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rLAIE FMS - Training Manual for Payables and Receivables (Advanced Scenarios)

FAQs and Manual for common scenarios encountered during data entry

Advance given to a supplier

In the system an advance voucher is created as a prepayment voucher.

—

In the voucher type enter “Prepayment”

2. The rest of the voucher entry will take place in the normal manner. Enter the voucher no.,
supplier name, date and amount and payment method as Check.

3. In the line level enter the project, the task as 1, the award, the expenditure organization and the
expenditure type.

4. No distribution set needs to be entered.

5. Click on Actions = Validate > OK to validate the voucher

[l cench (DIPA Fa

Eatch Cantrol Tatal Batch Actual Total

- NAIPY
Operating Unit Type “oucher Mumber | Trading Partner | Supplier Num || Supplier Site |Invoice Date| | Invoice Num | Invoice | Invoice Amount || Withheld Amount Prepaid Amount
. DIPA, hew Delhi Prepayment A Himanshu(Sc.)  |481 HIMANSHU  11-NOV-200 |'6/5-94 INR 4000.00

1]

1 General 2 Lines 3 Holds 4 Wiew Payments 5 Scheduled Payments B Wiew Prepayment Applications

Total

@ rel Grogs 4000.00 Retained Net 4000.00
Num| Type Amount Project Task Auward Number Expenditure Organizatio] Expenditure Type Expenditure ltem Date ||GL Date Distribution Set PO Shipment
[tern 4000.00 (11008112 1 A11009112 DIPA, MNew Delhi Cither Operating & Main. [11-MOV-2008 11-MON-2008 =

4

Discard 1 Distributions | Allocations
Actiong... 1 Calculate Tax Tax Details Corrections Quick Match Match I All Distributions J
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Advance given and all is spent (there is no refund):

Suppose the advance was of Rs. 1000 and expenditure is Rs. 1000

1. We create a Prepayment voucher of Rs. 1000 which represents an advance voucher in the
system.

2. The rest of the voucher entry will take place in the normal manner. Enter the voucher no.,
supplier name, date and amount and payment method as Check.

3. In the line level enter the project, the task as 1, the award, the expenditure organization and the
expenditure type.

4. No distribution set needs to be entered.

5. Click on Actions—> Validate = OK to validate the voucher

File Edit %iew Folder Tools Reports Actions Window Help DR;
€ [ [ &2 HSED G ?

Batch Actual Taotal

L MAIPT
Operating Unit Type “oucher Mumber | Trading Partner | Supplier Nurn | Supplier Site |Invoice Date| Invoice Mum || Invoice | Invoice Amount | [Withheld Amount Prepaid Amao
. DIPA, Mew Delhi Prepayment TA Himanshu(Se.) 481 HIMAMSHU  11-MOW-2000 '6/8-0A MR 400000
1]
1 General 2 Lines 3 Holds 4 Yiew Payments 5 Scheduled Payments B View Prepayment Applications
Total
@ ral Graoss 4000.00 Retained et 4000.00
Mum| Type Amount Project Task Award Mumber Expenditure Organizatio Expenditure Type Expenditure ltem Date || GL Date Distribution Set PO Shipi
i Itern 4000.00 1008112 |1 A11009112 DIPA, Mew Delhi Other Operating & kain. |11-NOY-2003 11-MOY-2005

Dizcard 1 Distributions | Allocatinns
Actions... 1 Calculate Tax Tay Details Caorrections Cluick Match tdatch All Distributions J

6. When you get the adjustment voucher create a standard voucher of Rs. 1000 with the same
supplier. The project and the expenditure type should be the same and the relevant distribution
set should be entered.

7. Validate the Standard voucher.
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B PO I GEHBGW SIPDERRI LD HEE Y

Batch Contral Total Batch Actual Tatal

2] NPT
Operating Unit Type “oucher Mumber | Trading Partner || Supplier Mum || Supplier Site |Invoice Date ||Invoice Murm | |Invoice | Invoice Amaount || Withheld Amount Fre
. CIPA, Mew Delhi Standard 16 Himanshu(Sc.) 481 HIMANSHL |[17-FEB-200E |16 INR 4000.00

O e |

1 General 2 Lines 3 Halds 4 View Payments 5 Scheduled Payments B View Prepayment Applications
Summary Amaunt Paid Status
ltems 400000 4000.00 Status [validated
Retainage Accounted Yes ) Distribution Set
Prepayments Applied A000.00 Approval Mot Required
Wyithholding Haolds 0
Subtotal 0o Scheduled Payment Holds |0
Tax
Freight
Miscellaneaus Description
Total 0.00

Actions... 1 Calculate Tax Tax Details Corrections Quick Match Iatch All Distributions J

8. Now we apply the standard voucher to the Prepayment voucher. This process is called
adjustment/application of prepayment in the system.
9. Click on Actions and select Apply/Unapply Prepayment
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ClE Ul Wiem CUMED TULES MERUILS ALILIS  DNUUW e
HYO GHISP A DDHER LB PG ?
I2
Batch Contral Total Batch Actual Tatal
b MNAIP O
Operating Unit Type “oucher Nurmbet Validate Invoice Amount || Withheld Amount Pre
Pors vewDehi | Standard 16 IV Related Invaices 400000

Cancel [nvoices

¥ LpplyfUnapply Prepayment...

