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Consultant Invoices TDOT- HQ Construction

PREFACE

This document was created to provide guidance to TDOT
Construction personnel using Edison in relation to consultant
invoices. It provides basic how-to steps to various tasks involving
receipts, purchase orders, and vouchers. The methods shown are
merely basic functions for achieving particular tasks; therefore

task may be accomplished by methods not mentioned.

Should any questions or comments arise, please send them to

Const.Invoices@tn.gov .
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RECEIPTS

Consultant Invoices TDOT- HQ Construction

CREATING A RECEIPT

ok wWNERE

MAIN MENU > FSCM > PURCHASING > RECEIPTS > ADD/UPDATE RECEIPTS > Add a New Value

On the left hand side of the Edison Home screen, click the Main Menu link.
Click the FSCM folder.
Click on the Purchasing folder.
Click on the Receipts folder.
Click on the 1% option, Add/Update Receipts.
Change the Business Unit: to 40300.

Note: Use 40300 for any receipts associated to Consultant Services like CEl or EPSC.

Add

Click *

Select Purchase Order

Search Criteria

PO Unit: 40300 @, Days +/- Today: 30
ID: | @, startDate: 06/0212015 )
Line / Schedule: | I End Date: 08/01/2015 Bl
Release: Vendor Hame: @, vendor Laoku
Item 1D: @, Vendor ltem ID: @,
Ship To: @, Manufacturer ID: | @,
Ship Via: @, Manufacturer's ltem ID: | @,
Retrieve Open PO Schedules
g Receipt Qty Options
Searm =1 =Y P
’ () No Order Qty () Ordered Qty @ PO Remaining Qty

10.
11.

12,

13.

14.
15.

Enter the desired Purchase Order ID:. To learn more about ID:’s, please refer to the PO ID/NUMBERS section.
Click .. Click on the Purchase Order.

Click Seah | The Retrieved Rows should appear.
Choose =ZelectAll to select all of the available rows for the Purchase Order, or select individual lines if desired.
Click O]

o The screen will refresh showing the available Receipt Lines. The Price will default to the amount

remaining on the Purchase order.
i. If the amount of the invoice is greater than the amount remaining on the Purchase Order, send
an email explaining the situation to Const.Invoices@tn.gov.

Change the amount/s to total the respective amounts for each project number due on the invoice.

e If you are unsure which Lines to use, see RECEIPT LINES/Project #s later in this chapter.

Click [l Save |

A prompt will appear with the Receipt #. Be sure to make note of the # before closing the prompt.
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16. Example

i. A CEl has submitted an invoice for $73,954.28.

Consultant Invoices

24469-3105-44 ?9469-‘.’;1 08-44

TDOT- HQ Construction

Expense Category Project: Totals
Direct Labor (DL) Total $12,950.97| $ 8,633.98 | $ § = | % 21,5684.95
Home:  Per Schedule No, $4,285.77 $2,857.18 % 7.142.95
L Field: PerSchedule No. | $8,885.20 $5,776.80 _ § 14,442.00
Overhead Total Federal State $ 17681.15 | § 11,787.43 | $ 3 - 3 . $ 29,468.58
Home (l.a. x OH rate) 145.67% 142.72% 3 6,243.08 | $ 416205 | % $ - $ - $ 10,405.14
Field (I.b. x OH rate) 132.00% 140.67% 3 11,438.06 | § 7,625.38 | % $ x 5 $ 19,063.44
NetFee (DLx235x _ 12.0% )or* $ 365217 |$§ 243478 | § $ - |8 i 6,086.95
* fee balance if less than Not to Exceed $ 1,716,109.80 | $ 1,144,073.20
calculated Fee Previously Billed | $ 1,603,398.53 | $ 1,068,932.35
Direct Costs Per Schedule No. sl § 164584 | § 1,097.22 | § 2,743.06
Premium Labor Per Schedule/s No. __| § = 13 . $ -
Other Costs Per Schedule No. __| 8,442.44 | & 5,628.30 $ 14,070.74
(Extra Category) Per Schedule No. § -
Total =1L + 1L + 1l + IV. + V. + VL. + Vil.= $44,372.57 $ 29,581.71 § $ - § - $ 73,954.28

ii. The remaining balances on the Purchase Order are

Kore Detailz Links and Status

ftem / Mfg Data COptional Input

Source Information

=)

|Line Item Description Receipt Oty
1 F% 60% Proj. Mo. 24469-3105-44 1.0000
2 = 40% Proj. Mo. 79469-3108-44

Receipt Price

Ey [372240.96000

Accept Oty Status

1.0000 Open

1.0000 % 220110.63000 1.0000 Open

iii. The receipt must match the totals for each project exactly.
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Consultant Invoices TDOT- HQ Construction

LOCATING AN EXISTING RECEIPT USING RECEIPT NUMBER

u A WNBR

MAIN MENU > FSCM > PURCHASING > RECEIPTS > ADD/UPDATE RECEIPTS > Find an Existing Value
On the left hand side of the Edison Home screen, click the FSCM link.

