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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

CREATING A RECEIPT

oV .k WNR

7.

MAIN MENU > ESCM > 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 1stoption, Add/Update Receipts.
Changethe Business Unit: to40300.

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

Click Add

Select Purchase Order

Search Criteria

10.

11.
12,

13.

14.
15.

PO Unit 10300 Q Days +/- Today 30
D Q Start Date | 12/22/2020 ]
Line Schedule End Date|02/20/2021 ]
Release Supplier Name Q Supplier Lookup
Item ID Q Supplier Item ID Q
Ship To Q Manufacturer ID Q
Ship Via Q Manufacturer's ltem ID Q
Retrieve Open PO Schedules UBN ID q
Seareh Receipt Qty Options
(O No Order Gty C ordered Qty @ PO Remaining Qty

OK f Cancel Refresh

Enter the desired Purchase Order ID:. To learnmore about ID:’s, please refer tothe PO ID/NUMBERS section.
Click “ . Click on the Purchase Order.

Click  ** . The Retrieved Rows should appear.

‘Select All
Choose : :

Click ¢
e The screenwill refresh showing the available Receipt Lines. The Price will default to the amount
remaining on the Purchase order.
i. Ifthe amount of the invoice is greater thanthe amount remaining on the Purchase Order, send
an email explaining the situationto Const.Invoices@tn.gov.

to select all of the available rows for the Purchase Order or select individual lines if desired.

Change the amount/s to total the respective amounts for each project number due on the invoice.
e Ifyou are unsure which Lines to use, see RECEIPT LINES/Project #s laterin this chapter.

Click &lsave |

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

Consultant Invoices

i. A CElhassubmittedan invoice for $20,415.83.

TDOT- HQ Construction

Raf, Mo, 1 3 4
Experse Category Praject: 00322014 IG010-3228-14 Totals
1. |Direct Labor (OL) Tobal [ 679350 § - |8 - ] = 3% - |% 6,783 50
. Hami: Fer Schadule No. _14 § & 78350 -] 6,783.50
b. N Fiald: Par Schadule No. 1B § - o 1 | N 5 00 -
I | Owerhesad Totel Federal Slate § 12,504.80 | % 3 . 5 = 3 - H 12,504.80
8.| Home {la.x OH rate] 184074 145.00% -3 1260480 | & - |8 N - | & 5 12.504 B0
b.| Field lb.x OHrale) 166.60% 124.88% § - ¥ - |8 - | § - & & -
Il [Mel Fee (DL 2 2.35x T.0% yar*® 3 111753 % - ] . 3 = [ ] 1.117.53
" foe badance Fiess than Mat to Exceed § 701333 § 300571
el Fas Previously Bilad | § 1,162.32
V. |Direst Costs Per Schedule No, 4 | § - H -
V. |Pramium Lasor Per Schadulals No. 1A § s -
Wl |Other Costs Per Schedule Np, 5 | § - 3 -
WL |{Exira Category) Par Schedule No. 3 -
Total=L 1L +0L + IV, + V. + VL + Vll= § 204158 § 5 - H - & - & 20,415.83
The remaining balances on the Purchase Order are
Receipt Lines Personalize
Receipt Lines More Details Links and Status liem / Mig Data Optional Input Source Information [F=2H
Line tem Description Receipt Gty Receipt Price Accept Qfy Status
1 = 36010-3226-14 1.0000 % 47781.97000 1.0000 Cpen
2 FE‘ 36010-3228-14 10000 By 38327 91000 1.0000 Open

The receipt must matchthe totals for each project exactly.
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LOCATING AN EXISTING RECEIPT USING RECEIPT NUMBER

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%t option, Add/Update Receipts.

You may have noticedthat up to this pointithas beenthe same process as creatingreceipts. In order to locate an existing

v e wN R

. ' Find an Existing Value
receipt, clickon the == g tab.