Bay in Full...
F]
Create Accounting

m 2 Lines 3H Draft t Applications
Summary Ao Final
Final Post
ltems 4000.00 IR
N H Distribution Set
Prepayrments Applied 400000 Stop Agproval o
Winholdng Release Holds R
Subtotal non elease MName
Tax Release Reason
Freight Print Motice

Miscellaneous Printer
Total non Sender Name
Sender Title

Actions... 1 Calculate Tax Tax Details oK | Cancel ) Distributions

10. Once you click on OK a new screen opens up which shows the prepayments available for
prepayment

11. Select the prepayment (select the checkbox ‘Apply’). Type in the GL date as the date of the
adjustment voucher and then click on ‘Apply/Unapply’

12. Now validate the voucher once again.
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= Invoice Amount 7258867 .00
Invoice Amount Unpaid 729867 .00
Prepayment Prepayment Line Arnount of
. Apply on Invoice Armount To Apply  GL Date Murnber MNurn Armount Available Included Tax Site Print
Cy ] 10742.00 16-JUL-2009  |1544-B 1 10742.00 HAIP_PIU 0 (=
Description PO Num
Receipt Nurm
Existing Prepayment Applications
Unapply ltem Amount Applied Tax Amount Applied GL Date Prepayment Mumber Irnvoice Line Mum Site
1 O =]
Description PO Num
Receipt Nurm
Distribute Irvoice Cverview | | Apply/Unapply )
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Advance given and it is partially spent (there is partial refund):

Suppose the advance was of Rs. 1000 and the expenditure was Rs. 600 and the refund was Rs. 400

1. We create a Prepayment voucher of Rs. 1000 which represents an advance voucher in the

system.

2. The rest of the voucher entry will take place in the normal manner. Enter the voucher no.,

supplier name, date and amount and payment method as Check.

3. In the line level enter the project, the task as 1, the award, the expenditure organization and the

expenditure type.

4. No distribution set needs to be entered.

5. Click on Actions—> Validate = OK to validate the voucher

6. When you get the adjustment voucher create a standard voucher of Rs.1000 with the same

supplier.

7. At the line level the project and the expenditure type should be the same. There will be two lines
entered at the line level. In Line Item 1 enter Amount as Rs. 600 and the distribution set as the
relevant distribution set. And then in Line Item 2 and enter the amount as Rs. 400 and the
distribution set as “Advance to Suppliers”. In both lines the expenditure type will be same as the
prepayment voucher.

Validate the Standard voucher.
9. Now apply this voucher to the prepayment voucher of Rs. 1000 created earlier. Both the lines
have to be applied separately. To apply click on Actions = Apply/Unapply Prepayment

*

ClE Ul Wiem CUMED TULES MERUILS ALILIS  DNUUW e
AVO HEEVSP K DE S LB D% 2
I2
Batch Contral Total Batch Actual Tatal
O Invoice Actions
L MAIP1 O
Operating Unit Type “oucher Nurmbet Validate Invoice Amount || Withheld Amount Pre
Pors vewDehi | Standard 16 IV Related Invaices 400000
Cancel [nvoices
¥ LpplyfUnapply Prepayment...
Bay in Full...
! Create Accounting
1 General 2 Lines 3H Draft t Applications
Summary Amo) Final
Final Post
ltems 4000.00 IR
Retainage : Distribution Set
Frepayments Applied A000.00 Ston Approvel ol Narme
Whieng Release Holds R
Subtotal non elease MName
Tere Release Reason
i Print Motice
Miscellaneous IPHET
Total oo Sender Mame
Sender Title
Actions... 1 Calculate Tax Tax Details oK | Cancel ) Distributions
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10. Once you click on OK a new screen opens up which shows the prepayments available for
prepayment.