Click on the Purchasing folder.

Click on the Receipts folder.

Click on the 1% option, Add/Update Receipts.

You may have noticed that up to this point it has been the same process as creating receipts. In order to locate an existing

Find an Existing Value
= £ tab.

Note: Make sure when any search is performed, that the Business Unit: is set as 40300. Use this value for any receipts
associated to Consultant Services like CEIl or EPSC.

receipt, click on the

e  Receipt Number: If you have the Receipt Number that was given when the receipt was created, enter this
into Receipt Number (as shown below). *Search criteria must be set as contains as shown below
highlighted in blue.

Find an Existing Value Add a Mew Value

Limitthe number of results to (up to 300): |300

Business Unit: = - [a0200 @
Receipt Number: |52?24—
Bill of Lading: begins with - |
PO Business Unit: begins with - | @,
ltem ID: begins with ~ | @,
PO Number: begins with | @,
Ship To Location:  begins with + | @,
Shipment Number: begins with v|
Vendor ID: begins with + | @,
Received Date: = - | ]
Receipt Status: = - -
User ID: begins with | @,
[ case Sensitive

Search Clear :Basic Search [g Save Search Criteria

Once you have entered the search information, Click|  searen

The Search Results will appear below S Under Receipt Number, in the Search Results, Click on the receipt

information you would like to view. Once you have selected the receipt, the screen will refresh, displaying that receipt.
Maintain Receipts

Receiving
Business Unit: 40300 Receipt Status: Fully Received x
Receipt 1D: 0000062724 Add Header Comments Activities

Header Details Document Status

Seledt Purchase Order | Close Short All Lines | Print Delivery Report | Run PO Receipt Accrual

customize | Find | view A1 B | # First B 42012 1 Last

Receipt Lines More Details Links and Status tem / Mfg Data Dpticnal Input Source Information

Line Item Description g:;:t?ilﬂ Receipt Price Acc;f: Status Category (;:10:: Serial ?I_?;E::: 2?::7‘3

1 B 60% Proj. No. 24469-3105-44 1.0000 B2 4437257000 1.0000 Received |925-44 (=} (=]} Device Track *®

2 L 40% Proj. Mo. 79469-3108-44 1.0000 B 2958171000 1.0000 Received  925-44 ] (=] Device Track b4
Interface Receipt ] Run Close Short Interface Asset Information

. Save | E{‘ Return to Search | .El MNotify | .S Refresh | EL Add | . Lipca:e-'iier,ia;-.
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Consultant Invoices TDOT- HQ Construction
LOCATING AN EXISTING RECEIPT USING PO NUMBER

On the left hand side of the Edison Home screen, click the FSCM link.
Click on the Purchasing folder.

Click on the Receipts folder.
Click on the 1% option, Add/Update Receipts.
You may have noticed that up to this point it has been the same process as creating receipts. In order to locate an existing

u A WN R

Find an Existing Yalue

receipt, click on the tab.
Note: Make sure when any search is performed, that the Business Unit: is set as 40300. Use this value for any receipts
associated to Consultant Services like CEIl or EPSC.

e PO Number: If you know the PO Number (Ex. CE1318 or CE131816A) for which the receipt was created,
enter this into PO Number (as shown below). *Search criteria may be set to contains if only a portion of
the PO Number is known.

Receiving

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Limit the number of results to (up to 300): (200

Business Unitt = ~ [40300 @,
Receipt Humber:  begins with v|
Bill of Lading: beqins with v|
PO Business Unit: begins with - | Q>
Item ID: begins with ~ | @,
PO Number: begins with - |CE‘1599 Q}
Ship To Location: beqgins with v| Cg
Shipment Number: beqgins with v|
Vendor ID: begins with ~ | @,
Received Date: = - E]
Receipt Status: = - -
User ID: begins with ~ | @,
[[] case sensitive

