Place an Invoice on Hold

Scope

This section describes how to use SFA FMS to Place an Invoice on Hold.
System References

{List the Oracle application screens that are referenced in the document.}
Policy

{List all policy statementsthat pertain to thisactivity.}

Responsibility

SFA FFEL GA Payables.

Distribution

N/A

Owner ship

N/A

Activity Preface

This activity is performed whenever the SFA FFEL GA Payables needs to
place an invoice on hold.

This procedure continues from:

Release a Hold [ PROG0010]

Place an Invoice on Hold-SFA FFEL GA Payables
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Credit Memo Invoices

[E5 Invoices [SFA FMS) =l
Action  Edit Query Go Folder Special Help

= -

Batch Control Total
Actual Total

Type Supplier Supplier Num  Site Invoice Date Invoice Murn  Invoice Curr Invoice Amor
CredFt Me||GA Institutiy 100073 GA-SHOHR|19-0CT-2000 235M082000 |(USD <215,263.5
Standard ||GA Instituti{|100073 GA-SHOHR|25-0CT-2000 233M092000 (|USD 2,153,030,
Standard ||GA Institutiy 100073 GA-SHOHR|19-0CT-2000 235M072000 ||USD 2,214,731,
Standard ||GA Institutiy 100073 GA-SHOHR|[24-0CT-2000 235LPIF0930||USD 3,769,838,
| | i
A t Paid
v | Holds 0 DistributionTatal <215,263.53>
usD 00
Status Newver Approved Posted No

Desc  GA 235 Monthly Financial Report. Month: 8 Fiscal Year: 2000

Actions... 1 Holds ‘ Payments ‘ Match ‘

Scheduled Payments ‘ Overview ‘ | Distributions |

Double-click the row of the invoice that you need to review. The blue
box at the front of the row will indicate that invoice has been salected

-OR-

Click the row of the invoice that you need to review and click the
Distributions button. The “Distributions (SFA FMS) - # name”
window appears. Thiswindow shows the amount and account
mapping for each of the lines MR-1 through MR-16 of the GA Form
2000 Monthly report.
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E‘%Disllihulions [SFA FM5] - 235M 092000, GA Institution Hame 235
Action  Edit Query Go Folder Special Help

Invoice Total 2,153,030.80
Distribution Total 2,153,030.80
= ¥
Murm  Type Amount Tax Name GL Date Account
=S Item 3,399,350.75 26-0CT-2000 |I]23I])(I]1.B.I]1.21BI]I]1.ENNG]I]
2 Item 34,504.22 26-0CT-2000 |I]23I])(I]1.B.I]1.21BI]I]1.ENNG]I]
3 Item 221,920.68 26-0CT-2000 |I]23I])(I]1.B.I]1.21BI]I]1.ENNG]I]
4 Item 14,817.20 26-0CT-2000 |I]23I])(I]1.B.I]1.21BI]I]1.ENNG]I]
] Item 461,113.21 26-0CT-2000 |I]23I])(I]1.B.I]1.21BI]I]1.ENNG]I]
<6 Item 43.94 26-0CT-2000 |I]23I])(I]1.B.I]1.21BI]I]1.ENNG]I]
1 | i
Account Description FEELP Loans-Lig.CATEGORY B.Year 2001.Loan Guarantee .PROGRAM ANALYS
Status Newver Approved PO Nurnber
Posted No
| Prorate... 1 | | Reverse 1 | | Wiews PO | | Lalculate Tax |

3. Click the X button to close the “Distributions (SFA-FMS) -# GA
name window. The “Invoices (SFA FMS) - # window appears.

[ Invoices (SFA FMS) M=
Action  Edit Query Go Folder Special Help
Batch Contral Total
Actual Total
= 5
Type Supplier Supplier Num  Site Irvoice Date Invaice Mum  Invoice Curr Invoice Amaol
=1 ||Credit Me||GA Instituti{ (100073 GA-SHOHR|19-0CT-2000 235M082000 ||USD <215,263.5
Standard | |GA Instituti{|100073 GA-SHOR|[25-0CT-2000 235M092000 ||USD 2,153,030,
Standard | |GA Instituti{|100073 GA-SHOHR|19-0CT-2000 235M072000 ||USD 2,214,731,
Standard | |GA Instituti{|100073 GA-SHOHR|[24-0CT-2000 235LPIF 0930, |USD 3,769,838,
[ 2+
t Paid
Holds 1] DistributionTatal <215,263.53>
usp
Status Newver Approved Posted No
Desc  GA 235 Monthly Financial Report. Month: 8 Fiscal Year: 2000
Actions... 1 Holds | Payments | Match |
Scheduled Payments | Overview | | Distributions |

4. Click the Over viewbutton to view an overview of theinvoice. The
“Invoice Overview (SFA FMS)” window appears with summary
information about the invoice supplier, status, holds, payment
schedule, and actual payments.
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[ Invoice Dverview [SFA FMS) [_ O[]

