OCFQ

Office of the Chief Financial Officer

Accounts Payable: Invoice Processing Invoice Certification

Note: The application is most effective in the latest version of Mozilla Firefox for Windows
and Mac users. In each browser, pop up blockers must be turned off.

Purpose

The purpose of this document is to guide certifiers through the steps to take action on invoices.

Procedure

Certification of an invoice is set on the Purchase Order and allows the certifier to acknowledge
that services/goods have been performed/received. Providing this certification is
acknowledging that the invoice has been reviewed and the payment should be made to the
vendor for the services/goods that have been received on behalf of the Laboratory. It is
expected that the certifier performs this review in an expeditious fashion to allow payment to
be made within terms of the vendor’s subcontract. Any discrepancies that prevent the certifier
the inability to certify the invoice are reported to the Accounts Payable department as soon as
they are discovered.

The Accounts Payable Automation system will route the invoice to the named certifier on the
PO for certification. If the invoice is over $100K and is associated with a purchase order that is
equal to or greater than S1M the, system will route the invoice to the Signature Authority
System (SAS) approver and responsible buyer to gain their approval and concurrence
respectively. If the PO is associated with travel and the vendor has billed for travel related
expenses, the system will route the invoice to the Travel Team for their review. Once all
appropriate approvals have been received, the invoice is released from hold and payment is
made.

The certifier has several available actions that can be taken on an invoice.

[l Selecting “certify” allows the invoice to move through the workflow and payment to be
released to the vendor.

'] Selecting “issue” allows the certifier to return the invoice to Accounts Payable for
resolution of an issue (e.g. the invoice does not contain back up or the invoice has a
discrepancy).

{1 Selecting “reject” allows the certifier to decline the invoice for payment.

[0 Selecting “researching” allows the certifier to place the invoice on hold for later action
(by the certifier).

(] Selecting “short pay” allows the certifier to return the invoice to Accounts Payable to
adjust the invoice amount to be paid.



The certifier can take action on an invoice awaiting certification in two ways:
1. Taking Action - Email Notification.
2. Taking Action - Accessing Work Queue.

Procedure Steps

Taking Action-Email Notification

1. Open the email notification from do-not-reply-FMS@Ibl.gov and click on the hyperlink to access the
invoice in the Intellego system.

do-not-reply-FMS@Ibl.gov 4 Reply = Forward Archive @ Junk  © Delete]
CERT NOTICE - INSTITUT PASTEUR - PO 7350226 -Invoice# 2500013410 11/2/2017 4:50 PM
Klara Sebek Other Actions

The Laboratory has received an invoice which requires your certification. Your certification is necessary for the vendor to be paid. Please click on

the link to navigate to the work ite

If you are uncertain of how to provide your certification, additional help is available. Click on the link below for online help.
How do | certify this invoice?

Still need help? Click here for an additional list of resources.

If you have related policy questions, click on the link below to navigate to the policy.
Invoice Certification Policy

2. The hyperlink will launch two windows; one contains the Financial Management System
(FMS) screen and the second will open the Approval Workflow Screen in the Intellego
(AP) system.

FMS Screen Intellego Approval Workflow Screen
[] Displays the Project ID the invoice is posted [] Displays an image of the invoice
to (] Allows for action by the Certifier
(1 Indicates which lines of the PO will be o Certification of invoice
charged o Communication of an issue
71 Shows the dollar value for each line of o Rejection of the invoice
distribution o Research (by Certifier)
o Request short payment
[J  Allows certifier to add attachments to original
invoice

Note: When not on LBL network or using Wi-Fi you must use VPN to access the Intellego system.
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FMS Invoice Certification Screen (Voucher Detail)
1. Loginto FMS using your LDAP credentials.

~

& BERKELEY LAB

Financial Management System

[ Finance, eBuy, and TREX ]

User ID

Password

Sign In

2. Once in the FMS system, the “Certify Invoices” screen will be displayed with the detailed
information pertaining to the invoice/voucher for the certifier’s review. It is important to

verify that the correct PO line(s) are used on the voucher.

