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What is AggieBuy?

« TEES utilizes a software system called AggieBuy for purchasing and
invoice processing. Invoices and payment requests are initiated and
created within AggieBuy, which is fully integrated with FAMIS.

« This course is designed for employees already familiar with creating
AggieBuy requisitions and non-PO based invoices and want to follow the
document through to the paid invoice process and understand other
aspects of accurate invoice processing.
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AggieBuy Courses Available

« Courses are offered monthly

« Review TrainTraq for current training dates

Course Name Course Number TAMUS Member
| aggiebuy | | | | -All-
Section Number Section Start Date Range

| segn| | enal |7

MNext Last

Course ~

2111224 : AggieBuy Shopping and Requisition Creation via ZOOM
M - Texas A&M University

Online Via ZOOM N/A

Section Number 8817

2111800 : AggieBuy Allocator Training via Z00M
M - Texas A&M University

COnline Via Z00M N/A

Section Number 8841

2111374 : AggieBuy Receiving Training via ZOOM
M - Texas A&M University

Online Via ZOOM N/A

Section Number 8829



Today’s Class Objectives

« Understand the fundamentals of invoice payments

* Understand non-PO “vendor” invoice setup and employee reimbursements
(including numbering schematic)

« Understand non-reimbursement payments to individuals and other expense
types with specific requirements

« Understand how to review invoices in AggieBuy and FAMIS
« Understand the importance of receiving properly

« Understand the resources on the A/P website



https://tees.tamu.edu/fiscal/accounts-payable/index.html

Invoice Fundamental Basics

« An invoice is a demand for payment presented by the vendor in
exchange for a good or service.

« An invoice provides
- name and remit to address of the vendor,
- description of the goods or service provided,
- amount owed,
- invoice number and invoice date (usually).

* Invoice must be itemized and original.

* Do not enter statements, quotes, banquet checks, or other non-invoices
into AggieBuy — contact the vendor for an original invoice.

* |Invoices and receipts must be “date stamped” upon arrival at the
department.


https://tees.tamu.edu/fiscal/accounts-payable/resources/invoice-guidelines.html
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Expenditure Grid

« Understand what types of expenses can be paid on TEES funds

« Understand what accounts you can use for various expense categories

« For example, by reviewing the grid, you will see that alcohol can only be paid for
only on specific account ranges

EXPENDITURE GUIDELINES GRID
TEXAS A&M ENGINEERING EXPERIMENT STATION

€ g i

3 = = _
MNote: This document serves as a general guideling to assist § E - . & E =S
divisions in voucher preparation. It does not constitute an official ; S E g ot ® - = Fox E
audit or compliance document. All expenditures on TEESfund ||T 3 |5 2 5 @ lE g _g' E ,E <]
sources remain subject to fiscal audit and compliance, Any bl a 2 oHle @ |5 £ Ew s £

. . . § ! i ll € E 0o Ll=E N ] @ O ko 0 Iy G Y
reimbursement for expenditures not specifically listed on this grid 2 g® a 2% |e g TE (= = E 5 - = a5
will be reviewed by TEES on a case-by-case basis and could be | g' < 'i HNIES |EL § 2 |z a B 3 a2 |aa & o ==
subject to limitations on only certain funding sources. Sponsor | 2 ] _‘E o o [Ba |28 g £ | @ E - S8 |53 |8 5 = 2
approval does not supersede TEES review and approval. = & E - _%‘ a -y % ] a 3 = ﬁ g B w E 5 & 5 E % £ 3 § < £ g i g E 5
. =] = = E X |2 S

O 1o 0o 1S o ldned lad 10 1006y | Lio o Ll on Qi o I 0 10 08 I O I o |
ln,],;c.hﬂ”,; Beverages (official events) Mo Mo Mo Mo No Mo Mo Mo Mo Rel | Yes | Yes | Yas | Yes | Yes | Yes | Yes
Alumniindustry Lialson Activities No Mo Mo No No Mo Mo Mo Mo Mo Yes | Yes | Yes | Yes | Yes | No | Yes
Athletic/Event Tickets (official events, not gifts) Mo Mo Mo Mo No Mo Mo Mo Mo Mo | Yes | Yes | Yes | Yes | Yes | Yes | Yes
Cantrex Cell Phone follow System Policy 25 89 08) No Rel Mo Yes Yes Yes Rel A Srs Rel Yes Yes Yas Yas Yes Yas Yes
Conference Registration Fes Mo Rel Mo | Yes | Yes | Yes | Yes A 5rs Rel | Yes | Yes | Yes | Yes | Yes | Yes | Yes
Consultants
(additional requiremants apply - contact TEES Purchasing) G G No G G G G G G G G G G G G G G
Contracted Services/Professional Services No Rel Mo | Yes | Yes | Yes | Rel A Srs Rel Yes | Yes | Yes | Yes | Yes | Yes | Yes
(requires professional sendce foam)



