Release a Hold

Scope

This section describes how to use SFA FMS to release a hold on an
invoice.

System References
N/A

Policy

N/A

Responsibility

SFA FFEL GA Payables
Distribution

N/A

Ownership

N/A

Activity Preface

This activity is performed whenever the SFA FFEL GA Payables needsto
release a hold on an invoice.

This procedure continues from:

System Holds [ PROGO011]
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Release a Hold-SFA FFEL GA Payables

Who: SFA FFELGA Payables responsibility

Frequency. AsNeeded

Situation: Once the reason for the hold has been resolved, the SFA FFELGA Payables
can release the hold and approve the invoice for payment.

E%Na\rigatur - 5FA FFELGA Payables =100

Action  Enit Query o Folder Special Help

Functions

Invoices:Entry:Invoices

Maintain Invoices

- Invoices
- Entry
Invoice Batches
Invoices
Expense Reports
Recurring Invoices

Open Interface Invoices
+ Inguiry
Accrual Write-Off
Suppliers View
+ Other

Add Hemove

Close Other Forms

1. Double-click Invoices, the Invoices submenu appears.
2. Double-click Entry. The Entry submenu appears.
3. Click Invoices.

4. Click the Open button. The “Find Invoices’ window appears. Search
to find the invoices that you need to review and approve.
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[ Find Invoices =l B3
Action  Edit Query Go Special Help
-5 li
e MName |GA Institution Name 235 | Number (100073
Site | Taxpayer ID |235
PO Mum | |F'O Shiprment: |v|
- Invoice
Number | | Terms: =
Type | |v| Pay Group: -
Amounts | | | Irvoice Batch
Dates | | | Currency :l
- Invoice Status - Holds i
Paid - Status -
FPosted - MNarme |
Status Reason
- Voucher Audit - Invoice Templat
Category MNumber
Mame Period Type
MNurbers | - | |
Calculate Balance Owed... ‘ Clear ‘ M ‘ Find |

Tab to the field in which you would like to search for and type the
information that you would like to find.

6. Click Find. The“Invoices (SFA FMS) ” window appears with the
invoices that match your search listed.

[28 Invoices [SFA FMS) =T

Action  Edit Query Go Folder Special Help

Biatch Contral Total
Actual Total

= -

Type Supplier Supplier Num  Site Irvoice Date Invaice Mum  Invoice Curr Invoice Amaol
= l|Credit Me{|GA Instituti{|100073 GA-SHOR[19-0CT-2000 235M082000 |(USD «<215,263.5
o et 2+

....... A t Paid E
0.00 Holds 1 DistributionTotal <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 |

7. Click the Actions button. The “Invoice Actions’ window appears.
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T ] z =
E“E’i Invoice Actions

¥ Approve
[ Approve Related Invoices
[ Cancel Invoices
[ Apply/Unapply Prepayment. .
[ Pay in Full..
¥ Release Halds
Hald Name [All |

Release Mame [Holds Quick Released |

Release Feason |Hu|ds Approved |
[ Print Matice

Printer | |

Sender Mame | |

Sender Title | |

Cancel ‘ oK

8. Click the Approve check box and the Release Holds checkbox.

9. Tab tothe Release Name field and type Holds Quick Released. The
Release Name field is popul ated.

10. Tabto the Release Reason fidld. The Release Reason fidd is
popul ated.

11. Click the OK button. A “Note” window will appear to indicate
whether any holds were either placed or released from the invoice.
Since the invoice had 1 hold before the approval, the message “Holds
placed: 0 Holds released: 1” indicates that the invoice was approved.

Egﬁhlute

APP-10302: Holds placed: 0

% Holds released: 1
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12. Click OK on the “Note” window to continue. The “Invoices (SFA
FMYS) - #” window appears with the Status field updated to
Approved.

&3 Invoices [SFA FMS) =101 ]
Action  Edit Query Go Folder Special Help
Batch Contral Total
Actual Total
=l L
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
e | |
....... A, t Paid i
0.00 Holds 1] DistributionTatal <215,263.53>
usp
Status Approved Posted No
Desc  GA 235 Monthly Financial Report. Month: 8 Fiscal Year: 2000
Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments | Overview | | Distributions |

13. Verify that the Status field has been updated to Approved.

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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