Note: Make sure when any search is performed, that the Business Unit:is setas 40300. Use this value forany receipts
associated to Consultant Services like CEl or EPSC.
e ReceiptNumber: If you have the Receipt Numberthat was given whenthe 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 New Value

Search Criteria

Business Unit[ = v| 40300
Receipt Number] contains __ v | 62724
Bill of Lading| begins with v |
PO Business Unit
Item ID
PO Number
Ship To Location| begins with |
Shipment Number
Supplier \D
Received Date
Receipt Status| = b ‘ ‘ v ‘

User ID| begins with v

[ case Sensitive
Limit the number of results to (up to 300): 300

Je)

Zp PPPLP

=

Je)

=
Search Clear Basic Search & Save Search Criteria

6. Onceyouhaveenteredthe search information, Click Search

7. The Search Results will appear belon  Search .UnderReceipt Number, in the Search Results, Click on the receipt

information you wouldlike to view. Once youhave selectedthe receipt, the screenwill refresh, displaying that receipt.
Maintain Receipts

Receiving
Business Unit 40300 Receipt Status Fully Received x
Receipt ID 0000062724 Header Comments/Attachmenis Aclivities
Header Details Document Status
Header
Select Purchase Order Close Short All Lines Frint Delivery Report
Receipt Lines Personalize | Find | View All | 2] B First (& 120f2 & Last
Receipt Lines More Details Links and Siatus ltem / Mig Data Optional Input Source Information
Line Item Description Receipt Gty Receipt Price Accept Qty Status Category g::]i Serial Device Track Device Track
Eh 60% Proj. No. 24469- . Device
1 By o 1.0000 B 4437257000 1.0000 Received 72111101 O | Tk X
Eh 40% Proj. No. 79469- Device
2 B e 1.0000 B 29581.71000 1.0000 Received 72111101 O e X
Interface Receipt I Run Close Short

Interface Asset Information

[Save | [3* Retumn to Search = Notify || &% Refresh [ Add Upd,
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LOCATING ANEXISTING 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%t option, Add/Update Receipts.

You may have noticedthat up to this pointit has beenthe same process as creating receipts. In order to locate an existing

U p WNR

receipt, clickon the "M anExsinavale o),

Note: Make sure when any search is performed, that the Business Unit:is setas 40300. Use this value forany receipts
associated to Consultant Services like CEl or EPSC.
e PO Number: If you knowthe PONumber (Ex. CE1599 or CE1599A) for which the receipt was created, enter
thisinto PO Number (as shown below). *Search criteria may be setto contains if only a portion of the PO
Number is known.

Find an Existing Value || Add a New Value

Search Criteria

40300

o

Receipt Number
Bill of Lading [ begins with |
PO Business Unit[begins with V]
liem 1D

PO Number|begins with »]CE1599
Ship To Location | begins with v
Shipment Number
Supplier ID