Favorites | Main Menu Accounts Payable Vouchers Add/Update Field Invoice Certification

=/} BERKELEY LAB - FMS R

Certify Invoices

Unit: LBNL Invoice: 148557 Supplier: LA GERMAN AND COMPANY INC

Date: 09/15/2017 Object Id 340309 ID: 0000034342
Po Term Type: Ext-Term

Voucher: 10263458

PONo.: 7372264

Invoice 8,721.85 Term End Date:  11/30/2018

Amount:
Cerftifier Id: 050331 Taylor,Aaron

Voucher Line Detags Find First ‘4 1-20f2 ‘» Last
Line Number Description Unit Price Line Qty Line Amt Distribute By
1 Meridian One Year Software Mai 7621.85000 1.0000 7621.85 Quantity
Project Distribution Accounting Details PO Line Info
Vchr PO Merchandise Quantity Merchandise Freight Source
Dst# BOlLine Dst# broject Activity Amount Available Vouchered Amt Misc Amt jlotal Type CatBgory,
1 1 2103745 006 7621.850 1.0000 7621.85 7.621.85 PROCU 20000
Line Number Description Unit Price Line Qty Line Amt Distribute By
2 One year of toll free technica 1100.00000 1.0000 1100.00 Quantity
Project Distribution Accounting Details PO Line Info
Vchr - PO Merchandise Quantity Merchandise Freight Source
Dst# PO Line Dst# Project Activity Amount Available Vouchered Amt Misc Amt Total Type Category
1 2 2103745 006 1100.000 1.0000 1100.00 1,100.00 PROCU 20000

Invoice Attachments
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Intellego - Approval Workflow Screen

1. Loginto the Intellego system using your LDAP credentials.

z=l BERKELEY LAB

Log in with your Berkeley Lab Identity

Username

Password

A service named apscanprd.lbl.gov requested that you login.

2. The workflow screen is presented for review of the invoice and to take the appropriate

action.

Functions v | Administration +

A

Action

Action:

Memo:

E ] Al K P

Reassign  Asmach

Certify

oK Cancel

ion | PO Activity PO Inquiry Notes  Adtivity

This content has been launched in

an external window.

LAWRENCE BERKELEY NATIONAL LABORATORY
ACCOUNTS PAYABLE DEPT

MS 9040106
1 CYCLOTRON RD

BERKELEY CA 94720-8099

UCB T0: 0000002673

1U7f 6818657, COOPER
TISSUE CULTURE 12/11

DESCRIPTION
TISSUE CULTURE

a
7.49% UCB FULL ADMIN CO 1 48060 61813 12192

AMOUNT DUE:

UNIVERSITY OF CALIFORNIA, BERKELEY
CAMPUS  ACCOUNTS RECEIVABLE INVOICE
Invoice Print Date: 03/02/12 Page 001

Invoice Date:

Due Date:
Amount Due:
PO Number:
: GEN OPS & RECHARGE
ACCOUNT - FUND QrY  UNIT-PRICE
1 61813 12192 1.00 192,12
1.00

WELCOME TO THE CAMPUS ACCOUNTS RECEIVABLE SYSTEM! PLEASE READ THE BACK
OF THIS INVOICE FOR BILLING INFORMATION. THANK YOU.

*

Invoice Number: ZA0000005218

02/28/12

$206.51
6818657

AMOUNT
192,12
14.39
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3. There are five Actions available from the drop-down menu:

Action Description

Certify This action allows the certifier to approve invoice for payment.

Issue This action allows the certifier to communicate problems with the invoice to Accounts
Payable. The invoice is routed back to the Accounts Payable team to take a follow up
action.

Reject This action allows the certifier to decline the invoice for payment. This should only be used if

the vendor is not to be paid for the services or goods rendered. This routes the invoice back
to the Accounts Payable team to take a follow up action.