Search Clear :ElasicSearch [ Save Search Criteria

6. Once you have entered the search information, Click = S#arh

7. The Search Results will appear below ! e !. This method of searching will show all receipts created under the PO
information that was entered.
Search Results
View Al First [q] 1-290f28 3] Last
ot Namber  Ladma  bmit o MmO ie. Receipt Souce Locaon  fumber  VeMorl Vendormamet pieteed  CERR usern
40300 0000051793 |(blank) 40300 (blank)/CE1599 Y On-line 0000013203 |(blank) 0000076721 Allen & Hoshall Inc 05132014 Received johnk0701001
40300 0000051187 (blank) 40300 (blank)CE1599 Y On-line 0000013203 |(blank) 0000076721 Allen & Hoshall Inc 04/24/2014 Received |johnk0701001
40300 0000050534 (blank) 40300 (blank)CE1599 |Y On-line 0000013203 |(blank) 0000076721 Allen & Hoshall Inc 03/26/2014 Received | johnk0701001
40300 0000050533 |(blank) 40300 (blank)|CE1599 |y On-line 0000013203 |(blank) 0000076721 Allen & Hoshall Inc/03/26/2014 |Received | johnk0701001
40300 0000049890 (blank) 40300 (blank)CE1599 |Y On-line 0000013203 |(blank) 0000076721 Allen & Hoshall Inc 03/10/2014 Received |denns0122001
40300 0000047482 (blank) 40300 (blank)CE1599 Y On-line 0000013203 |(blank) 0000076721 Allen & Hoshall Inc 12/26/2013 Received |denns0122001
40300 0000047467 (blank) 40300 (blank)CE1599 |Y On-line 0000013203 |(blank) 0000076721 Allen & Hoshall Inc 12/26/2013 Received |denns0122001
40300 0000045681 |(blank) 40300 (blank)CE1599 Y On-line 0000013203 |(blank) 0000076721 Allen & Hoshall Inc 10/21/2013 Received |denns0122001
40300 0000044521 |(blank) 40300 (blank)CE1598 Y On-line 0000013203 |(blank) 0000076721 Allen & Hoshall Inc 09/11/2013 Received | denns0122001
40300 0000044511 (blank) 40300 (blank)CE1599 Y On-line 0000013203 |(blank) 0000076721 Allen & Hoshall Inc 09/11/2013 Received |denns0122001
40300 0000044118 (blank) 40300 (blank)CE1599 |Y On-line 0000013203 |(blank) 0000076721 Allen & Hoshall Inc 08/26/2013 Received |denns0122001
40300 0000042000 |(blank) 40300 (blank)|CE1598 |y Online 0000013203 |(blank) 0000076721 Allen & Hoshall Inc 06M7/2013 |Received | denns0122001
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Consultant Invoices TDOT- HQ Construction
8. Under Receipt Number, in the Search Results, Click on the receipt information you would like to view. Once you have
selected the receipt, the screen will refresh, showing that receipt.
**|f you are unsure of the Receipt Number that you are looking for, but you know the dollar amount, you can open any

of the receipts listed and toggle between them using 1 Simncvionenimt| or ] NextinList | . A second option is to click

(&t Retumto Search | 5 4 review each receipt through the Search Results.

Maintain Receipts

Receiving
Business Unit: 40300 Receipt Status: Fully Received 3¢
Receipt ID: 0000050534 Add Header Comments Activities
Header Details Document Status
Seledt Purchase Order | Close Short All Lines || Print Delivery Report || Run PO Receipt Accrual |

Receipt Lines Customize | Find | Vievs A1 |8 | 28 Fist £

{:oC Wil More Details || Links and Status | tem/MfgData || Optional lnput || Source Information | [F=2F

Line Item Description &e;’eim Receipt Price Amo':; Status Category i:’:: Serial ?_‘::c“’lf 1':_'?:_:":(&

1 B £0% Proj. Mo. 24469-3105-44 |1.0000 By 5492053000 1.0000 Received | 925-44 | Device Track

2 F% 40% Proj. Mo. 79469-3108-44 1.0000 E% 36619.69000 1.0000 Received  925-44 O Device Track
Interface Receipt Run Close Short Interface Asset Information

() save (G Returnto Search ) 1) Previous in List (4] Nextin List )/ =] Notify | &3 Refresh Eoaw (A
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Consultant Invoices TDOT- HQ Construction

UPDATING, OR DELETING AN EXISTING RECEIPT

1. Locate the existing receipt by using the Receipt Number or the PO Number.
2. Once you have opened the receipt, the screen should look similar to the one below.