Received Date[= /|

Receipt Status|= v |

User ID| begins with

[ case Sensitive
Limit the number of results to (up to 300). 300

ol |lep popop

Search Clear Basic Search @E] Save Search Criteria

6. Onceyou have enteredthe search information, Click Search

7. The Search Results will appear below Seareh | This method of searching will show all receipts createdunderthe PO
information that was entered.
Search Results
View All First ‘4 1400f40 ‘P Last
Business Unit Receipt Number Bill of Lading PO Business Unit ltem ID PO Number PO Receipt Receive Source Ship To Location Shipment Number SupplierID  Supplier Name 1  Received Date Receipt Status User ID
40300 0000072100  (blank) 40300 (blank) CE1599C Y On-line 0000013203 ({blank) 0000076721 Allen & Hoshall Inc 04/20/2016  Moved laura0411003
40300 0000071257  (blank}) 40300 (blank) CE1599C Y On-line 0000013203  (blank) 0000076721 Allen & Hoshall Inc 03/21/2016  Moved robeq0516002
40300 0000071256  (blank) 40300 (blank) CE1599C Y On-line 0000013203  (blank) 0000076721 Allen & Hoshall Inc 03/21/2016  Received robeq0516002
40300 00000628391  (blank) 40300 (blank) CE15998 Y On-line 0000013203  (blank) 0000076721 Allen & Hoshall Inc 11/23/2015  Received robeq0516002
40300 0000067509  (blank) 40300 (blank) CE15998 Y On-line 0000013203 (blank) 0000076721 Allen & Hoshall Inc 10/20/2015  Moved robeq0516002
40300 0000066898  (blank) 40300 (blank) CE1599B Y On-line 0000013203 (blank) 0000076721 Allen & Hoshall Inc 09/25/2015  Received laura0411003
40300 0000066631  (blank) 40300 (blank) CE1599B Y On-line 0000013203 (blank) 0000076721 Allen & Hoshall Inc 09/15/2015  Received robeq0516002
40300 0000066553  (blank) 40300 (blank) CE1599B Y On-line 0000013203 (blank) 0000076721 Allen & Hoshall Inc 08/11/2015  Received robeq0516002
40300 0000065220  (blank) 40300 (blank) CE1599B Y On-line 0000013203 (blank) 0000076721 Allen & Hoshall Inc 07/23/2015  Moved robeq0516002
40300 0000065219 (blank) 40300 (blank} CE1599B Y On-line 0000013203 (blank) 0000076721 Allen & Hoshall Inc 07/23/2015  Moved robeq0516002
40300 0000064935  (blank) 40300 (blank) CE1599B Y On-line 0000013203 (blank) 0000076721 Allen & Hoshall Inc 07/17/2015  Moved robeq0516002
40300 0000064663  (blank) 40300 (blank) CE15998 Y On-line 0000013203  (blank) 0000076721 Allen & Hoshall Inc 06/24/2015  Moved robeq0516002
40300 0000062724  (blank) 40300 (blank) CE1599A Y On-line 0000013203 (blank) 0000076721 Allen & Hoshall Inc 04/20/2015  Received johnk0701001
40300 0000061527  (blank) 40300 (blank) CE1599A Y On-line 0000013203 (blank) 0000076721 Allen & Hoshall Inc 03/11/2015  Received amanf0403001
40300 0000061284  (blank) 40300 (blank) CE1599A Y On-line 0000013203 (blank) 0000076721 Allen & Hoshall Inc 03/04/2015  Received johnk0701001
40300 0000061283  (blank) 40300 (blank) CE1599A Y On-line 0000013203 {(blank) 0000076721 Allen & Hoshall Inc 03/04/2015  Received johnk0701001
40300 0000061282  (blank) 40300 (blank) CE1599A Y On-line 0000013203 (blank) 0000076721 Allen & Hoshall Inc 03/04/2015  Received johnk0701001
40300 0000057062  (blank) 40300 (blank) CE1599A Y On-line 0000013203  (blank) 0000076721 Allen & Hoshall Inc 10/17/2014  Received Johnk0701001
40300 0000057060  (blank) 40300 (blank) CE1599A Y On-line 0000013203 (blank) 0000076721 Allen & Hoshall Inc 10/17/2014  Moved Johnk0701001
40300 0000055202  (blank) 40300 (blank) CE1599A Y On-line 0000013203  (blank) 0000076721 Allen & Hoshall Inc 08/29/2014 Moved Jjohnk0701001
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8. Under Receipt Number, in the Search Results, Click on the receiptinformationyou wouldlike to view. Onceyouhave
selectedthe receipt, the screenwill refresh, showing that receipt.

**|f you are unsure of the Receipt Number thatyou are looking for, but you know the dollaramount, you can openany

of the receipts listed and toggle betweenthem using ' 7e"sMEEl | ] Nextinbist

B‘* Return to Search

. A second optionisto click

-~ and review eachreceipt through the Search Results.