https://tees.tamu.edu/fiscal/_files/_documents/Expenditure-Guidelines-Grid-FAMIS-Accounts.pdf

NEsssS————..—
Vendor Selection and Remit To

« Select accurate vendor (e.g., TAMU and TAMUS are not the same).
- No one can correct the vendor once selected.

- Invoice must be canceled (rejected) and you will need to start over if it is
submitted into routing.

« Select correct remit to address to match invoice.

- If you need a remit to address not available in AggieBuy, then send a
comment within AggieBuy to Vendor Help. Make sure your invoice is
already attached as an internal attachment. (Remember, you will send
comment before submitting into routing.) After Vendor Help responds
(also AB comment), you will select the correct address and submit into
routing.

« If your vendor is not setup at all:
- Instructions are available on the A/P website, vendor setup tab.
- Do not start the invoice if the vendor is not available.



https://tees.tamu.edu/fiscal/accounts-payable/vendor-setup.html
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Federal Express

« When you type “Fed Ex” in the search and click the magnify glass there are
a lot of choices (see next slide)

« Look at the invoice vendor name to make a proper selection for your
situation.

« The typical selection is Federal Express Corporation.

Create Invoice

Invoice b




NEsssS————..—
Fed Ex Choices

) Clear All Filters

Name

FED EX COLLECT -+
FED EX REVENUE SERVICES t

FED EX TRADE NETWORKS |

FEDERAL EXPRESS CORPORATION —

FEDEX CUSTOM CRITICAL

+ + +

FEDEX FREIGHT INC

FEDEX NATIONAL LTL INC



Fed Ex Freight vs Fed Ex Invoices

Notice when Fed Ex Freight needs to be paid, “Freight” is in the vendor

nNname:
Fecﬁx Remittance Advice
Freinht ’ PLEASE RETURN THIS PORTION WITH YOUR PAYMENT
Payment Due From Account# E26684B02 o % e ey
FﬂElEHT BILL I‘IUI.'EEH
Sond ta: DEPT CH PO BOX 10306 | 4372803002
PO ATHE 8 ROSE.ATHR - ‘ P = i = : I CHLEP MATEIRIAI A M ATE

« Thisis a “reqular” Fed Ex invoice:
Detalleﬂ descriptions ef surcharges can be located at fedex.com

fil bo FedEx Invoice Number Account Number ™ Amount Due ™\

6-177-23964 1187-4641-4 USD $29.07

To orswe propor eridit, pheate
Plansa do ot staple o Todd. Pleage meks check payabdes 1o Fe
L For chenge of eddress, chack ham and completo form onrgweso side
Remittance Advice

Your payment is due by Jun 24, 2018

i

1187464161 77239b44700000290742

|||[||||||| r|||||[[|[||ll:hu"||||[|||"|II!||rllllt“]N]“luI

TEXAS AZM UNIV-COLLEGE STATION

3003 TAMU ~ .
P 0. Box 371461
COLLEGE STATION TX 77843-0001 .
Pittsburgh PA 15250-7461



Payment Scheduling

AggieBuy schedules ALL payments

« Based on vendor invoice date and due date terms

« Termis 30 days from invoice date for most vendors (default)
« Termis 5 days on employees / students

« If vendor offers discount, term can vary

mm/dd/yyyy

Due Date 7/28/2018 || Override due date

Terms 9% ﬂ 0 30
Discount Days Net



e
Payment Scheduling
for Vendor Offering Discount

If vendor offers discount terms, it might already be on the vendor file.
- i.e., McMaster-Carr

- You can add terms if needed (either % or dollar) as long as
receiving a discount

Supplier MCMASTER-CARR SUPPLY CO more info... F
MName

Invoice Type Invoice

Supplies for Cecil

Supplier 45612379
Invoice No.
Invoice Date |9/19/2017 =]
mm/dd/yyyy E
Due Date 10/16/2017 [ | Override due date I
Terms > o it 10 27 E
Discount Days MNet



Discount Terms

« Many vendors that offer discounts will have the terms automatically
applied through vendor table, such as McMaster-Carr.

