System Holds

Scope

This section describes how to use SFA FMS to place a hold on an invoice.
System References
N/A

Policy

N/A

Responsibility

N/A

Owner ship

N/A

Activity Preface

This activity is performed whenever SFA FM S needs to place ahold on an
invoice.

This procedure continues from:

Create and Approve Miscellaneous GA Invoices [ PROG0012]

System Holds-SFA FFEL GA Payables Super User

Who: SFA FMS

Frequency. AsNeeded

Situation: When the SFA Financial Manager approves and invoice for payment, the
SFA FM S performs funds checking. If there are not adequate funds to pay the invoice,
SFA FMSwill place ahold on theinvoice. Thishold cannot be released until there are
adequate funds to pay the invoice. Once the funds are replenished, the invoice needs to
be reapproved in order to release the system hold.
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Place a System Hold
E%Na\rigatur - 5FA FFELGA Payables

Action  Editt Guery Gor 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”.
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E;’i Find Invoices

I =] E3

Action  Edit Query Go Folder Special Help
-5 pE 1
MName | | MNumber
Site | Taxpayer ID
PO Mum | |F'O Shiprment: |v|
- Invoice
Number | | Terms: =
Type | |v| Pay Group: -
Amounts | | | Irvoice Batch
Dates | | | Currency :l
- Invoice Status - Holds
Paid - Status -
FPosted - MNarme
Status - Reason
- Woucher Audit - Invoice T
Category MNumber
Mame Period Type
Mumbers | - | |
Calculate Balance Owed... Clear ‘ New: ‘ Find |

information that you would like to find.

invoices that match your search listed.

Tab to the field in which you would like to search for and typethe

Click Find. The “Invoices (SFA FMS)” window appears with the

Once the invoice has been reviewed and determined payable, from the

“Invoices (SFA FMS) window, click the row of the invoice that you
need to approve. The blue box at the front of the row will indicate
that that invoice has been selected.

Click the Actions button. The “I nvoice Actions” window appears.

System Holds

Effective 06/12/01
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Sl S -
Eg,j Invoice Actions

[ Approve Related Invaices
[ Cancel Invoices
[ Apply/Unapply Prepayment..
[ Pay in Full..
[ Release Haolds
Hold Mame | |

Felease Mame | |

Felease Reason | |

[ Print Matice

Printer | |

Sender Mame | |
Sender Title | |

Cancel ‘ oK

9. Click the Approve check box and click the OK button. The SFA
FMS system will automatically conduct funds checking at this time.
A “Note” window will appear to indicate whether any holds were
either placed or released from the invoice. Therefore, if the invoice
had no holds before the approval, the message “Holds placed: 1.
Holds released: 0" indicates that SFA FMS placed a system hold on
the invoice.

Eéf’,g'ﬂute

i APP-1030Z: Holds placed: 1
Holds released: 0

10. Click the OK button on the “Note” window to continue. The
“Invoices (SFA FMS) - #” window appears.
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[ Invoices [SFA FMS) [_ O[]
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
=1 ||Credit Me{|GA Instituti{|100073 GA-SHOR|[19-0CT-2000 235M082000 |(USD «<215,263.5
Standard ||GA Institutiy 100073 GA-SHOR[26-0CT-2000 235M092000 |(USD 2,153,030.
Standard ||GA Institutiy 100073 GA-SHOR|[19-0CT-2000 235MO72000 (|USD 2,214,731,
Standard ||GA Institutiy 100073 GA-SHOR(24-0CT-2000 235LPIF 0930 (USD 3,769,838,
o et 2+
A t Paid R
0.00 Holds 1 DistributionTatal 2,214,731.97
uso Status Meeds Reapproval Posted Mo
Desc  GA 235 Monthly Financial Report. Month: 7 Fiscal Year: 2000
Actions... 1 Holds ‘ Payments ‘ Match ‘
Scheduled Payments ‘ Overview ‘ | Distributions |

11. Verify that the Status field has been updated to Needs Reapproval.

12. Click on Holds on the “Invoices (SFA FMS) - # window. The
“Invoice Holds (SFA FMS) - #” window appears.

Egalnvoice Holds [SFA FMS] - 235M072000, GA Institution Name 235
Action  Edit Query Go Folder Special Help

Hold Narne Hold Reason Release Mame Release Reason [ ]
=1 [Can’t Funds Check Funds checking could noth

Current Hold —— ~ Current Release

— Purchase Order

MNumber Date 26-0CT-2000 Date
Line By System By
Ship To
Scheduled Payments | Wiew B | | Release... 1 |

13. Click the X button to close the “Invoices Holds (SFA FMS) --#
window. The “Invoices (SFA FMS)” window appears.

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

Release a System Hold
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E%_?,Navigatur - 5FA FFELGA Payables
Action  Edit Coery Go Bolder 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 Hemopwe

Close Other Forms

15. Double-click Invoices. The Invoices submenu appears.
16. Double-click Entry. The Entry submenu appears.
17. Click Invoices.