Action Edit Guery Go Help
Supplier [GA Institution Name 235 Site GA-SHORT-235
Supplier Murm 100073 Taxpayer ID 233
Invoice Mum  233MOG2000 Batch Mame FFEL235M082000
Type Credit Memo Currency USD
Date 19-OCT-2000 Arrnount =215,263.53>
“oucher Unpaid Amaount <215,263.53>
PO Mumber Unapplied Armount
Description  GA 235 Monthly Financial Report. Mo Settlement Date

- Invoice Status Active Hold Reason

Paid Mo
Posted HNo |
Status Never Approved -
....... Scheduled Pay +
Curr Arnount Remaining Due Date Held Paid By Paid On
~  [(USD «215,263.53> <215,263.53> 09-NOV-2000 [
-
= [
Hayment Ovenview ‘ Wiew PO ‘ Supplier ‘ | Invoices |

5. Click the X button to close the “Invoice Overview (SFA FMS)”
window”. The “Invoices (SFA FMYS) - # window appears.

[ Invoices (SFA FMS) M=
Action  Edit Query Go Folder Special Help
Batch Contral Total
Actual Total
= -
Type Supplier Supplier Num  Site Irvoice Date Invaice Mum  Invoice Curr Invoice Amaol
= I llcredjt Me|[GA Instituti{[100073 GA-SHOHR|19-0CT-2000 235M082000 ||USD <215,263.5
Standard | |GA Instituti{|100073 GA-SHOR|[25-0CT-2000 235M092000 ||USD 2,153,030,
Standard | |GA Instituti{|100073 GA-SHOHR|19-0CT-2000 235M072000 ||USD 2,214,731,
Standard | |GA Instituti{|100073 GA-SHOHR|[24-0CT-2000 235LPIF 0930 (USD 3,769,838,
[ 2+
t Paid
Holds 1] DistributionTatal <215,263.53>
usp
Status Newver Approved Posted No
Desc  GA 235 Monthly Financial Report. Month: 8 Fiscal Year: 2000
Actions... 1 Holds | Payments | Match |
Scheduled Payments | Overview | | Distributions |

6. Click the Scheduled Payments button to see the payment due date
and payment method. The “Schedule Payments (SFA-FMS) - #, GA
name” window appears.
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Egaﬁcheduled Payments [SFA FM5] - 235M082000. GA Institution Name 235 =i B3

Action Edit GQuery Go Special Help

Payment Currency  USD Irvaice Amaourt <215,263.53>
Amount Paid 0.00 Gross Amount Total «215,263.53>
........ Scheduled Pay t v
Hold Payrment Priarity B i | |
Dus Date Grogs Amount Method Date Amount [ ]
= Drgﬁus.novzuuu <215,263.53>| 99(Electronic

Amaunt Remaining <215,263.53>

Discount Amount Remaining 0.00

Holds ‘ Payments | Split Schedule | Pay... 1 |

7. Click the X button to close the “ Schedule Payments (SFA FMS) - #,
GA Name” window. The “Invoices (SFA FMS) - #” window appears.

Place a Hold on an Invoice

&3 Invoices [SFA FMS) =10
Action  Edit Query Go Folder Special Help
Batch Contral Total
Actual Total
= -
Type Supplier Supplier Mum  Site Irwoice Date Invoice Mum  Invoice Curr Irwoice Arma
=1 [|Credit Me||GA Instituti||100073 GA-SHOHR|19-0CT-2000 235M082000 ||USD «<215,263.5
Standard | |GA Instituti{|100073 GA-SHOR|[25-0CT-2000 235M092000 ||USD 2,153,030,
Standard | |GA Instituti{|100073 GA-SHOHR|19-0CT-2000 235M072000 ||USD 2,214,731,
Standard | |GA Instituti{|100073 GA-SHOHR|[24-0CT-2000 235LPIF 0930, |USD 3,769,838,
A | ol
t Paid
Holds 1] DistributionTatal <215,263.53>
usp
Status Newver Approved Posted No
Desc  GA 235 Monthly Financial Report. Month: 8 Fiscal Year: 2000
Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments | Overview | | Distributions |
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8. Click the row of the invoice that you need to place on hold. The blue
box at the front of the row will indicate that that invoices has been
9. Click on Holds on the “Invoices (SFA FMS) - #’ window. The
“Invoice Holds (SFA FMS) - #’ window appears.
10. Click the List of Valuesicon to on the Toolbar to view the complete
list of hold names and hold reasons. The “Holds’ window appears.
B Holds |
Find|% |
l iHu:uId Feason :.J

Sum of invoice and exchange rate variances exceeds limit
Invoice tax name does not match the natural account tax name
PO has not been approved

Invoice price exceeds purchase order price

cigantity billed excerds guantity ordered

Cilantity billed exceeds guantity received

ziuantity billed exceeds guantity accepted

Feceiving Exception

Hold all future payments for vendor

Invaice tax amount does nat fall within ranoge

Invoice tax code different from PO tax code

Imvoice tax amount is not equal to the calculated tax amount

Can't petform autamatic withhalding tax =

Kl | )
Find e Cancel

11. Usethescroll bar to view more information about the types of holds

12.

and reasons why a hold can be placed on an invoice.