« Setup the invoice for the full invoice amount, not the expected
discount.

« If the invoice gets fully approved in AggieBuy and posted to FAMIS by
the discount date, the discount will be automatically taken.

« Often the discount does not apply to shipping so be sure to break that
out separately (not as a non-PO line item) — see next slide.




e
Notice Where to Add Shipping Amount

Supplier Name MCMASTER-CARR SUPPLY CO' more infip. Remnit To MNon-PO Goods Rowd Date

40T
Irvvice Type [gice Remit To Location List (12-MCMASTER-CARR SUPPLY CO W menfddyyyy
Irvioice Name ghcp SJDEHE'S PO BOX 7650 Inwoice Rovd Date anT T
CHICAGO, IL 606807690 NTETI
Supplier Invoice No. — [test me carr 1
- " R = Extemnal Naote
Imioice Date 97207 L8 United States
el Address |d 02-13614587200
Diug Date 10742017 1 Override dus date ard Party Address ID 02-13614587200
Terms 3 M 10 2 Billing address N
il N _ Internal Note
mvoice Cwner Karen Gregory
Discount Days MNet Select 3 different user..
Terms Discount (.00 USD PO business unit 28-Tewas ABM Engineering Experiment Station (28) V|
(Order Category 1= Regular
Select from prafile values.. Discount, tax, shipping & handling
Sele m all values.. . |
elect from all values Alocation Weighted v
Special Payment :
Method Select from all values.. Header-level
Rush the Pyt Process L Terms Discount 0.00 USD
Bypass Irvoice Mo Discount 0.00 UsD
Allocator Seliect from profile values.. T 1 -
Seliect from all values.. ax 0.00 5D
Contract Number Shipping 585 [1)]
RE‘P:‘F. Reference A Hand"ng 000 ]

Report Reference B
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Prompt Pay Interest (PPI)

« Due when we don’t pay our vendors (employees, students and state
agencies excluded) within 30 days of the latest of the following three
dates

- Invoice date (what we schedule based on)
- Invoice receipt date (must be same or later than invoice date)
- Goods/service received date

« We will discuss entering accurate dates later — this is a big reason why!

 PPlis 9.25% in fiscal year 2024. For more information on rates see this
state website



https://fmx.cpa.texas.gov/fm/pubs/purchase/prompt_pay/index.php?section=overview&page=rate

Advance Payments

« As a general rule we pay vendors after we have received the goods.

« If a down payment is required by the vendor, that needs to be
commented in the PO (or on the invoice).

* Unless there is business advantage such as a cost discount, receive
something more for extra years, etc., we only pay for services for one
year (not multiple) — i.e., memberships or subscription services.




Changing Business Unit
on non-PO Based Invoices

« COE and other personnel associated with TAMU, need to change the
PO business unit from 02 to 28 on 100% TEES (28) fund invoices.

« This change will ensure that the invoice routes to the proper back-office
stops.

« On a non-PO based invoice, make sure you do not change the invoice
owner field.

 Detailed instructions here.



https://tees.tamu.edu/fiscal/_files/_documents/invoice-MBU-in-Aggiebuy.pdf

“PO Business Unit” Field
on Non-PO Invoices

Remit To N
Remit To Location List |02-WILTON'S OFFICEWORKS LTD V| G
PO BOX 5040 R
BRYAN, TX 778055040 In
R
United States
Address Id 02-17427623853 Es
3rd Party Address ID 02- N
17427623853
Billing
address
Invoice Karen Gregory n
Owne Select a different user... N

02-Texas A&M University (02)

business
unit
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Change Business Unit

on Requisitions as well

It is not as simple on requisitions but just as important.

Please review these detailed instructions for steps and screenshots.



https://tees.tamu.edu/fiscal/_files/_documents/Req-MBU-in-Aggiebuy.pdf

Who Can Prevent Duplicate Payments?