Researching| This action is used to keep the work item with the certifier to allow time for external
research on the appropriateness of the item.

Short Pay | This action allows the certifier to approve the invoice for payment at an amount less than
what was invoiced. This routes the invoice back to the Accounts Payable team to take a

follow up action.

& = = B i ~

Action Reassign Attach

)

Action: Certify -
Certify
Issue

Reject
Researching

\ Short Pay )

Your Memo:

Your Memo: Enter comment here.

[ OK ] Cancel

4. If the item is placed in the actions of “Issue,” “Reject,” “Researching,” or “Short Pay,”
the memo box must be populated with detailed text summarizing the issue and the
steps to be taken to resolve. If this area is left blank, the pop up screen below is
displayed.

! You are required to enter information in the Memo textbox.
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5. The certifier has the ability to attach additional backup if needed. An example of
this usage is if the vendor did not supply the needed support to back up their travel.
The certifier can attach these additional supporting pages to the invoice. This back up
is retained and archived with the document.

Note: Skip these steps (a. b. c.) if the original invoice is complete as presented.

a. Select the Type of attachment by clicking the drop down arrow and
selecting the appropriate Type from the list.

Functions ~ Administration ~

ype: ~ | File:
Travel -

6@_’ Misc I . -

Reassign Attach

b. Click Browse, select the file you want, and click Attach.
c. After taking the appropriate action, select OK.

File: Browse... Attach Close

= + AutomaticZoom *

£ E = W %

Action Reassign Attach
Action: Certify
Your Memo: Enter a note if needed.

Note: PDF Formats are the preferred file type for this functionality.

6. The invoice certification is now complete.
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Certifying Invoices that Require SAS Approval

High dollar invoices require additional approvals prior to payment. A high dollar invoice totals
S$100K and is associated with a purchase order that is equal to or greater than S1M. High dollar
invoices require additional approval from an authorized employee with signature authority
(SAS) and concurrence from the buyer to ensure that the invoice conforms to the terms and
conditions of the purchase order/subcontract.

Note: The buyer is sent a separate notification automatically through the system to provide
their acknowledgment. No action is required by the certifier.

For these invoices, when the workflow screen is presented for review of the invoice an
additional area is displayed so that the certifier can select the SAS approver.

1. Select the appropriate approver from the drop down menu, or start typing the last
name to minimize your selection. The SAS Approver should be an employee that is
within your organizational chain.

ST —

Invoice

SAS Approver:
Oberholser, Victoria M. -
SAS_Approver Name | SAS_Approver User I¢ Division}

Oberholser, Victoria M. VMOBERHOLSER CF

Mail Stop Max Amount |
971-0104 $500,000.00

o S pr—
Action Reassign Attach

BERKELEY CA
UsA

Action Certify

DAP Sales Terrory:  RSW
Best Wy Payment Terms:  NET 30 DAYS

‘Your Memo:

oK Cancel

Invoice

SAS Approver:

-

SAS_Approver Name | SAS_Approver User Ig Division Mail Stop Max Amount L
Alvarez,Rosio RALVAREZ oP 050B-2232E $2,500,000.00 ~ =
£ Antypas,Katerina B KANTYPAS NE 059-4017F $500,000.00 |=
Arkin,Adam P APARKIN EB 955-0512C $2,500,000.00
Attia,Diana M DMATTIA CH 050B-4241 $500,000.00 P
Beedle,Mary MSBEEDLE CF 971-0131 $500,000.00 {
Acti Birkholzer,Jens T JTBIRKHOLZER AU 074-0310 $2,500,000.00 » v
You. I'E!'I‘a_i‘rv,vlfa‘ffrey A' JABLAIR LD 050A-4112B $500,000.00 hdl "

Note: Only the people that have the appropriate authority based on the value of the invoice are displayed on
the screen.
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2. Once the appropriate SAS Approver has been populated on the screen:
a. Select the appropriate action.

b. Click on “OK” and the item is sent to the approver selected.

