

Training Exercise: Create a Supplier Invoice

		




	Module:
	Supplier Accounts (AP)

	Scenario:	  

PREREQUISITES:
	Create a Supplier Invoice 

ACCOUNTS PAYABLE DATA ENTRY SPECIALIST




	Action
	Icon
	Field/Value

	Navigate to Create a Supplier Invoice 
	
	· Search Create Supplier Invoice
· Or
· Search Cre Sup Inv

	Invoice Information

	Company
	
	· CO100 County of Placer

	Supplier
	
	· Office Depot Inc.

	Remit-To Connection
	
	· PO Box 4155

	Invoice Date
	
	· Enter Yesterdays date

	Terms and Taxes

	Tax Amount
	
	· $5.00

	Invoice Reference Information

	Supplier’s Invoice Number
	
	· 12345-XX  (XX=Your initials)
Example: 12345-KJ

	Memo 
	
	· Supplier Invoice Description: 
· Automatic Stapler
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	Item Description
	
	· Automatic Stapler Machine 

	Spend Categories
	
	· SC2660 General Office Supplies

	Quantity
	
	· 1

	UOM
	
	· EA

	Unit Cost
	
	· $50.00

	Program
	
	· PG147777
· Review Related Worktags (auto populated)

	Attachments
	
	· Attach scanned invoice from supplier

	Click Submit
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