YOU Can!

« Make sure that the invoice has not already been paid (i.e., the invoice
shows an outstanding balance).

* Do not put through AggieBuy an invoice that was paid on a TEES /
TAMU Payment Card.

« If AggieBuy gives you a duplicate value error (below), make sure you
research before just adding an “A” to the end! (comments are helpful).

Supplier Name MCMASTER-CARR SUPPLY CO

Invoice Name shop supplies
Supplier * | 45882593
Invoice No.

@ Required

© Duplicate Value —



Duplicate Paid Invoices

* Let's look at a couple of examples of invoices that
were put in AggieBuy to be paid.

« Can you tell why they should not have been created
in AggieBuy?

oy P

> f,:f




PE RR office Invoice IN-1263866
p’"s Customer Account ......: 157551
_ , 5 Customer Phone # ...... : 979-845-7551
Your workday just got better. Department ............ 3 &
: Invoice Date .............; /232017
1401 North 3rd Sales Order ............: 30-1271965
TEMPLE, TX 76501 CrderDate ........._..... 12002017
Phone: (254) 778-4755 Payment Terms ........: Due by the 10th of the month
following purchase,
Payment Method ... .. : CreditCard
Page . __.................1 of 1
Contact Mame:R Customer PO #:
ltern Mumber  Description B Ordered  Shipped  B/O U4 Price Ext Amounl
XERT106R01628 TONER F/PH 8010,MG 1 1 Fa AT A2 AT 4%
Sign Here: Subtotal: 87.42
Freight: 0.00
Sales Tax 0.00
Tolal: BT 42
Deposit: 0.00
* See our Credit/Relumn policy at www.perryop.comiretums Amount Due: 8742

PLEASE DETACH THIS PORTION AND RETURMN WITH PAYMENT

PLEASE BE SURE TO INCLUDE YOUR CUSTOMER NUMBER ON YOUR CHECK

PLEASE REMIT PAYMENT TO:
PERRY OFFICE PLUS

P.O. BOX 1200

TEMPLE, TX 76503

Imvoice #: IN-1263866
Total Amount Due: 0.00
Customer Name ....:

Customer Account# : 157561
Invoice Due Date ...: Due by the 10th of the manth
following purchase

Thank you for your Business|



PE RR oﬂme Invoice IN-1263866
p "s Customer Account ......: 157551

) Cusfomer Phone # ... :979-845-7551
Your workday just got better. Department ............ : -
3 Invoice Date .............; /232017
1401 Morth 3rd Sales Order ............: 501271965
TEMPLE, TX 76501 Order Date ........._....;1/20/2017
Phone: (254) 778-4755 Payment Terms ........: Due by the 10th of the month
following purchase,
> Payment Mathod ... _: CreditCard
Page .....................1 of 1
Bill Ta: Ship To:
Contact Name'R Customer PO #:
Itern Mumber Description - Ordered  Shipped  B/O UM Price Ext Amounl
XERT06ROMG628 TONER,F/PH 8010,MG 1 1 EA a7.42 ar.4z2
Sign Here: Subtotal: 87.42
Freight: 0.00
Sales Tax 0.00
Tolal: BT.42
Deposit: 0.00
* See our Credit/Retumn policy at www.perryop.comiretums Amount Due: B7.42
PLEASE DETACH THIS PORTION AND RETURN WITH PAYMENT
PLEASE BE SURE TO INCLUDE ¥OUR CUSTOMER NUMBER ON YOUR CHECK Invoice #: |MN-1263866
Total Amount Due: 0.00 <
Customer Name ...
PLEASE REMIT PAYMENT TO:
PERRY OFFICE PLUS Customer Account # : 157551
P.O. BOX 1200 Invoice Due Date ...: Due by the 10th of the month
TEMPLE, TX 76503 following purchase