Maintain Receipts

Receiving
Business Unit 40300 Receipt Status Fully Received x
Receipt ID 0000062724 Header Comments/Attachments Activities
Header Details Document Status
» Header
Select Purchase Order Close Short All Lines Print Delivery Report

Receipt Lines Personalize | Find | View All | G2/ B First ‘4 1.20f2 ‘b Last

Receipt Lines More Details Links and Status Item / Mfg Data Optional Input Source Information

Line Item Description Receipt Qty Receipt Price Accept Qty Status Category g:?(:fc Serial Device Track Device Track
1 B g?g‘asi’fj Mesodny 10000 & 44372 57000 1.0000 Received 72111101 0 0 E;\:Ee b4
2 B et b 10000 By 29581.71000 1.0000 Received 72111101 0 I g b4
Interface Receipt [IRun Close Short Interface Asset Information
(5] Save mn | Previous in List (4] Next in List Y= Nofify || &% Refresh L Add F3] Update/Display
[ —— S — e )
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UPDATING, OR DELETING AN EXISTING RECEIPT

1. Locate the existingreceipt by using the Receipt Number or the PO Number.
2. Onceyou have opened thereceipt, the screenshouldlooksimilar to the one below.

Maintain Receipts

Receiving
Business Unit 40300 Receipt Status Fully Received @
Receipt IRC 0000062724 Header Comments/Attachments Activities
Header Details Document Status
» Header
Select Purchase Order Close Short All Lines Print Delivery Report

Receipt Lines Personalize | Find | View All | 2] = First ‘4’ 1.20f2 '®’ Last

Receipt Lines Meore Details Links and Status ltem / Mfg Data Optional Input Source Information

Line tem Description Receipt Qty Receipt Price Accept Qty Status Category g::]‘ﬁ Serial Device Track Device Track
=i 60% Proj. No. 24469- . Device
1 B i 10000 B 44372 57000 1.0000 Received 72111101 O O Tk »
= 40% Proj. No. 79469- Device
2 B ibaie 10000 B 29581 71000 10000 Received 72111101 O B @
Interface Receipt CJRun Close Short

Interface Asset Information

1| Save . Retumn to Search 1| Previous in List (4] Nextin List [=] Nofify ||« Refresh -4 Add

A. Deleting—To deleteor cancel areceipt, Click on b 4 in the top right-hand corner of the screen.
Device
B. DeletingReceiptlines—To deleteor cancel areceiptline, Click on x to the right of the 113CK  |ink. This
option allows you to cancel the receiptline without cancelingthe entire receipt.
C. Updating—When areceipthas beencreated but notyet paid, the Price or amount of each receiptline may be
adjusted. To determineifareceipthas been paid, look at the Price for each line.
e Ifthe amountlooks like the receipt shownabove, it has been paid.

e If theamountisboxedin,ithas not beenpaid. Forexample,

Business Unit 40300 Receipt Status Fully Received 3¢
Receipt ID 0000119282 Header Comments/Attachments Activities
Header Details Document Status
Header
Select Purchase Order Close Short All Lines Print Delivery Report
Receipt Lines Per:
Receipt Lines More Details Links and Status Item / Mfg Data Optional Input Source Information [T H
Line ltem Description Receipt Qty Receipt Price Accept Qty Status Cate
1 B 36010-3226-14 1.0000 [ 20415.83000 1.0000 Received 811

Interface Receipt [JRun Close Short Interface Asset Inform:

G save ||[Eh Retumn fo Search ||| Previous in List

=] Motify | % Refresh

. . 1 . .
Note: Oncethe Price has beenadjusted, make sure you ““J']i the receipt. You must save any time an
adjustmentis made.
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RECEIPT LINES/PROJECT #S

¢+ RECEIPTLINES CORRESPONDTO STATE PROJECT NUMBERS, so for every project billing to a Purchase Order, there will be a
ReceiptLine. The Descriptionmay containthe project number. If notyou will need to find the associated project number.
To determine the project that a ReceiptLinerepresents, you must

1. Startanewreceiptorlocate anexisting receipt using one of the previously mentioned methods.

Links and Status

2. Click the tab.

Receipt Lines

Receipt Lines More Details Links and Status Item / Mig Data Optional Input Source Information | |F=2k

Line ltem Desgcription Receipt Gty Receipt Price Accept Oty Status

1 B 36010-3226-14 1.0000 [ 2041583000 1.0000 Received

T
¥

3. Click the distributionicon .

&

Receipt Lines
Receipt Lines More Details Links and Status Itemn / Mfg Data Optional Input Source Information | [F=5H