Maintain Receipts

Receiving

Fully Received

Activities

40300 Receipt Status:

0000050534

Header Details

Business Unit:
Receipt ID: Add Header Comments

Document Status

| Close Short All Lines | | Print Delivery Report | |

Run PO Recsipt Accrual |

Select Purchase Order

Receipt Lines

Customize | Find | View 21 | B |

First Kl 12072 D

s o0l ) MoreDetals || Linksand Status | Mem/MfgData | Optionalinput || Source Information | |[E=EF
_ L Receipt _ _ Accept Cloze N Device Device
Line Itemn Description aty Receipt Price Status Category Short Serial Track Track
1 B 60% Proj. No. 24469-3105-44 | 1.0000 B 5492953000 1.0000 Received  925-44 " Device Track o
2 % 40% Proj. No. 79469-3108-44 1.0000 % 36619.69000 1.0000 Received  925-44 B Device Track @
Interface Receipt Run Close Short Interface Asset Information
5] save | [GF Returnto Search | [t Prmm_ist]hi_istD|E| Notity | | Refresh | [Beasa] [Eoupdstenis
A. Deleting — To delete or cancel a receipt, Click on X in the top right hand corner of the screen.
Device

B. Deleting Receipt lines— To delete or cancel a receipt line, Click on x to the right of the Track (ink. This

option allows you to cancel the receipt line without canceling the entire receipt.

C. Updating — When a receipt has been created but not yet paid, the Price or amount of each receipt line may be

adjusted. To determine if a receipt has been paid, look at the Price for each line.
e If the amount looks like the receipt shown above, it has been paid.
e If the amount is boxed in, it has not been paid. For example,

Business Unit: 40300 Receipt Status: Moved to
Destination
Receipt ID: 0000063948 Add Header Comments Activities
Header Details Document Status
» Header
Close Short All Lines | | Print Delivery Report |

Select Purchase Order |

Receipt Lines

@0 il ) More Details | Links and Status || tem/MfgData || Optionallnput || Source Information |

Line Item Description HEEE Receipt Price SRR Status Category
Qty Qty

1 F.% SR26 Dekalb Co, construction e 1.0000 ‘43817.94 1.0000 Received  925-44

Interface Receipt Run Close Short Interface Asset Inform

[5) save

Note: Once the Price has been adjusted, make sure you = =77
adjustment is made.

the receipt. You must save any time an
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Consultant Invoices

TDOT- HQ Construction
RECEIPT LINES/PROJECT #S

RECEIPT LINES CORRESPOND TO STATE PROJECT NUMBERS, so for every project billing to a Purchase Order, there will be a
Receipt Line. The Description may contain the project number. If not you will need to find the associated project number.

To determine the project that a Receipt Line represents, you must

Start a new receipt or locate an existing receipt using one of the previously mentioned methods.

Links and Stat
Ciick the S b,

2.
Selact Purchase Order | Close Short Al Lines || Print Delivery Report |
Receipt Lines
N More Details ~Tinks and Stalis~ tem/MfgData || Optionalinput || Source information |
. — Receipt . . Accept Ch
Line Iterm Description aty Receipt Price aty Status Category Sk
1 B 60% Proj. Mo. 24469-3105-44  1.0000 6y 5492953000 1.0000 Received  925-44
2 B 40% Proj. No. 79469-3108-44 |1.0000 By 36619.69000 1.0000 Received  925-44
Interface Receipt Run Close Short Interface Asset Informz
3. Click the distribution icon =¥,
Receipt Lines
" Receipt Lines || More Details | RSN ESEHEN © tem / Mfg Data || Optionalinput || Source Information |
- L Allocation Process Inspect Serial Serial Lot
L2 Az LEEETIITT Type Complete  Status Control Status Contr|
1 % Sﬂ%;’% 0N5[244 Prorate Q M Complete N Complete N
2 % ?S:%g.’% 0’%‘344 Prorate %‘; Q M Complete N Complete N
4. Click the  CharfFieid Information | 51
Receipt Distributions for Line 1
Business Unit: 40300 Status: Open
Receipt ID: NEXT [“] Amount Only
Receipt Line: 1 *Allocation Type: Prorate h
Line Quantity Received: 1.0000 Line Cost Received: 222276.85
Distribution Information customize | Find | view Al | B | 3 First Kl 42072 I Last
T AssetDetais  |CChartFieid information
Line Status  *Location %YMS“’ %’M""D "'e“"‘a“:i;‘: Me A':e' IN Unit  Attention To Consigned | Hon-Owned
1 0000012078 0.2000 0.2000 17782148 USD| 17782148 USD O O
5. Project Numbers for that particular Receipt Line are shown under Project.
Receipt Line: 1 *Allocation Type: Prarate v
Line Quantity Received: 1.0000 Line Cost Received: 22227585