11. Select the prepayment (select the checkbox ‘Apply’). Type in the GL date as the current date and
then click on ‘Apply/Unapply’

Lma I Y T IR T IA=E Y Ik
=

—1Ox
1 - Project Implementation Unit, pay of Officer
Invoice Amount 7258867 .00
Invoice Amount Unpaid 729867 .00
Prepayment Prepayment Line Arnount of
. Apply on Invoice Armount To Apply  GL Date Murnber MNurn Armount Available Included Tax Site Print
I 10742.00 [16-JUL-2008  |1544-B 1 10742.00 MNAIP_PIU =
Description PO Num
Receipt Nurm
Existing Prepayment Applications
Unapply ltem Amount Applied Tax Amount Applied GL Date Prepayment Mumber Irnvoice Line Mum Site
Description PO Num
Receipt Nurm
Distribute Irvoice Cverview | | Apply/Unapply )

12. Now validate the voucher once again.

13. Then create a credit memo of Rs. -400. Enter the same invoice date as the Rs. 1000 standard
voucher. The project and the expenditure type will be the same as the expenditure type of the
Advance Voucher.

14. The Actions—> Validate> OK.
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CHE CULIL ¥IEwW FULED JUUS  FERULS SCUUS SUOw eI

HYO &8P ARANHEHRAI ALDIPH 2

Ll

Batch Control Total Batch Actual Total
[&Z] APt

Cperating Unit Type ”\/wcher Numher HTrading F'aHSuppI\er Num ||Supp|ier Sile”lnvuice Date”\n\ruice Num Hln\fcuce Hlnvuice Amuunl”Withhe\d Amount ||F'repaid £
Bore vewoehi \ [ooo DiPA 722 [DDO DIPA - 31-MAR-200 [32Ref R [ 47asn)
| \ | \ | | | | |

\ | \ | | | Ll |

\ | \ | | | [ |

[ |

1 General 2 Lines 3 Holds 4 View Payments 5 Scheduled Payments B View Prepayment Applications

Total
[g rel Gross -4743.00 Retained et -4743.00
|Type HAmnum ||F'rnject ||Task ||Award Number ||Expenditure Organizatin”ExpEnditure Type ||Expend\ture ltem Date ”GL Date HDiBtnhuhnn Set
ftem -4743.00 (11009112 |1 11008112 [DIPA, Mew Delhi [Hurnan Capacity Abroac 31-MaR-2009 [31-MAR-2009 | TA Expenditure

EEEEEE

( Digeard 1 [ Distributions | Allocations
( Actions 1 [ Calculate Tax [ Tax Details ( Corrections ( Cluick hatch ( hatch ) (AIID\stributinns)

15. Then make the payment of this voucher keeping the payment date same as the adjustment date.
There is no need to enter the Payment Document.
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O Payments (DIPA Payahles)

2|

Type || Operating Unit Trading Partner Supplier Nurnber Supplier Site Trading Partner Address
B DIPA, New Delhi DDO DIPA, 722 DDO DIFA, DDO DIFA DL

1

Payrment

Murnber Date Amount GL Date Armount [ ]

. J2Ref 31-MAR-2002 -4743.00 | 31-MAR-2002 -4743.00 | =
Description
( Invoice Overview )
Accounting Processed
Payrment Overview |

Advance given and it is partially spent (there is partial refund): The refund voucher comes first
and then the expenditure voucher is submitted.

Suppose the advance was of Rs. 1000 and the expenditure was Rs. 600 and the refund was Rs. 400

1. We create a Prepayment voucher of Rs. 1000 which represents an advance voucher in the

system.

2. The rest of the voucher entry will take place in the normal manner. Enter the voucher no.,

supplier name, date and amount and payment method as Check.

3. In the line level enter the project, the task as 1, the award, the expenditure organization and the

expenditure type.

4. No distribution set needs to be entered.

5. Click on Actions—> Validate = OK to validate the voucher

6. When you get the adjustment voucher create a standard voucher of Rs.1000 with the same

supplier.

7. At the line level the project and the expenditure type should be the same. There will be two lines
entered at the line level. In Line Item 1 enter Amount as Rs. 600 and the distribution set as the
relevant distribution set. And then in Line Item 2 and enter the amount as Rs. 400 and the
distribution set as “Advance to Suppliers”.

Validate the Standard voucher.

9. Now apply this voucher to the prepayment voucher of Rs. 1000 created earlier. Both the lines
have to be applied separately. The GL date for application is same as the GL date of the
adjustment voucher.

*
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10. Now validate the voucher once again.
11. Then create a credit memo of Rs. -400. Enter the same invoice date as the Rs. 400 voucher. The

project and the expenditure type will be the same as the expenditure type of the Advance
Voucher.

12. The Actions—> Validate> OK.
13. Then make the payment of this voucher keeping the payment date same as the adjustment date.

There is no need to enter the Payment Document

Income Tax Payment

When Income Tax is to be paid for a certain voucher/supplier
Suppose the voucher is of Rs. 1000 out of which Rs. 200 is deducted as TDS and the rest Rs. 800 is to
be paid to the supplier.