= Thank you for your Business! =



e Membrane e Speclalists LLC Invoice
3 SPECIALISTS n;:um OH 45015 . Invoice Number
www.moembranespedalists.com |[ ' . ’ 3756
| JUL 182016 Invoice Date:
Jul 11, 2016
SR _ U‘) Page:
Sold To: Ship to: 1
] Cnsil:rl__nelr* 11 ] _ ~ Castomer PO j Payment Terms
| TEXASU100 e credit card
L. JobID Shipping Method | Ship Date __Due Date
{_____ S7210 UPSGround | 7111186 | snons
Ordered Shipped| B/O | Item Description Unit Price Total Price
1.00 1.00] XP301/04/S/A19 |XP301 4ft unpotted A19 Tubes. 279.92 - 27992
| Experimental MF membrane at 0.4
' microns. Includes special A19
tubeseals
1.00 LUDE Freight terms: FOB Hamilton, OH. 28.81 28.81
‘ Prepay and add.
Subtota 308.73
Sales Tax
Thank You! .
Total invoice Amoun 308.73
For questions about this invoice
please call 513-860-9490 088576 FB}"I‘I'IEFIt Received 308.73
TOTAL (US Dollars; 0.00



e Membrane e Speciallsts LLC Invoice
3 SPECIALISTS E;:!ilmﬂl'l 45015 (737 Invoice Number
www.membranespedalists.com [ . ! 3756
| JUL 182015 Invoice Date:
Jul 11, 2016
SR _ U‘) Page:
Sold To: Ship to: 1
] Custm__nei‘ 1] _ ~ Customer PO j Payment Terms
| TEXASU100 ' e credit card
] _ JobID _ Shipping Method | Ship Date __Due Date
{57210 UPSGround | 71116 | smnons
Ordered Shipped | B/O | Item Description Unit Price Total Price
1.00 1.00] XP301/04/S/A19 |XP301 4ft unpotted A19 Tubes. 279.92 - 27992
| Experimental MF membrane at 0 4
' microns. Includes special A19
tubeseals
1.00 ‘LUDE Freight terms. FOB Hamilton, OH. 28.81 28.81
‘ Prepay and add.
Subtota 30873
Sales Tax
Thank You! ,
Total invoice Amoun 308.73
For questions about this invoice
please call 513-860-9490 088576 Fﬂ]"ﬂ'l ent Received 30873
TOTAL (US Dollars; 0.00




VT
14400 Lomitas Avenue

ofcry Suppiy =

Work Order No.

B el
City of Indusiry, CA 91748 INVOICE T Sea0s S = —
626/330-05631 FAX 626/333-76584 - = =5 .
5 TAML s T nELY
L £
L 1 HG
o | o
T T
L= O
(Date Shippad Purchase Ordar No. Ship Via F.O.B. " Terms e 1
101217 AX 509907 GROUND DELIVERY POINT MASTERCARD I
Buysr Date Reguesbed Location 5o bes e rs oy Tirrilory
Ml AR-DE 111417 D01 AXMNER CUT STATE-Cs,
Qs ity Suantlty i@ty LiFit Groaa :
Femam Mo, Description Oroered Back Ord & i e Price Aurrrount =
RF423 BRICKS SOFT K-23, 2-12" STRAIGHT , EACH B ] 4 600D 2300 |
(12 PER CASE)
Pec PACKIMNG & HANDLING CHARGE 1 i 3 850D 3185
SHIPPING EST 3286 81
TY THANK YR FOR THE ORDODER! 1 1 OO0
. l A TD d ;!Y
Er-‘ !—‘-I‘_. —
E 1 Fa
S § L D 1 i ‘{ H
L i !
< I ()
Sub total Freight e Wby E
5. 95 iB19 & 50 4.3 14
Sawve T, Mooy, nstakos 1.5% monthly finance charga Irrwesica o Fleaso FRamit -

ax o amnail your order §

Thelks Suves sl



NEsssS————..—
You Should Now Understand These

Invoice Fundamentals

 Eligible account selection
* Proper vendor selection
« Payment scheduling and interest

« Changing business unit in AggieBuy for
proper routing

* Duplicate payments



Understanding
Non-PO Invoice Setup

Vendor Payments
and
Employee Reimbursements



NEsssS————..—
Where Should the Vendor Send

an Invoice?

It depends!

« Invoices for purchases not initiated through AggieBuy (non purchase
orders) are mailed directly to the department and must be entered as
non-PO based invoices (if not already paid by a credit card!) or created

against a contract.

« Remember, purchase orders need to have the invoice entered by
TEES Accounts Payable (A/P) on CC28 funds.

