What to do if you’re unable to Goods Receive your order

You may go to Goods Receive a pending invoice and find that you cannot access the Qty
received field. It is usually white, but you’ll find that it is blue and you can’t type anything in.
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There are several reasons why this may be happening, but the most important reason, and
one you should always rule out first, is that the invoice has already been goods receipted,
matched and paid, and this is a duplicate invoice asking to be Goods Received and paid

again.
This handout covers you how you can check the invoices that have been matched to your

order and rule out the possibility of duplicate payments. It will also explain other reasons
why you may not be able to Goods Receive, and what to do about it.

1. Check invoices matched against your order

You should already be in the Goods Receipt screen, but if not, this is where you will find it —
Procurement/Purchase Orders/Goods Receipt.
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The Order Info window will open:

Order info Ed
Qrderinfo
Ordetho 022172
SupplietrID 5501
Amounts
Gross order amount 3,157.90 Tatal discount 0.00
et order amaunt 3,157.90 Registered invaices 1,088.71
Amount delivered 3,157.90 T invoice 2,089.19
Returned 0,00 Posted 1,068.71
Cuantity
Yaolume 0.00 Weight 0.00
Details
Paos Product Description Unit Order gty Order price Order amt. Status
1 552 Other Foreign Travel UM 1.00 3,157.90 3,157.90 F

Invaice history

Invaice histary Transho InvaiceMo T = Petiod Account Cat1l Cat 2 Trans.date Curt. amount
Posted 20184216 B194772/002 QP 201201 KOl 0135 R20701 16/07/2012 -1,0658.71
Registered 20184217 B196517/002 PU N 201201 KOl 0135 R20701 06/08{2012 -1,0858.71
kd Close

The window displays a summary of the purchase order quantities and amounts, current
status, and any invoices that have been matched to the order. Look at the Invoice history
and the transaction numbers. In this example there are two invoices registered against this
purchase order, one posted (paid) and one registered (the pending invoice).

Details
Pos Product Description Lnit Order gby Order price Order amk. Skatus
1 552 Cther Foreign Travel L 1.00 3,157.90 3,157.90 F

Invoice history

Invoice history TransMo InvoiceMo T 3 Period Account Cat 1 Cat 2 Trans.date Curr, amounk
Posted 20184216 B194772/002 OF 201201 k01 0135 Rz0701 16072012 -1,068.71
Registered 20184217 [B196517/002 FU N 201201 KOl 0135 R20701 06082012 -1,088.71

In this example we can see right away that there are two invoices, and an order quantity of
only 1. This means that although a second invoice has been matched to the order, it cannot
be processed as there are no more quantities to ‘receive’.

If you have raised an amount based order (where you receive by value (£) rather than quantity)
then you need to compare the Order amt. information with the Curr. amount information. The
combined invoice value may have ‘used up’ the original order value.

Looking at the invoice amounts (£) as well as your knowledge of the order will help you
decide whether a duplicate invoice has been presented. To confirm this, you must check the
individual invoice scans.



3. Rule out duplicate invoices

Open report TL40 - Find a Transaction.

(Go to Reports/Financial Reports/Finance Reports/Transaction Reports)
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Transaction listing
Transaction number #*

Description Arnount TC  TT | Accounk Cat i Catz
20184216 0 Cther Foreign Travel, 1,068.71 'FZ OP 552 0135 RzO701 M
20184216 1 O'ther_lfg_r_eign'Trax_fe'l, -1,068.71 0 QP kOl 0135 R20701

Transaction details

Company (5]
Prifysgal Bangar University
Invoiceho B194772/002
APIAR, ID 23801
"Crasta Word Travel Ld' Morthenden
APJAR Type P
Fiscal vear 2012
Period 201201
Transaction date  16/07/201Z2
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Compare the various invoices to ascertain whether a duplicate invoice has been presented.



4. What action to take

If a duplicate invoice HAS been matched to your order
Email payments@bangor.ac.uk. Quote the transaction number of the duplicate AND the
original invoice it refers to, and ask for the duplicate to be removed from the system. Give

as much information as you can.

If the invoice pending is NOT a duplicate

Email payments@bangor.ac.uk or agressohelpdesk@bangor.ac.uk. Quote your purchase
order number, the fact that you cannot Goods Receive the pending invoice, and confirm that
you have completed a duplicate check. Give as much information as you can.

The Payments Team/Helpdesk will then investigate further.

* If yourissue is due to a mismatch of previous invoice(s) (e.g. you raise a PO for 4
items; the first invoice is registered incorrectly to items 1 & 2, and the second invoice
is registered CORRECTLY against items 1 & 2, causing a conflict) then the Payments
Team will adjust the registration of the pending invoice so the invoice can be
processed and paid.

e Ifyourissue is due to the setup of the original purchase order (e.g. you raised an
order with a quantity of one then received 2 invoices) you'll be required to raise a
new purchase order and email the new number to the Payments Team; they will
then match the pending invoice to your new PO.