Click the Hold Reason to identify the type of hold to be placed on the
invoice and click OK. The “Invoice Holds (SFA FMS) - #* window
appears with the hold identified.
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E%'Invoice Holds [SFA FMS] - 235M082000, GA Institution Name 235
Action  Edit Query Go Special Help

Hold Narne Hold Reason Release Mame Release Reason [ ]
= Supplier Hold all future payments for|

Current Release
Date

— Purchase Order - - Current Hold

MNumber Date  25-0CT-2000
Line By By
Ship Ta
Wiew PO | | Release... 1

Scheduled Payments

13. Click the X button to close the “Invoices Holds (SFA FMS) --#
window. The “Invoices (SFA FMS)” window appears with the
Status field updated to Needs Reapproval.

[E5 Invoices [SFA FMS) [_ O] x]
Action  Edit Query Go Folder Special Help
Batch Control Total
Actual Total
=] )
Type Supplier Supplier Num  Site Irvoice Date Invaice Mum  Invoice Curr Invoice Amaol
= Credﬁt Me||GA Institutiy 100073 GA-SHOHR|19-0CT-2000 235M082000 ||USD «<215,263.5
Standard ||GA Instituti{|100073 GA-SHOH|[25-0CT-2000 235M092000 |(USD 2,153,030,
Standard | |GA Instituti{|100073 GA-SHOHR|19-0CT-2000 235M072000 |(USD 2,214,731,
Standard | |GA Instituti{|100073 GA-SHOHR|[24-0CT-2000 235LPIF 0930 (USD 3,769,838,
[ 2+
t Paid
0.00 Halds 1 DistributionTatal <215,263.53>
uso Status Meeds Reapproval Posted Mo
Desc  GA 235 Monthly Financial Report. Month: 8 Fiscal Year: 2000
Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments ‘ Overview ‘ | Distributions |

14. Click the X button to close the “Invoices (SFA FMS) --#’ window.
The “Navigator — SFA FFELGA Payables’ window appears.

End of activity.
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Place an Invoice
on Hold-SFA FFEL
GA Payables

Place an Invoice
on Hold-SFA FFEL
GA Payables

Double-click row of
invoice that you
need to review. blue
box at front of row
will indicate that
invoice has been
selected -OR- (1)
Click row of invoice
that you need to
review & click
Distributions

button.

“Distributions (SFA
FMS) - # name”
window appears. This
window shows amount
& account mapping
for each of lines
MR-1 through MR-16
of GA Form 2000
Monthly report. (2)
Click X button to
close “Distributions
(SFA-FMS) -# GA name
window. “Invoices
(SFA FMS) - #
window appears. (3)
Click Overview
button to view an
overview of invoice.
“Invoice Overview
(SFA FMS)” window
appears with summary
info about invoice
supplier, status,
holds, payment
schedule, & actual
payments. (4)

Click X button to
close “Invoice
Overview (SFA FMS)”
window”. “Invoices
(SFA FMS) - #
window appears. (5)
Click Scheduled
Payments button to
see payment due date
& payment method.
“Schedule Payments
(SFA-FMS) - #, GA
name” window
appears. (6)

Click X button to
close “Schedule
Payments (SFA FMS) -
#, GA Name” window.
“Invoices (SFA FMS)
- #” window appears.
(M

Click row of invoice
that you need to
place on hold. blue
box at front of row
will indicate that

that invoices has
been selected. (8)

Click on Holds on
“Invoices (SFA FMS)
- #” window.

“Invoice Holds (SFA
FMS) - #” window
appears. (9)

Click List of Values
icon to on Toolbar

to view complete

list of hold names &
hold reasons.
“Holds” window
appears. (10)

Use scroll bar to
view more info about
types of holds &
reasons why a hold
can be placed on an
invoice. (11)

Click Hold Reason to
identify type of

hold to be placed on
invoice & click OK.
“Invoice Holds (SFA
FMS) - #” window
appears with hold
identified. (12)

Click X button to
close “Invoices
Holds (SFA FMS) --#"
window. “Invoices
(SFA FMS)” window
appears with Status
field updated to
Needs Reapproval.
(13)

Click X button to
close “Invoices (SFA
FMS) --#" window.
“Navigator — SFA
FFELGA Payables”
window appears. (14)

—
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