows the partial 
payment of $500.00. 

 

 

 

 

 

 

 

 

19. Click on Exchange 
Details. 

20. 1st Party Fund 
Accounting is 
brought in from the 
Payment Staging 
Table and changes 
can still be made by 
clicking on the 1st 
Party Fund 
Accounting or 1st 
Party Detail 
Accounting tabs 
before validating and 
submitting.  NOTE: 
Dollar amounts 
should only be 
changed back on the 
Payment Staging 
Sheet. 
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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. 
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Disputing a Charge 

1. Login to Advantage 
(step not shown). 

2. Click Page Search. 

3. Type in FSD. 

4. Press Enter. 

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

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

 
 

7. In the search window 
enter the Doc Dept 
and the Doc ID and 
press enter or click 
OK. 

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

10. Do not click in the 
box beside the line 
that is disputed. In 
this example $18.85 
is being disputed. 

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

12. Down at the bottom 
of the page click 
Create Payment. 
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13. This brings you to the 
Payment Staging 
Sheet. 

14. The disputed line that 
was not requested is 
not listed. 

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

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

17. Once all changes 
have been made to 
the Fund 
Accounting and 
Detail Accounting, 
click on Select All 
and it will check the 
boxes in the Request 
column. 

18.  Select Create 
Payment at the 
bottom of the page to 
generate the IETM 
document. 
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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. 1st Party Fund 
Accounting is 
brought in from the 
Payment Staging 
Table and changes 
can still be made by 
clicking on the 1st 
Party Fund 
Accounting or 1st 
Party Detail 
Accounting tabs 
before validating and 
submitting.  NOTE:  
Dollar amounts 
should be changed 
back on the Payment 
Staging Sheet.   
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22. Click Validate and if 
there are no errors 
the document will 
validate successfully. 

 

 

. 

23. Click Submit and if 
there are no errors, 
the document phase 
changes to Pending. 
The IETM document 
only requires agency 
approval. 
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Split Coding (Adding a Line) 

1.  Login to Advantage 
(step not shown). 

2. Click Page Search. 

3. Type in FSD. 

4. Press Enter. 

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

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

 
 

7. In the search window 
enter the Doc Dept 
and the Doc ID and 
press enter or click 
OK. 

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

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

11. Down at the bottom 
of the page click 
Create Payment. 
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12. This brings you to the 
Payment Staging 
Sheet. 
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13. Click on the box 
under Request for 
any lines that you 
need to split code. 

14. Click on Copy and 
Paste.  A new line 
will be inserted with 
$0.00. 
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15. In this scenario we 
are charging 50% of 
line one to another 
object code. 

16. Change the Pay 
Amount of the 
original line. 

17. Add the Pay Amount  
of  the new line and 
change the Fund 
Accounting . 

18. Verify or change 
Fund Accounting 
for other lines by 
clicking it.  

19. Add or change Detail 
Accounting by 
clicking it. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

Payments to Internal Service Bills Quick Reference Guide 

 

State of Maine Advantage Training     23 

 

20. Once all changes 
have been made to 
the Fund 
Accounting and 
Detail Accounting, 
click on Select All 
and it will check the 
boxes under the 
Request column for 
each line. 

21. Click Create 
Payment at the 
bottom of the page to 
generate the IETM 
document. 
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22. An IETM document is 
created based on the 
information from the 
Payment Staging 
Sheet.  

23. Enter the Document 
Name (not required). 
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24. 1st Party Fund 
Accounting is 
brought in from the 
Payment Staging 
Table and changes 
can still be made by 
clicking on the 1st 
Party Fund 
Accounting or 1st 
Party Detail 
Accounting tabs 
before validating and 
submitting. 

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

 

 

 

 

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

 

. 

 

 

26. Click Submit and if 
there are no errors, 
the document phase 
changes to Pending. 
The IETM document 
only requires agency 
approval. 
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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. Login to Advantage 
(step not shown). 

2. Click Page Search. 

3. Type in FSD. 

4. Press Enter. 

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

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

 
 

7. In the search window 
enter the Doc ID and 
press enter or click 
OK. 
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8. The detail for that 
invoice will be on the 
Advantage screen. 
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9. Click Select All (on 
this page) to process 
payment for all of the 
lines. 

10. Click Select All. 

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

12. Click Create 
Payment. 
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13. This brings you to the 
Payment Staging 
Sheet. 

14. Click Select All. 

15. Click Summarize 
Lines. 
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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. 
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22. This brings in a new   
line with zeroes. 

23. In our scenario we 
will split code 50/50 
to fund 010 and 012. 

 

24. Change line one Pay 
Amount. 

25. Add Line 2 Pay 
Amount. 

26. Change the Fund 
under Fund 
Accounting. 

 

 

 

 

 

 

 

 

27. Click Select All to 
Request the second 
line. 

 

28. Click Create 
Payment at the 
bottom of the page. 
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29. An IETM document is 
created based on the 
information from the 
Payment Staging 
Shell. 

30. Enter the Document 
Name (not required. 

 

 

 

 

 

 

 

 

 

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

 

 

 

 
 

 
 

 

 