Distribution Information

Customize | Find

( Details |( AssetDetais | e EG L et
. *GL en L E )
Line Status Unit Fund Dept it CF Prog User Code PC Bus Unit  Project
1 40100 21000 4036355000 70812002 24000 21L05E 40100 24469310544
2 40100 21000 4036355000 70812002 24000 21L05E 40100 24469310544

Note: These steps must be repeated for each Receipt Line to determine all project numbers.
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Consultant Invoices TDOT- HQ Construction

PURCHASE ORDERS

PO ID/NUMBERS

CE123456A

CE 123456 A

~*tr M1
(1) (2) (3)(4)

1. CE — Standard prefix for all CEl and EPSC Agreements.

2. Agreement Number- Four digit number found on invoice. May begin with E.

3. Work Order Number- Found on invoices for On-Call contracts, but not project

specific contracts. Single digit work order numbers will begin with 0 and may
begin with 00.

a. For example: 01, 02, 03

i. or:001,002,003
4. Suffix- Sometimes added to purchase orders by the finance department due
to addendums or other changes. * Try adding the “A” or “B” to the PO ID if
not found using the standard CE1234 or CE123456 formats.

Chapter: PURCHASE ORDERS
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Consultant Invoices TDOT- HQ Construction
LOCATING A PURCHASE ORDER

Main Menu > FSCM > Purchasing > Purchase Orders > Review PO Information > Purchase Orders > Find an Existing Value

Favorites © Main Menu FSCM >@rch__a_s@> <Plrchase Ordere> > Review PO Information » Purchase Orders

- : -

TN Tennessee

State Government

My Page General Info Payroll HR Benefits T&L ELM Finance Procurement Logistics Training

Purchase Order Inquiry
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Limit the number of results to (up to 300): W

Business Unit: = - a0300> a@,
Contract SetlD; begins with - lio‘
Contract ID: begins with - liq

Release Number: = - ’7

Purchase Order Date: = - ’7@

PO Status: = - -
Short Vendor Name:  begins with - liQ‘

Vendor ID: peginswith [ @
Vendor Name: begins with - lio‘

Buyer: begins with - liq

Buyer Name: begins with - @,

[l case sensitive

Clear |Basic Search [g Save Search Criteria

Search Results

View All
Business Contract Release Purchase PO Short Vendor
unig 2ol setip | —omtractiD Number Order Date Status Hame VendorlD  Vendor Name

45308 |CE131826C/SHARE (blank)
40300 |CE131826B|SHARE (blank)
40300 <CE131626ATBHARE (blank)
40300 |CE131825 |SHARE |(blank)

08/28/2012 Compl VAUGHM & M-003 0000108585 Vaughn & Melton Con
08/28/2012 Compl VAUGHM & M-003 0000108585 Vaughn & Melton Con
06/07/2012 Compl VAUGHM & M-003 0000108585 Vaughn & Melton Con
03/25/2011 Compl VAUGHM & M-003 0000108585 Vaughn & Melton Con

[(=R[=N{l=0=]

On the left hand side of the Edison Home screen, click the Main Menu link.
Click the FSCM folder.
Click on the Purchasing folder.

Click on the Purchase Orders folder.
Click on the Review PO Information folder.

Click on the Purchase Orders link.

N o Uk~ WNBR

Note: Make sure when any search is performed, that the Business Unit: is set as 40300. Use this value for any receipts
associated to Consultant Services like CEIl or EPSC.
8. POID:
e If you know the PO ID (Ex. CE1318 or CE131816A), enter this into PO ID.
e Ifonly a portion of the ID is known, Start with ‘CE” and enter the portion of the PO ID that is known.
i. Example- We are looking for a Purchase Order under Agreement 1318.
1. POID: Change dropdown to contains and enter “CE1318".

9. Click Seasly
10. The search will return either

Chapter: PURCHASE ORDERS

e Search Results displaying all Purchase Orders containing that information. (Simply select one to view), or
e The exact Purchase Order.
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Consultant Invoices

READING PURCHASE ORDER INFORMATION

Purchase Order Inquiry

TDOT- HQ Construction

Purchase Order

Business Unit: 40300

PO ID:

PO Status:

Dispatched

Budget Status: Valid

PO Date: 08/27/2015
Vendor Name: VOLKERT IN-001
Vendor ID: 0000091345 Vendor Details
Buyer: Boutros
S Erian

PO Reference: CE1718 const engr & inspection

Header Details AllRTV
Header Comments... Matching

Change Order

Document Status

Doc Tol Status: Walid
Backorder Status: Mot Backordered
Receipt Status: Mot Recvd