Invoice

SAS Approver:
Oberholser,Victoria M. v |

% = = s (] %
Action Reassign Attach

Action: [certify

Your Memo:

OK Cancel

Taking Action — Accessing Work Queue

Using this option allows the approver to navigate directly into the work queue. The work
qgueue shows a listing of invoices that have been routed and require approval.

1. Navigate tothe A - ZIndex from the Lab’s home page, select ‘A’ for Accounts Payable. Click the
Invoice Certification link.

 OCFO. e

g Office of the Chief.f:'i‘ﬁ;n‘(:.i‘a-i“()f}-ic‘;r"

TROLLER'S OFFICE

Welcome to Accounts Payable

Contact Us
Accounts Payable (AP) ensures timely payment of all supplier and non-payroll related
employee payment requests. Accounts Payable maintains a strong system of controls to
S ensure that proper authorization and documentation is received before payments are made.

Berkeley Lab Certifiers:

» Instructions to Certify

m To certify invoice, please navigate tq Invoice Certification

= If not on Lab network, please use VPN (Virtual Private Network)
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2. Log into the Intellego system using your LDAP credentials.

22| BERKELEY LAB

Log in with your Berkeley Lab Identity

A service named apscanprd.lbl.gov requested that you login.

already authenticated.

Note: If you are already signed into your email account this step is skipped and your LDAP is

3. The work queue is displayed that shows the invoices that are assigned to you.

a.
you for approval.

Click on the second level folder “Certifier” to see items that have been routed to

b. Click on any of the column headings to sort the invoices in ascending or

descending order.

Functions ¥ | Administration

6§ & ¢ k] » B H $

\

Viewfile * PullFle = Pushfile = StartAutoPush  Expedite Reassign  Quick Stafs  Create RFIC
(@Quwckl\mon 1 Page 1 of 10 (237 items) 1123456782910 ?,‘
Certy "|| Workfow Id Division Voucher 1D Certifier Name Vendor Name PO No Invoice No Received Date Invoice Date
# Fiter Options ¥ | ¥ | = \9 7 7 7 g g g g
[
¥ Travel Pt A 340309 FA 10263458 TaylorAaron HAGERMAN AND COMPAY INC 7372064 148557 $872085 11/09/2017 9/15/2017
340381 IC 10263552 Stone,Adam D OCLCING 7256164 0000562522 (61,92056) 11/09/2017 10/31/2017
340028 CH 10262847 Wu,Angela D PERKINELMER HEALTH SCIENCES INC 7368810 5303955117 $3,55200 11/07/2017 10/28/2017

4. Double click anywhere on the row to open the item up.
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5. The hyperlink will launch two windows, one contains the Financial Management System
(FMS) screen and the second will open the Approval Workflow Screen in the Intellego

(AP) system.

charged

[0 Shows the dollar value for each line of
distribution

FMS Screen Approval Workflow Screen
[] Displays the Project ID the invoice is posted [] Displays an image of the invoice
to (1 Allows for action by the Certifier
[J Indicates which lines of the PO will be o Certification of invoice

o Communication of an issue

o Rejection of the invoice

o Research (by Certifier)

o Request short payment
Allows certifier to add attachments to original
invoice

FMS Invoice Certification Screen (Voucher Detail)
1. Loginto FMS using your LDAP credentials.

~

&l BERKELEY LAB

Financial Management System
[ Finance, eBuy, and TREX ]

User ID

Password

Sign In

2. Once in the FMS system, the “Certify Invoices” screen will be displayed with the detailed
information pertaining to the invoice/voucher for the certifier’s review. It is important to
verify that the correct PO line(s) are used on the voucher.