18. Click the Open button. The “Find Invoice” window appears. Search
to find the invoices that you need to review and approve.
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E;’i Find Invoices

I =] E3

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
Paid - Status -
FPosted - MNarme
Status : Reason
- Voucher Audit - Invoice Templat
Category MNumber
Mame Period Type
MNurbers | - | |
Calculate Balance Owed... ‘ Clear ‘ New: ‘ Find |

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

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

nvoices [SFA FM5] M= B
Action  Edit Query Go Folder Special Help
Batch Contral Total
Actual Total
=l L
Type Supplier Supplier Num  Site Irvoice Date Invaice Mum  Invoice Curr Invoice Amaol
= l|Standard |[GA Instituti{|100073 GA-SHOHR|19-0CT-2000 235M072000 ||USD 2,214,731,
[ 2+
t Paid
Holds 1 DistributionTatal 2,214,731.97
uso Status Meeds Reapproval Posted Mo
Desc  GA 235 Monthly Financial Report. Month: 7 Fiscal Year: 2000
Actions... 1 Holds | Payments | |
Scheduled Payments | Overview | | Distributions |
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21. Click the row of the invoice that you need to approve. The blue box
at the front of the row will indicate that the invoice has been salected.

22. Click the Actions button. The “Invoice Actions’ window appears.

ol o -
Eg,g Invoice Actions

[ Approve
I Approve Related Invaices
[ Cancel Invoices
I Apply/Unapply Prepayment...
[ Pay in Full..
I Release Holds

Hold Name H

Release Mame ]

Felease Reason 1

[ Print Matice

Frinter 1
Sender Mame 1
sender Title 1

Cancel ‘ 0K

23. Click the Approve check box and 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 statement “Holds Placed: 0. Holds Released: 1”
indicates that the invoice was approved.

Eﬁf’,ﬂ'ﬂute

APP-1030%: Holds placed: 0

L Holds released: 1
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24. Click OK. The “Invoices (SFA FMS) - # window appears with the
Status field updated to Approved.

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

Actual Total
= x
Type Supplier Supplier Num  Site Irvoice Date Invaice Mum  Invoice Curr Invoice Amaol
=1 [IStandard ||GA Instituti)|100073 GA-SHOR[19-0CT-2000 235M072000 |(USD 2,214,731,
[ 2+
....... A t Paid Ty
0.0 Holds 1] DistributionTatal 2,214,731.97
usD
Status Approved Posted No
Desc  GA 235 Monthly Financial Report. Month: 7 Fiscal Year: 2000

Actions... 1 Holds | Payments | Match |
Scheduled Payments | Overview | | Distributions |

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

End of activity.
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System Holds-SFA
FFEL GA Payables
SuperUser

— Double-click
Invoices. Invoices
submenu appears. (1)

— Double-click Entry.
Entry submenu
appears. (2)

— Click Invoices. (3)

— Click Open button.
“Find". (4)

— Tab to field in
which you would like
to search for & type
info that you would
like to find. (5)

— Click Find.

“Invoices (SFA FMS)”
window appears with
invoices that match
your search listed.

(6)

— Once invoice has
been reviewed &
determined payable,
from “Invoices (SFA
FMS) window, click
row of invoice that
you need to approve.
blue box at front of
row will indicate
that that invoice
has been selected.
(M

— Click Actions
button. “Invoice
Actions” window
appears. (8)

— Click Approve check
box & click OK
button. SFA FMS
system will
automatically
conduct funds
checking at this
time. A “Note”
window will appear
to indicate whether
any holds were
either placed or
released from
invoice. Therefore,
if invoice had no
holds before
approval, message
“Holds placed: 1.
Holds released: 0”
indicates that SFA
FMS placed a system
hold on invoice. (9)

— Click OK button on
“Note” window to
continue. “Invoices
(SFA FMS) - #
window appears. (10)

— Verify that Status
field has been
updated to Needs
Reapproval. (11)

—

System Holds-SFA
FFEL GA Payables
SuperUser

—

I

— Click on Holds on

“Invoices (SFA FMS)
- #” window.

“Invoice Holds (SFA
FMS) - #” window
appears. (12)

Click X button to
close “Invoices
Holds (SFA FMS) --#”
window. “Invoices
(SFA FMS)” window
appears. (13)

Click X button to
close “Invoices (SFA
FMS) --#" window.
“Navigator — SFA
FFELGA Payables”
window appears. (14)
Double-click
Invoices. Invoices
submenu appears.
(15)

Double-click Entry.
Entry submenu
appears. (16)

Click Invoices. (17)
Click Open button.
“Find Invoice”
window appears.
Search to find
invoices that you
need to review &
approve. (18)

Tab to field in

which you would like
to search for & type
info that you would
like to find. (19)
Click Find.

“Invoices (SFA FMS)
" window appears
with invoices that
match your search
listed. (20)

Click row of invoice
that you need to
approve. blue box at
front of row will
indicate that

invoice has been
selected. (21)

Click Actions

button. “Invoice
Actions” window
appears. (22)

Click Approve check
box & OK button. A
“Note” window will
appear to indicate
whether any holds
were either placed
or released from
invoice. Since
invoice had 1 hold
before approval,
statement “Holds
Placed: 0. Holds
Released: 1"
indicates that
invoice was
approved. (23)

System Holds-SFA
FFEL GA Payables
SuperUser

— Click OK. “Invoices

(SFA FMS) - #”
window appears with
Status field updated
to Approved. (24)

— Click X button to

close “Invoices (SFA
FMS) - #’ window.
“Navigator — SFA
FFELGA Payables”
window appears. (25)

@

I
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