Process Inspect Serial Lot

Line item Description Allocation Type Complete Status Comtrol Serial Status Control
1 =L 36010-3226-14  Prorate 2 N Complete N Complete N
4 Cl | c k th € ChartField Information tab
Receipt Distributions
Business Unit 40300 Status Received
Receipt ID 0000119888 | Amount Only
Receipt Line 1 *Allocation Type [Frorate [¥]
Line Quantity Received 1.0000 Line Cost Received 2041583
Distribution Information Personalize | Find | View All | IE'I E
Details || Asset Details
Line Status *|ocation Qty Std UOM  Qty VND UOM “e‘cha“:i:; Memhﬂ‘:’;: INUnit  Attention To Consigned
1 Received 0000012078 0.8000 0.8000 16,332.66 USD 16,332.66 USD
2 Received 0000012078 0.2000 0.2000 4,083.17 USD 4,083.17 USD
5. Project Numbers forthat particular Receipt Line are shown under Project.
Receipt Line 1 *Allocation Type | Prorate v
Line Quantity Received 1.0000 Line Cost Received 2041583

Distribution Information
Defails || AssetDetails || ChartField Information

Line Status *GL Unit Fund Dept *Account '(-:‘;“"t‘c’“ Program  User Code -CF1 PCBus Unit  Project

1 Received 40100 21000 4036355000 70812002 36000 21MOE1 40100 36010322614

2 Received 40100 21000 4036355000 70812002 36000 21MOE1 40100 6010322614

Note: These steps mustbe repeated foreach Receipt Line to determine all project numbers.
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Consultant Invoices TDOT-HQ Construction

PO ID/NUMBERS

CE123456A

CE1234 56 A

Tt M1
(1) (2) (3)(4)

1. CE- Standard prefix for all CEland EPSC Agreements.

2. Agreement Number- Fourdigit numberfound oninvoice. 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 orother changes. * Try addingthe “A” or “B” to the PO ID if
not found usingthe standard CE1234 or CE123456 formats.

Chapter: PURCHASE ORDERS
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LOCATING A PURCHASE ORDER

Nou A WNRE

9.

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

On the left-hand side of the EdisonHome screen, clickthe Main Menulink.
Click the FSCM folder.
Click on the Purchasing folder.
Click on the Purchase Orders folder.
Click on the Review PO Informationfolder.
Click on the Purchase Orders link.
Note: Make sure when any search is performed, that the Business Unit:is setas 40300. Use this value forany receipts
associated to Consultant Services like CEl or EPSC.
PO ID:

e Ifyouknowthe POID (Ex.CE18550r CE1855A), enterthisinto PO ID.

o If onlyaportionofthe IDis known, Start with ‘CE’ and enterthe portionof the PO ID thatis known.

i. Example- We arelookingfor a Purchase Order under Agreement 1855.
1. POID: Change dropdown to contains andenter “CE1855”".

ciic/ I

10. The search will return either

e Search Results displaying all Purchase Orders containing thatinformation. (Simply select one to view), or
e TheexactPurchase Order.

Purchase Order Inquiry

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

Find an Existing Value

= Search Criteria

*Business Unit | = v‘ Q
po 10 (Ccontains ) w{{cetsss ) |

Contract SetiD | begins with v | |

Contract ID | begins with v| |

Release Number | = v| | ‘

Purchase Order Date | = v| | |

PO Status | = v| | v|

Short Supplier Name | begins with vl |

Supplier ID | begins with v| |

Supplier Mame | begins with v| |

Buyer | begins with v| |

R |R||R| [P |P

Buyer Name | begins with v| |

CCase Sensitive

Limit the number of resulis to (up to 300) | 300 |

Basic Search ¥ Save Search Criteria

Search Resulis
Wiew All
Business Unit PO 1D Contract SetiD Contract ID Purchase Order Date PO Status Short Supplier Name Supplier I Supplier Name