Certifying an Invoice
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Favorites | Main Menu Accounts Payable

«} BERKELEY LAB - FMS

Certify Invoices

Unit: LBNL Invoice:

Voucher: 10263458 Date: 09/1522017
PONo.: 7372264

Invoice 8,721.85
Amount:
Cerftifier Id: 05033 Taylor,Aaron

Voucher Line Details

Line Number escription Unit Price Line Qty Line Amt Distribute By
1 fleridian One Year Software Mai 7621.85000 1.0000 7621.85 Quantity
Project Distribution Accounting Details PO Line Info
Vehr PO Merchandise Quantity Merchandise Freight Source ~
psts  POLIne gy  Project ACtVIty  Amount Available  Vouchered Amt Misc Amt Total  qype Category
1 1 2103745 006 7621.850 1.0000 7621.85 7,621.85 PROCU 20000
Line Number Description Unit Price Line Qty Line Amt Distribute By
2 One year of toll free technica 1100.00000 1.0000 1100.00 Quantity
Project Distribution | Accounting Details PO Line Info
Vchr PO Merchandise Quantity Merchandise Freight Source
Dst# PO Line Dst# Project Activity Amount Available Vouchered Amt Misc Amt Total Type Category
1 2 2103745 006 1100.000 1.0000 1100.00 1,100.00 PROCU 20000
Invoice Attachments

Vouchers Add/Update Field Invoice Certification

All + | Search Advanced Search

Supplier:  {AGERMAN AND COMPANY INC
Object Id 340309 ID: 0000034342
Po Term Type: Ext-Term
Term End Date:  11/30/2018

Find First ‘& 1-20f2 ‘» Last

Intellego - Approval Workflow Screen

1. Loginto the Intellego system using your LDAP credentials.

~

| BERKELEY LAB

Log in with your Berkeley Lab Identity

A service named apscanprd.lbl.gov requested that you login.

Certifying an Invoice
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2. The workflow screen is presented for review of the invoice and to take the appropriate

action.

n | POActivity PO Inquiry Notes

LAWRENCE BERKELEY NATIONAL LASORATORY
ACCOUNTS PAYABLE DEPT

MS 9040106
1 CYCLOTRON RD

BERKELEY CA 94720-8099

ues 10: 0000002673

1UT# 6818657,
TI350E cuLToRe 13/

PTION

PTesue cortume

7.49% UCB FULL
AMOUNT DUE:

LCOME TO THE
OF T Iworc

UNIVERSITY OF CALWFORNIA, BERKELEY
CAMPUS  ACCOUNTS RECEIVABLE INVOICE
Invoice Print Date: 03/02/12 Page 001

ZA0000005218
02/28/12
ok/15/12

$206.51
6818657

Invoice Number:
Invoice Date:
Due Date:
Amount Due:

PO Number:

(NCB: GEN OPS & RECHARGE
W

ACCOUNT - FUND QTY  UNIT-PRICE AMOUNT

46060 61813 12192 1.00 192.12 192.12

AOMIN CO 1 48080 81813 12193 1.00 14.39 14.39
208.51

CAUPUS ACCOUNTS RECEIVABLE SYSTEM! PLEASE READ THE BAGK
€ FOR BILLING INFCRMATION.

3. There are five Actions available from the drop down menu:

Action Description

Certify This action allows the certifier to approve invoice for payment.

Issue This action allows the certifier to communicate problems with the invoice to
Accounts Payable. The invoice is routed back to the Accounts Payable team to take a
follow up action.

Reject This action allows the certifier to decline the invoice for payment. This should only be

used if the vendor is not to be paid for the services or goods rendered. This routes the
invoice back to the Accounts Payable team to take a follow up action.

Researching

This action is used to keep the work item with the certifier to allow time for
external research on the appropriateness of the item.

Short Pay

This action allows the certifier to approve the invoice for payment at an amount less

than what was invoiced. This routes the invoice back to the Accounts Payable team to

take a follow up action.