Hold From Further Processing

Amount Summary

Merchandise: 382,917.60

FreightTax/Misc.: 0.00

Total: 382,917.60

Encumbrance Balance: 382,917.60

Customize | Find | View Al | B First K 12 or 2 B Last
Merchandise

Line Item ID Itern Description Category PO Oty UomM R — Status
1 Fé. Reqgion 1: 2-year on-call cons 925-44 1.0000 EA 22592138 USD Approved Q E9]
2 Fé. Region 1: 2-year on-call cons 925-44 1.0000 EA 156,996.22 USD Approved @ ES]

View Approvals

_|§\f‘ Return to Search | |t=] PreviousinList 45| Nextinlist =] Notify |

Once you have located a Purchase Order, here are some of the options that will be helpful.

e PO ID: Always verify that you are viewing the correct Purchase Order.

e Document Status: Opens a new window displaying all activities associated to a Purchase Order: including Receipts,

Vouchers and Payments.

Document Status

Business Unit: 40300 POID:

Document Date: 03/24/2015 Status:

Currency: usD Document Type:
Buyer: Boutros S Erian Merchandise Amt:

Budget Status:

Associated Document

Dispatched
Purchase Order
35,226.25

Valid

First B 1.6 of 6 N Last

Customize | Find | View 4 |
—

Business Document

SetlD T Doc 1D Status Document Date  Vendor ID Location

SHARE Contract 0000000000000000000037102 Approved 05/28/2013 0000091345 &
40300 Receipt 0000062052 Moved 03/25/2015 0000091345 5 MAIN
40300 Receipt 0000062054 Moved 03/25/2015 0000091345 & MAIN
40100 Voucher 00516530 Fosted 1013172014 0000091345 & MAIN
40100 Woucher 00516992 Posted 02/28/2015 0000091345 & MAIN B

SHARE Payment 0001518536 Posted 04/03/2015 0000091345 & MAIN

Gt Return to Search

e  Activity Summary Shows the Total Amount allocated to a Purchase Order.
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J Consultant Invoices TDOT- HQ Construction
Activity Summary

Business Unit: 40300 PO Status: Dispatched
Purchase Order: CE171915 Vendor: Volkert Inc
Merchandise Amount: 382917.60 USD
Merchandise Receipt: 0.00 UsD
Merchandise Returned: 0.00 USD
Merchandise Invoice: 0.00 UsD
Merchandise Matched: 0.00 UsD

Customize | Find

Details (0 Invoice WMatched RTV

. T Amount Open
Line Item Item Description uomM Received Quantity urrency
1 Fé. Region 1: 2-year on-call cons EA 1.0000 225921.380 YsD
2 Fé. Region 1: 2-year on-call cons EA 1.0000 156,996 22/ USD

1. Click on the

®,

% Looking at the Open Amount is one way to determine how much money is left on the Purchase Order.

0 Note: Open Amount will reflect available money, including Receipts created but not yet paid,
therefore the total of the Open Amount may be higher than the amount shown when creating
receipts.

o View All: By default, a Purchase Order will only show the first Line when opened. To view all Lines, Click View All.
Expanding the information will also show Schedules and Distributions for each Line.
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Consultant Invoices TDOT- HQ Construction
VOUCHERS/INVOICES

e AVoucher is created in Edison every time an Invoice is submitted for payment.
0 Aslong as the Invoice # is known, you can use the following steps to see if the invoice has been
submitted and whether or not it has been paid.

TRACKING AN INVOICE

Main Menu > FSCM > Accounts Payable > Vouchers > Add/Update > Regular Entry > Find an Existing Value
On the left hand side of the Edison Home screen, click the FSCM link.
Click on the Accounts Payable folder.
Click on the Vouchers folder.
Click on the Add/Update folder.
Click on Regular Entry.

Click on the | Eind an Existing Value  tab,

No usWwWNR

Leave the Business Unit: as 40100 and enter the Invoice Number: with criteria set as contains.
Note: 40100 is used for all Vouchers associated to the Business Unit for Transportation (All of TDOT except
for CMS System).