1.

4.

Create the standard voucher for Rs. 1000 in the name of the supplier. Enter the required details
like the project number, task, award, expenditure type and the distribution set. Validate the
standard voucher.

Create a credit memo of Rs. -200. The supplier is the same. There is no need to enter the project
no., task, award no. and expenditure type. The distribution set should be the same as the standard
invoice created in Step 1.

Create a standard invoice with the trading partner as “Income Tax Authority”. Do not enter the
project no., award no., task no. Just enter the distribution set as the same as the standard voucher
of step 1.

Click on Actions = Validate = OK and validate all the invoices.

For making the payment in this case we need to follow the following steps:

1.
2.

Go to the payments form in the Payables responsibility

Select Payment type as Manual and enter the supplier as supplier whose TDS is to be deducted.
The payment date, amount, Account Name, payment document, Payment Process Profile,
Document Number are entered.

And then click on Enter/Adjust Invoices.
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Fﬁ PO BrBSP L DS L0055
o

—Of%
[= w Delhi, 1, Income T: tharity of India
iy Payme it-to Account
[] INR Payment Amount 2100.00 -
Total
v
Invoice Payrment Discount Unpaid Discount
______ Mumber Arnount Arnount Arnount Available [ ]
] = =
1 3
ent
MNurnber unt [ ]
Interest Invoice
MNurmber
Arnount
Reverse Payment | l Invoice Overview )
Accounting Unprocessed
Actions. . 1 EnterfAdjust Invoices Fayment Overview

4. Enter the invoice no. for the standard invoice (Rs. 1000). The discount amount is zero by default
and is left as it is.
5. In the second line enter the invoice no. of the credit memo created above and enter the negative

amount.

a

Press Ctrl+S to save the payment.

7. The payment to be made to the income tax supplier can be made in a similar manner.
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Cancellation of voucher when payment has not been made:

1. Search for the particular invoice in the invoices form.

2. Select Actions = Cancel Invoice

FMS - Training Manual for Payables and Receivables (Advanced Scenarios)

Fj\z;@ @‘fvv@&@
=

Batch Contral Total

AP
Operating Unit Type
P ore vewDelhi | Standard

4

1 General 2 Ling|

Surmmary
ltems
Retainage
Prepayments Applied
Withhalding
Subtaotal
Tax
Freight
Miscellaneous

Total

Actions.. 1 Calculate Ta

To cancel the invoice when the payment has been made

Apply/Unapply Prepayment...

Pay in Full...
Create Accounting
Diraft
Final

Final Post

Stop Approval

Release Holds

Hold Name

Release Mame

Release Reason

Print Motice

Printer
Sender Marme
Sender Title

Cancel

J

»

nts B %iew Prepayment Applications

™ [=] F3
|'-\ctual Tatal

O
mvoice Mum | lrvoice || Imvoice Amount
BOOIB0S INR 2210000

-

tatus “alidated
nted Yes

roval Mot Reguired
Haolds O

Holds 0

All Distributions

Idatch

The following steps are to be followed:

To cancel the payment go to the payment workbench (payment form)

1.
2. Use the payment amount, and the payment date to search the requisite payment that is needed
3. Once you find the payment click on Actions = Void. The Date here denotes the date of

cancellation.
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ClE  CUIL wiEw  CUIUED JUUis Seiuue ey
RYO GBS P RIDFER LSOOI G Bl?
I= —Ioix
= Create Accounting
Type || Operating Unit Trading Par Trading Partner Address
. Manual Project Implermentation | Rajesh ku RA, A Mational Agricultural Innovs =
htanual Praject Implementation | Rajesh ku * Draft RA, A Matianal Agricultural Innavs
Final
Final Post
Print Remittance Advice
7 Program 3
Reissue
Payment
MNumber Date Pes DeiE Amount [ ]
| REE 28-MAR-2] Payment Rate 3000.00 . =

MNew Paper Document Mum

“oucher Num

Initiate Stop
Date

Date |17-JUL-2009
GL Date |17-JUL-20039

Inwvoice Overview
Invoice Action | Mone -

Accounting Processed

Qk Cancel J
Actions.. 1 FPayment Overview

4. The void date and the GL date should be the same as the payment date.
5. Once the payment is cancelled, the relevant invoice is to be cancelled in the manner described
above.
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Entering Fixed Deposit
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The fixed deposit entry is made in the payables module as follows:

1. The entry at the header level is to be made as a standard voucher. The supplier is to be made in
the name of the bank manager or the bank branch.

2. At the line level there is no need to enter any project, task, award, expenditure organization,
expenditure type.

3. Under the distribution set enter Term deposits Surplus. The account to be entered while creating
this distribution set is 110.30000.999.282100430.999.999.
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