Certifying an Invoice

R  E = B 4
Action Reassign Attach
Action: Certify
Your Memo: Certify
Issue
Reject
Researching
k Short Pay 2
-
Your Memo: Enter comment here.
@
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4. If the itemis placed in the actions of “Issue,” “Reject,” “Researching,” or “Short Pay,” the memo box must
be populated with detailed text summarizing the issue and the steps to be taken to resolve. If this
area is left blank, the pop up screen below is displayed.

! . You are required to enter information in the Memo textbox.

5. The certifier has the ability to attach additional backup if needed. An example of this usage is if the vendor
did not supply the needed support to back up their travel. The certifier can attach these additional
supporting pages to the invoice. This back up is retained and archived with the document.

Note: Skip these steps (a. b. c.)if the original invoice is complete as presented.

a. Select the Type of attachment by clicking the drop down arrow and
selecting the appropriate Type from the list.

Functions ~ Administration
«| Fie: | |
Action Reassign Attach
a. Click Browse, select the file you want, and click Attach.
b. After taking the appropriate action, select OK.
File: l Browse... [ Attach ] Close
| Blaio) 1 of4 — 4+ AutomaticZoom * »

O, e '
Eﬁ» &= i= 5 k(s )

Action Reassign Attach
~
Action: [ Certify
J
Your Memo: Enter a note if needed.

[ oK ] Cancel

Note: PDF Formats are the preferred file type for this functionality.
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Certifying Invoices that Require SAS Approval

High dollar invoices require additional approvals prior to payment. A high dollar invoice totals
$100K and is associated with a purchase order that is equal to or greater than S1M. High dollar
invoices require additional approval from an authorized employee with signature authority
(SAS) and concurrence from the buyer to ensure that the invoice conforms to the terms and
conditions of the purchase order/subcontract.

Note: The buyer is sent a separate notification automatically through the system to provide
their acknowledgment. No action is required by the certifier.

For these invoices, when the workflow screen is presented for review of the invoice an
additional area is displayed so that the certifier can select the SAS approver.

1. Select the appropriate approver from the drop down menu, or start typing the last name to
minimize your selection. The SAS Approver should be an employee that is within your
organizational chain.

'
= + AutomaticZoom *
Invoice
SAS Approver: M MIRION
Oberholser,Victoria M.
SAS_Approver Name | SAS_Approver User I¢ Division Mail Stop Max Amount |
Oberholser,Victoria M. VMOBERHOLSER CF 971-0104 $500,000.00 F |
@ = = H K &
Action Reassign  Attach
Action Certify
Your Memo Pt G- TZEBI3NOON 1 St rod: s Wy oyt Tome: NET00AYS
Freght Terms Date Involced: 06292017
Deivery number Oute Shipped: __ oy
OK Cancel ' '
Invoice
SAS Approver:
SAS_Approver Name | SAS_Approver User Ig Division Mail Stop Max Amount L
Alvarez,Rosio RALVAREZ oP 050B-2232E $2,500,000.00 4 =
£ Antypas,Katerina B KANTYPAS NE 059-4017F $500,000.00 |=
Arkin,Adam P APARKIN EB 955-0512C $2,500,000.00
Attia,Diana M DMATTIA CH 050B-4241 $500,000.00 P
Beedle,Mary MSBEEDLE CF 971-0131 $500,000.00 |
Acti Birkholzer,Jens T JTBIRKHOLZER AU 074-0310 $2,500,000.00 » v
You Blair,Jeffrey A JABLAIR LD 050A-4112B $500,000.00 Al n

Note: Only the people that have the appropriate authority based on the value of the invoice are displayed on
the screen.
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2. Once the appropriate SAS Approver has been populated on the screen:

a. Select the appropriate action.

b. Click on “OK” and the item is sent to the approver selected.

Invoice

SAS Approver:
Oberholser,Victoria M.

® B B

Reassign Attach

oA = =
Action
Action: Certify
Your Memo:

OK

Cancel

Invoice Certification Policy:

https://commons.lbl.gov/display/rpm2/Invoice+Certifications

Certifying an Invoice
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