- The invoice should come directly to A/P from the vendor.

- If the vendor sends to the department, add comment in AB (and
send the comment!) and attach. Detailed instructions are on our

website.



https://tees.tamu.edu/fiscal/_files/_documents/Invoices-Referencing-AggieBuy-PO.pdf

Invoices Against a PO

« Since the department approved the requisition, invoice will not route to
department for approval unless the invoice is for more dollars than the
original PO, on a line-item basis.

« Examples
- Overages on copiers,
- Shipping,
- Individual line items are higher.

« Do not approve the invoice if you are not okay with the extra expense
- Contact vendor for a credit memo if needed.




Invoices Against Contracts

« If instead of setting up a PO, you are paying from an AggieBuy

contract, make sure you know your contract # (ask Purchasing if you

don’t) and create your invoice from the “Contracts” icon, not the
“Accounts Payable” icon.

This is the
| Contracts
icon ¢ Equipment &

2nd Party:  BOH MIDDLE EAST W
Dates: 7112021 - 6/30/2022
Version: Renewal 3, Amendment

Total Contract Value (TCV)
ToV: -

¥ Lilati

Summany

Contract Summary

Header

Laboratory Equipment and Supplies

scientine bquipment & Supplies

US Dollar

EDH MIDDLE EAST WLL

Dates And Renewal

Etart Miat
irt Laie

Contract Managers

TAF2021 12-:00 AM COT

6/20/2022 11:59 PM CDT

3 AR AR EEET
+1 §79-B45-5887T




Non-PO Based Invoices

« Used in situations when a punchout, contract, hosted catalog,
or non catalog requisition was NOT done.

* Vendor mails invoice to department and department creates
the invoice directly into AggieBuy.

 Follow these detailed instructions.

« Don't forget to attach the invoice (or receipts) in “internal
attachments”.

« Make sure the invoice does not reference an AggieBuy PO, if it
does, do not setup as a non-PO based invoice.


https://aggiebuy.tamu.edu/_media/non-po-based-invoice.pdf

N NN i gi’i'iiiinon...
Review invoices that arrive at the

department for a PO number

If you see an AggieBuy PO number, do not setup as a non-PO

Wili6is ivoice

Office Furniture & Supplies DATE INVOICE #
P.O Box 5040 10/24/2018 [ 148616
Bryan, Tx 77805
979-268-0062
979-268-0311(fax) www.wiltons.com
BILL TO SHIP TO
TAMU MECHANICAL ENGINEERING TAMU MECHANICAL ENGINEERING
3123 TAMU _ MEOB RM 225
COLLEGE STATION, TX 77843-3123 845-1505
ATTN: MICHAEL DOUGLAS
P.O. NUMBER TERMS REP Ship Date Comments
AB033502 NET 10 DAYS S/A
QUANTITY ITEM CODE DESCRIPTION | PRICE EACH AMOUNT
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Orders Placed Outside of AggieBuy

(Non-PO)

« Provide the vendor with a purchase order number of
Member #-Department Code-FAMIS Account #- Support Acct #.

« The Member number and department code are required, the account and
support account are optional but recommended.

« For example, if TEES Fiscal placed an order with a vendor, but did not use
the AggieBuy PO process, we would provide the following PO # to the vendor
at a minimum: 28-FISC, with the recommended format being 28-FISC-
205637-00000.

« Helps us quickly identify who the invoice belongs and how it should be
funded.

» Increases the efficiency in which these “non-PQ” invoices are processed for
payment.



Setup Non-PO Line Items

« Add a “Non-PO Item” for each category of expense (supplies vs food vs
equipment vs services, etc.) on the invoice.

« If your category of expense is on the frequently used commodity code
list, then include the code on that Non-PO Item.