Favorites | Main Menu > (FSCH™) » @> Youchersy » Bdd/UpdatE> > ¢Regular ENEy,
Ea > = =

TN Tennessee

State Government

My Page General Info Payroll HR Benefits T&L ELM Finance Procurement Logistics Training

Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Add a Mew Value

Limitthe number of results to (up to 300} ’W

Business Unit: = - [a0100] &
Voucher ID: pegins with - l—
Invoice Number: containg v(I'QU_QFL%_UgD

Invoice Date: = - [5]

Short Vendor Name: begins with -
Vendor ID: begins with ~ @,

Hame 1: pegins with - l—
Voucher Style: = - -
Related Voucher: pegins with - l—
Entry Status: = - -
Voucher Source: = - -

[l case sensitive

Clear | Basic Search [g Save Search Criteria

8. Click mmmSearche)
9. The Search will either guide you:
a. To alist of results, or
b. Directly to the invoice in question, which will look similar to the one below

Chapter: VOUCHERS/INVOICES
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https://www.edison.tennessee.gov/psc/pa90prd/EMPLOYEE/EMPL/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=PT_PTPP_PORTAL_ROOT&pt_fname=PT_PTPP_PORTAL_ROOT&PortalCacheContent=true&PSCache-Control=role%2cmax-age%3d60
https://www.edison.tennessee.gov/psc/pa90prd/EMPLOYEE/EMPL/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=TEN_FSCM&secondary=true&fname=TEN_FSCM&pt_fname=TEN_FSCM&PortalCacheContent=true&PSCache-Control=role%2cmax-age%3d60
https://www.edison.tennessee.gov/psc/pa90prd/EMPLOYEE/EMPL/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=EPCO_ACCOUNTS_PAYABLE&secondary=true&fname=EPCO_ACCOUNTS_PAYABLE&pt_fname=EPCO_ACCOUNTS_PAYABLE&PortalCacheContent=true&PSCache-Control=role%2cmax-age%3d60
https://www.edison.tennessee.gov/psc/pa90prd/EMPLOYEE/EMPL/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=EPAP_VOUCHERS&secondary=true&fname=EPAP_VOUCHERS&pt_fname=EPAP_VOUCHERS&PortalCacheContent=true&PSCache-Control=role%2cmax-age%3d60
https://www.edison.tennessee.gov/psp/pa90prd/EMPLOYEE/ERP/c/ENTER_VOUCHER_INFORMATION.VCHR_EXPRESS.GBL?PORTALPARAM_PTCNAV=EP_VCHR_EXPRESS_GBL&EOPP.SCNode=EMPL&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=EPAP_VCHR_ENTRY&EOPP.SCLabel=Add%2fUpdate&EOPP.SCPTfname=EPAP_VCHR_ENTRY&FolderPath=PORTAL_ROOT_OBJECT.TEN_FSCM.EPCO_ACCOUNTS_PAYABLE.EPAP_VOUCHERS.EPAP_VCHR_ENTRY.EP_VCHR_EXPRESS_GBL&IsFolder=false

Consultant Invoices TDOT- HQ Construction

m Related Documents Invoice Information Payments Voucher Attributes Error Summary FileMet Interface
Business Unit: 40100 Invoice Date: 08/09/2010
Voucher ID: 00106019 Invoice No:
Voucher Style: Regular Invoice Total: 3843561  gp
Contract ID:
Vendor Hame: YVaughn & Melton Consulting Engineers Inc Pay Terms: Pay Mow
1809 Ailor Ave Voucher Source: Online
Knoxville, TH 37921
Entry Status: Postable Origin: DML
Match Status: Matched Created: 09172010
Approval Status: Created By: walemo101001
Post Status: Posted Modified: 0911712010
Modified By: walem0101001
Doc Tol Status: Valid ERS Type: Mot Applicable
Budget Status: Valid Close Status: Open
Budget Misc Status: Valid &
*View Related Payment Inguiry Tl eo
=] S.al.re: [&F Return tﬂ-Search: =] Motify o Refresh Bk Add: Update/Display .

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary | FileMet Interface

e The Invoice No: can be verified in the upper right hand corner of the screen.
e  Approval Status:
=  Pending — The Voucher has been entered and is awaiting approval by the Finance Division.
= Approved — Voucher has been approved and paid by the Finance Division.
= Denied — Voucher is rejected for payment, usually due to inconsistency between the Voucher and the
Invoice (For Example: The Invoice number or date wasn’t entered correctly when the Voucher was
created). Denial can also occur if Invoice document is not properly attached to the Voucher.

&

be directed to the | FllEMetInteMace 3 Choose the “Click here to return FileNet Document Links” box, which will provide a
link to the Invoice .pdf file.

e You may also notice the paper clip icon at the bottom right-hand section of the screen. By clicking on this icon, you will
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Consultant Invoices TDOT- HQ Construction

VOUCHER INQUIRY

Main Menu > FSCM > Accounts Payable > Review Accounts Payable Info > Vouchers > Voucher

Voucher Inquiry allows you to search for and review the status of vouchers using various search criteria.