40300 CE1855B | SHARE 0000000000000000000045021 | 060N 2017 Compl KO GCO INC-001 0000009265 | Ko Geo Inc

40300 HARE 0000000000000000000045021 | 03/22/20116 Compl KO GCO INC-001 0000009265 | Ko Geo Inc

40300 CE1855 | SHARE 0000000000000000000045021 | 06/3072015 Compl KO GCO INC-001 0000009265 | Ko Gee Inc

Chapter: PURCHASE ORDERS
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edison |
READING PURCHASE ORDER INFORMATION

Purchase Order Inquiry
Purchase Order

Business Unit 40300
Po 1D CE 18568
~ Header
PO Date  06/09/2017
Supplier Name KO GCO INC-001,
Supplier ID 0000009265 Supplier Details

Buyer Christine A Smotherman

PO Reference CE1855 SR-320 CEl Hamilton Co

Header Details

AllRTV st 55
Matching

Consultant Invoices

PO Status  Dispatched
Budget Status  Valid

Doc Tol Status  Valid

Backorder Status  Not Backordered

Receipt Status  Partial
Hold From Further Processing
Amount Summary
Merchandise 1,825,192.21

Freight/Tax/Misc. 0.00

Total D
Encumbrance Balance 51894272 ysp

TDOT- HQ Construction

Lines
B Q 1-1 0f 1[>]
2 At Merchandise
Line Item ID Item Description Category PO Qty UOM it Status
1 B CE1855 CEI SR-320 (E Brainerd | 72141001 1.0000 EA 1,825,192.21 USD Approved

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

e POID: Always verify thatyouare viewing the correct Purchase Order.
e Document Status: Opens anewwindow displaying all activities associated to a Purchase Order: includingReceipts,

Vouchers and Payments.
Document Status Purchase Order

Business Unit 40300
Document Date  0322/2016
Currency  USD

Buyer  Christine A Smotherman

= .

Procurement
Contracts(1)

Show Al

Associated Document

POID
Status  Compl
Document Type  Purchase Order
Merchandise Amt 524 362.60
Budget Status  Valid

e o

Receipts(14) Vouchers(14) Pa\,-m%ﬂ@[ﬂ]

15 of 41

BB
| Documents l | Related Info | ¥
Actions SetlD Buginess Mociknenk DOC ID \ Status Document Date  Supplier ID Location
Unit Type
¥ Actions SHARE Contract 0000000000000000000045021 | Closed 02/26/2015 0000009265
¥ Actions 40300 Receipt 0000071918 Moved 04/13/2016 0000009265 MAIN
¥ Actions 40300 Receipt 0000071919 Moved 04/13/2016 0000009265 MAIN
¥ Actions 40300 Receipt 0000071520 Moved 04/13/2016 0000009265 MAIN
0000073417 06/23/2016 0000009265 MAIN

¥ Actions 40300 @Jt

j Received

o  Activity Summary Shows the Total Amount allocated to a Purchase Order.

vbbl

Go To Document Status
Inquiry
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ConsultantInvoices TDOT-HQ Construction
Activity Summary
Business Unit 40300 PO Status Compl
Purchase Order CE1855A Supplier Ko Geo Inc
Merchandise Amount 524362.60 USD Supplier Locafion " MAIN
Merchandise Receipt 524.362.60 USD
Merchandise Returned 0.00 USD
Merchandise Invoice 524.362.60 USD
Merchandise Matched 524.362.60 USD
Lines
| =] | | Q ‘ View All
| Details | @| Invoice ‘ | Matched | ‘ RIV | L3
N " Amount Open
Line Line Details Item Item Description uom Received Quantity Open Amount \Currency
1 3, CE1855 CEI SR-320 (E Brainerd EA 524,362.600 0.0000 sD
3
| Retum to Search ‘ | Motify |
1. Clickonthe

¢ Lookingatthe OpenAmountis one way to determine how much money is left on the Purchase Order.

o Note: OpenAmount will reflect available money, including Receipts created but notyet paid,
therefore the total of the Open Amount may be higherthan the amount shownwhencreating
receipts.