Ling Item Details T
For selictid hne items | Remove Solectoed Itams ~ E3
Add nove PO Add Mon- PO Iiewm
<Mo PO Number:>
[ =]
S Praduct Deseription Catalog Na Size / Packaging Uit Price Deiantity Ext. Price
- pencile nare inf na A 5.00 usnD 2 EA 10,00 LS
PLF Manmilysr External FMole i e
ibstitute Ham = Internal Bk fd miibe
Tak: = int, ta hilpgeing & handling
Pilal Expren From haad i wl
OO0 0 US0 [
= supdi A1
P ¥ U UED i] LISl
M) LUSD 0
Jliry 0 S0 0 sl
2 % oresamer - L Ef S0 [NE4a] A B.50 USDY
Wl Mo 1
L al P4
o nt, ta I 1 B2 handlin
E Froan i
A e EREM) LA LK UIsL
mpt ren | and R

wr Bl fulr 139 I T ]



https://tees.tamu.edu/fiscal/_files/_documents/Frequently-Used-Commodity-Codes.pdf

e
Frequently Used Commodity Cost List

(partial)

Frequently Used Commodity Codes for Non PO Based Invoices

For the below categories of expenses, when entering an AggieBuy Non-PO Based Invoice, please include the commaodity
code within the section “Add Non-PO Item”. Click “Product Details” to see your opportunity to enter the code.

Frequently Used Commodity Codes — Please enter on Non PO Based Invoices

Category Commodity Code Object Codes

Office Supplies (includes paper goods and toner) 44120000 4010, 4011, 4020
Research Supplies 99900297 4013
Shop/Industrial/Building Supplies 99900354 4075, 4076
Chemicals and Gases 12000000 4040
Telecommunications — Long Distance 3111502 5110
Telecommunications — Monthly Charge 83111500 5115
Telecommunications — Other Service Charges 3111503 5130
Rental of Containers 99900097 | 5810, 5811. 5812, 5813

(and goods/tools/services)
Freight/Delivery Services 78000000 5650
Postal Services 78102201 5655, 5682

(includes Campus Mail Service)
Chemical Instrumentation Services 99900352 5684

(Materials and Characterization invoices only)

Food Categories Commodity Code Object Codes
Food — Business Meal 99900036 6340
Food — Catering (Service Performed) 99900285 633
Food — Not Business Meal, Not Catering, Not 99900284 6339
Sponsored Participant Food
Alcohol Purchase 50202200 6341
Food — Purchases for Sponsored Participant 99900044 6373
(If need to be excluded from MTDC)




Frequently Used Commodity Codes

For certain categories of expenses, when entering an AggieBuy Non-PO
Based Invoice, please include the commodity code — if not on list — skip!

- Add within the section “Add Non-PO ltem”

Expand “Additional Details” arrow to see your opportunity to enter the
code

ltem

Description #* Catalog No. Quantity Price Packaging

a ] - UsD
.

Additional Detail Insert commodity code
itional Detalis from list provided when
purchasing those items.

« See full list of frequently used codes here


https://tees.tamu.edu/fiscal/_files/_documents/Frequently-Used-Commodity-Codes.pdf

NEsssS————..—
4013 is NOT a Catch All Code!

« If what you have purchased is not a research supply / consumable (i.e.,
supply that will last less than 1 year with a low cost per unit), please do
not code it 4013 (99900297).

« For non-PO based invoices, we ask that you only input a commodity
code when that line item it is on the frequently used list.

« TEES A/P will add the proper commodity code when the purchased
item is not on the list.

« For requisitions, do not add commodity codes at all. TEES Purchasing
will add for you.


https://tees.tamu.edu/fiscal/_files/_documents/Frequently-Used-Commodity-Codes.pdf

Example of Needing to Breakout Line Iltems

This invoice consists of 1 piece of equipment and 2 consumables:

IUH&J‘:)J’ o
ITEM  |DESCRIPTION ‘ Qry. UNIT AMOUNT
1 Zortrax Inkspire 3D printer 1 S 2,04250(5S 2,042.50
Includes 1 bottle of Basic White Resin S
S -
2 Basic Grey Resin, 500ml 1 S 85.00 | S 85.00
S -
3 Pigment Free Resin, Basic, 500ml 1 S 85.00 | S 85.00
S
S
Sub-Total S 2,212.50
Tax @ % N/A
Shipping Inc
Total S 2,212.50




R —
Wrong Way to Setup

« Do NOT put all under one line item coded to 4013 like the below:

Line Item Details ?
For selected ling items | Reject Selected Items ™ m
Addnew PO | Add Non-PQ ltem

