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Direct Pay Invoices

Used for all supply and registration purchases under $1500 that is not posted to the p-card
1. Access form FAAINVE.
2. Type NEXT in Document .
3. Tab to Vendor.  Click on the drop down arrow and select Entity Name/ID Search.

4. Press F8 to query a list of all vendors.


5. Double click the vendor and select the next block icon.

6. Tab to Payment Due, enter “T” (will default to current date).

7.  Tab to Bank and enter “1”. 

8. Tab to Vendor Invoice and type in the vendor invoice #.  (if one is not available type brief description of what you are getting. For example: SUPPLY REIMB, 030210 DUES 030210 FOOD, ETC.) If paying employee registration fees use the employee’s TA number as invoice number.
9. Tab through the remaining 3 fields and select the next block icon.
10. Tab to second Commodity block and type in a description of what you are buying.

11. Tab to Tax Group.  Select ST if sales tax is on the invoice, UT if no sales tax on invoice but it is a taxable item, NT if it is not a taxable item.
12. Tab to Approved and enter the amount of the invoice less the tax amount.
13. Tab through the discount and additional amount fields entering dollar amounts as necessary.  

14. The net amount field should automatically populate.  Tab through     

The reminder of the screen and select the Next block icon.
15. Tab to Index and enter the appropriate index number then tab 

 to Account and enter an account code.  
16. Tab to Accounting and enter the invoice amount and select the next block icon.
17. If all amounts are equal, click the completed icon.  If amounts are not equal or if you get an error message 
go back through the previous blocks to check for errors.