o View All: By default, a Purchase Order will only show thefirst Linewhenopened. To view all Lines, Click View All.
Expanding the information will also show Schedules and Distributions for eachLine.
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Consultant Invoices TDOT-HQ Construction

VOUCHERS/INVOICES

e AVoucheris createdinEdison everytime an Invoice is submitted for payment.
o 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

1. On the left-hand side of the Edison Home screen, clickthe FSCM link.
2. Click on the Accounts Payable folder.
3. Click on the Vouchers folder.
4. Click onthe Add/Update folder.
5. Click on Regular Entry.
6. Click on the Find an Existing Value tab.
7. Leavethe Business Unit: as 40100 and enter the Invoice Number: with criteria set as contains.
Note: 40100is used for all Vouchers associated tothe Business Unit for Transportation (All of TDOT except
for CMS System).
Voucher

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

I Find an Existing Value I I Add a New Value l

~ Search Criteria

Business Unit | = v| @ (=} |

Voucher ID | begins with V| | |

Invoice Numberqcontains) V(E,I 509772509 3 |

Invoice Date | = vl | |

Short Supplier Name | begins with v| | |

Supplier 1D | begins with V| | Q, |

Supplier Name | begins with V| | |

Voucher Style | = vl | v|

Related Voucher | begins with v| | |

Entry Status | = vl | v|
Voucher Source | = Vl | v|
Incomplete Voucher | = V| | v|

O Case Sensitive

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

Basic Search E’ Save Search Criteria
.
8. Click .

9. The Searchwill either guide you:
a. Toalistof results, or
b. Directlytotheinvoice in question, which will look like 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

edison |

Consultant Invoices TDOT-HQ Construction

[ Summary ‘ [ Related Documents ‘ [ Invoice Information

[ Payments ‘ [ Voucher Attributes

[ Error Summary S

Business Unit 40100

Invoice Date  08/09/2010

VoucherID 00106019 Invoice No (C 509772509

Voucher Style  Regular Invoice Total 39,435.61 usb

Supplier Name  Vaughn & Melton Consulting Engineers Inc

Entry Status Postable
Match Status Matched

1909 Ailor Ave
Knoxville, TN 37921

Pay Terms Pay Now

Voucher Source  Online

Approval Statu§_ Approved Origin  ONL

Post Status Posted Created On  09/17/2010 12:00AM
Created By walem0101001

Doc Tol Status  Valid Last Update  09/17/2010 12:00AM
Budget Status  Valid Modified By  walem0101001
ERS Type Not Applicable

Budget Misc Status Valid Close Status  QOpen
*View Related | Payment Inquiry hd Go -
Return to Search l l Motify l [ Refresh l Add Update/Display

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

The Invoice No: canbe verified in the upperright-hand corner of the screen.

Approval Status:

You may also notice the paper clip icon

be directed to the

Pending—TheVoucherhas been entered and is awaiting approval by the Finance Division.

Approved —Voucher has been approved and paid by the Finance Division.

Denied —Voucheris rejectedfor payment, usually due to inconsistency between the Voucher andthe
Invoice (For Example: The Invoice number or date wasn’t entered correctly when the Voucherwas
created). Denial can also occurif Invoice documentis not properlyattached to the Voucher.

&

at the bottomright-handsection of the screen. By clicking on this icon, you will

HIEREUTETEE - tab. Choose the “Clickhere to return FileNet Document Links” box, which will provide alink

to the Invoice .pdffile.

([ Payments H Voucher Attributes

[ Error Summary H FileNet Interface

lick here to return FileNet Document links

Click here to find a Decument and add to
Filenet

®][a] R

Filename Date File Added View Document

1 Voucher Invoices document 09/17/2010 ‘
B EEE———

Documents are available from Filenet

Return to Search H Notify H Refresh l Add Update/Display

[HEY
mChaLter: VOUCHERS/INVOICES
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Consultant Invoices TDOT-HQ Construction

VOUCHER INQUIRY

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

¢ VoucherInquiryallows youto searchfor and review the status of vouchers using various search criteria.

On the left hand side of the Edison Home screen, clickthe FSCM link.
Click on the Accounts Payable folder.