1. On the left hand side of the Edison Home screen, click the FSCM link.
2. Click on the Accounts Payable folder.
3. Click on the Review Accounts Payable Info folder.
4. Click on the Vouchers folder.
5. Click on the Voucher link.
6. Enter the Purchase Order you would like to see vouchers for.
Favorites : Main Menu » FSCM >> > >
TN Tennessee
State Government
My Page General Info Payroll HR Benefits TEL ELM Finance Procure
Voucher Inquiry
Search Name AL @,
From To
Business Unit [40100 @, 40100
Voucher ID | @,
Invoice Id | @,
Vendor SetiD [sHARE @,
Short Name | @,
Vendor Name 1 | @
Vendor Name 2 | @,
Vendor ID | @,
Vendor Location | @,
Entry Status -
Invoice Date | Eﬂ
Due Date | EJ
Entered Date I &
- @,
Origin Set 1D
Origin | @, r
Control Group ID | G,
Contract ID |
Lease Number | @
PO Business Unit 40300 @,
Purchase Order @131815»\
ftem ID |
7. Click ~ Search

8. The search will return \YeJSelSIMI e PITAEIE as shown below.
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https://www.edison.tennessee.gov/psc/pa90prd/EMPLOYEE/EMPL/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=PT_PTPP_PORTAL_ROOT&pt_fname=PT_PTPP_PORTAL_ROOT&PortalCacheContent=true&PSCache-Control=role%2cmax-age%3d60
https://www.edison.tennessee.gov/psc/pa90prd/EMPLOYEE/EMPL/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=TEN_FSCM&secondary=true&fname=TEN_FSCM&pt_fname=TEN_FSCM&PortalCacheContent=true&PSCache-Control=role%2cmax-age%3d60
https://www.edison.tennessee.gov/psc/pa90prd/EMPLOYEE/EMPL/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=EPCO_ACCOUNTS_PAYABLE&secondary=true&fname=EPCO_ACCOUNTS_PAYABLE&pt_fname=EPCO_ACCOUNTS_PAYABLE&PortalCacheContent=true&PSCache-Control=role%2cmax-age%3d60
https://www.edison.tennessee.gov/psc/pa90prd/EMPLOYEE/EMPL/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=EPAP_REVIEW&secondary=true&fname=EPAP_REVIEW&pt_fname=EPAP_REVIEW&PortalCacheContent=true&PSCache-Control=role%2cmax-age%3d60

Consultant Invoices TDOT- HQ Construction

Process Instance |

Match Status -
Sanctions Status -

Max Rows 200 . Search _ Clear
*Sort By: Voucher ID - . SortDisplay
*Sort Asc/Desc: Ascending -

Payment Date: 09/08/2015 |[3) . —

Voucher Inguiry Results Customize | Find | View Al . i virst B 141 011
= S—
( Voucher Details Amounts More Details Vendor Detailz

S:;iness Voucher ID Invoice Number Invoice Date« Vendor ID Entry Status Ac;_ﬁ:':;ng ;‘;}3‘; \Vo';ql?l;(ich Inlfjifrr::tli-lnt)n iz:fnd:rl:: Short Vendor Name
40100 00106027 0000108585 | Postable B Matched B & VAUGHN & M-003
40100 00106481 509772504 08/02/2010 0000108585 |Postable B Matched By El VAUGHM & M-003
40100 00106019 509772509 08/09/2010 0000108585 |Postable B Matched B £l VAUGHM & M-003
40100 00106026 509772502 08/09/2010 0000108585 |Postable B WMatched B El VAUGHM & M-003
40100 00106794 508772506 09/07/2010 0000108585 Postable S Matched By El VAUGHM & M-003
40100 00120319 509772511 10/08/2010 0000108585 |Postable = Matched = El VAUGHM & M-003
40100 00127551 509772512 111512010 0000108585 |Postable = Matched = El VAUGHN & M-003
40100 00144375 509772514 011172011 0000108585 |Postable B Matched B £ VAUGHM & M-003
40100 00155395 509772513 01/25/2011 0000108585 |Postable B Matched B El VAUGHM & M-003

. : The Voucher Details tab shows by default. This displays basic identification such as: Voucher ID, Invoice
Number, Invoice Date, etc.

The expand icon: Use this icon to display all tabs at once. This enables you to see the Invoice Number, Invoice
Amount, and Approval Status all at once, without having to toggle between tabs.

The download icon. This allows you to export the information to an excel file. Note: the export will only show the
information displayed at that time. To ensure that all information is downloaded, use the expand icon before running the
download.
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