Click on the Review Accounts Payable Info folder.
Click on the Vouchers folder.
Click on the Voucher link.

. Enterthe Purchase Order youwould like to see vouchers for.
Voucher Inquiry

o U A WNER

* Search Criteria

J o]

Search Name | ALL

From To
From Business Unit |401OD

From Voucher ID |

From Inveice Number |

Supplier SetlD |SHARE

From Supplier Short Name |

From Supplier Name |

From Additional Name

From Supplier ID

R R||L||R||LP||L||R]||L| L

Supplier Location

<

REILS

Entry Status

}
]

From Accounting Date

From Invoice Date

From Due Date

Incomplete Voucher |
From Entered Date |

Origin Set ID | Q

From Origin | Q | Q |

From Contrel Group | Q | Q |

From Contract ID | | | |

Lease Number | Q

PO Business Unit | Q

From PO ﬂ@&ﬁw CE155568

7. Click

8. The searchwillreturn el Ll [SHEANEHIIE as shown below.

[EN
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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

w Sort Criteria

*Sort By | Voucher ID

*Sort Asc/Desc | Ascending

¥ Display Currency Criteria
¥ Late Interest Analysis

| Amounts || More Details || §upplierDetails@

Actions

¥ Actions

¥ Actions

¥ Actions

¥ Actions

¥ Actions

¥ Actions

¥ Actions

¥ Aclions

¥ Actions

¥ Actions

¥ Actions

¥ Actions

¥ Actions

¥ Actions

¥ Actions

Voucher Details

=
Voucher Details

Busin
Unit

40100

40100

40100

40100

40100

40100

40100

40100

40100

40100

40100

40100

40100

40100

40100

858 Voucher ID

Invoice Number

Consultant Invoices

Invoice Date

Supplier ID

00749619 E1855B-22 06/05/2017 0000009265

00749622

00749626

00749634

00749647

00754848

00760920

00761001

00771512

00776182

00782326

00786176

00795089

00809899

00812261

E1855B-23

E1855B-25

E1855B-26

E1855B-24

E1855B-27

E1855B-28

E1855B-29

E1855B-30

E1855B-31

E1855B-32

E1855B-33

E1855B-34

E1855B-35

E1855B-36

Invoice Number, Invoice Date, etc.

071052017

09/05/2017

10/08/2017

0&/08/2017

12182017

01/05/2018

01/12/2018

02/05/2018

03152018

04/13/2018

04/30/2018

05/30/2018

07252018

07/30/2018

0000009265

0000009265

0000009265

0000009265

0000009265

0000009265

0000009265

0000009265

0000009265

0000009265

0000009265

0000009265

0000009265

0000009265

Sort Display |

Entry Status Incomplets

Postable

Postable

Postable

Postable

Postable

Postable

Postable

Poslable

Postable

Postable

Postable

Postable

Postable

Postable

Postable

TDOT- HQ Construction

Match
Status

Matched

Matched

Matched

Matched

Matched

Matched

Matched

Matched

Matched

Matched

Matched

Matched

Matched

Matched

Matched

38 W | view an

Short Supplier Name

KO GCO INC-001

KO GCO INC-001

KO GCO INC-001

KO GCO INC-001

KO GCO INC-001

KO GCO INC-001

KO GCO INC-001

KO GCO INC-001

KO GCO INC-001

KO GCO INC-001

KO GCO INC-001

KO GCO INC-001

KO GCO INC-001

KO GCO INC-001

KO GCO INC-001

: The Voucher Details tab shows by default. This displays basicidentificationsuchas: VoucherID,

I" The expand icon: Use thisiconto display all tabs at once. This enables youto see the Invoice Number, Invoice Amount,
and Approval Status all at once, without havingto toggle betweentabs.

B

The download icon. This allows you to export the information to an excel file. Note: the export will only show the

information displayedat thattime. To ensure thatallinformationis downloaded, use the expand icon before running the

download.

Chapter: VOUCHERS/INVOICES
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	1. CE – Standard prefix for all CEI and EPSC Agreements.
	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.
	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.