<No PO Number>

o Pmdwun Catalog No Size / Packaging Unit Price  Quantity Ext. Price

1 Research supplies p  more il EA 221250USD 1EA 221250 USD edin

PO Mumber

Substiute Hem X
Taable Timerts
Capital Expense x Aid htachmes
Line Match Status Unmatched
ntemal Line Attachments
Matching Summary
Add Atta

Ordered  Recewed  Met Invoiced

Quantity: - = 1 Discount, tax, shipping & handling
Ext, Price: - - 22250 USD From header Line-level
Discount Q0o usp 000 USD
Related Documents ' Tax1 0.00 USD 000 SO
Ievoicess 0 f Credits: 0 / Recpipts: Shipping 000UsSD 000USD
- - 59500 Handling .00 USD 000 USD

Research Supphies - na specific comm code
available | 4013



e
Correct Way to Setup

« How this invoice should be input with two lines with different codes:

<No PO Numbaer=
l':f! Product Description Catalog Ho Size / Packaging UsitPrice  Quankity Ext. Price
1 Lortran Inkspine 30 printeriachades 1 bottle of Basic Whate Resin ] na EA 24250050 VEA 204250 USD it

i Resin-geey and plgment free na EA B500USD 2 EA 17000 USD it
0 Number nyl Kote
b ] 3 Nate
¥ Exty
E e
Lismatiched
mal Ling Attachments
et Imvpiced 'I'. -
2 D 2 g & handling
17000 LSD Line-leve
Crcour Qup0 D
1
Shipping usD
R0029T Handing 00 US0

Research Supplies - mo specific comm code available

FILE]



TAMU Telecom Invoices

» Notice that these commodity codes are on the frequently used list so
please be sure you add them in.

« These need to be broken out into multiple Non-PO items — one for
each commodity code.

» Please don't put these through as “rushes”.




TAMU Information Technology Invoice

Touwl (13) lmu? T Y ] 1558

CEJEGT
CATEGORY CCOE DUk CHARGE
18:48 i

Toml (3) 285485 W44




Notice the Multiple Items with
Commodity Codes Added

<No PO Number>
PO

Line Product Description Catalog Mo
1 ¥ Telephona Bill for Department & mone infg. nfa
PO Numbaer
Substitute [tem X
Taxable ¥
Capital Bxpanze X
Ling Match Status Unmatched
Matching Summary
Orderad Facsived et |raiced
Quantity: - - 1
Ext. Pricer - == 19,26 USD
Relsted Dacurmans
Irvoices: 0 / Credits: 0/ Receipts: 0
Commadity Code 311500
Lozal and long dtance telaphans communications | 1hH]
2 4 TOLL > mome Fo nfa
PO Number
ute [tem 5
Taxabie
Capital Bxpente X
Ling Match Status Usnmatched

Matching Summany
Orgered  Received  Met Imvolced
Quantity: - -- f
Bt Prok - - 1658 USD
Aelated Dacummants
D/ Credits: 0/ Receipts: D

Irvpices:

Commadity Code B3111502
Long distance telephone services | 5110




Rushes

« Please use this feature sparingly; often slows down process if it wasn’t going
to stop at A/P before.

 Remember A/P works based on invoice date (except for commodity code
assignment) so older invoices are automatically at the top of A/P’s workflow.

UNITED PARCEL SERVICE-UPS hinn molg B * -
Remit To & T

PO BOX 650116
DALLAS, Texas 752650116

Discount, tax, shipping & handling




e
Notice the routing before RUSH is selected

when commodity code has been added by you

What's next? W
Next Step 28-Final Approver
Hinton, Andy
Draft
Mon-PO Encumbrance
28-Final Approver

OK to Pay



NEsssS————..—
Same Invoice with Rush Selected

(notice the extra stop)

Whats next v « The key is that the
e e commodity code has been
entered and the invoice is a
& low dollar amount with low-
risk goods.
N  Pay attention to the "What's
next” workflow
S p— before you select “Rush” to

be sure you aren’t adding
unneeded stops!

28-Rush the Payment Process

OK to Pay



When the dollar amount is higher, notice

What's next?
lext Step 28-Final Approver
Approvers Hinton, Andy
Marvin, Vicki
Vorkflo
Draft

that rush can be useful

Non-PO Encumbrance

28-Final Approver

28-Non-PO 1K-10K

0K to Pay

28-Final Approver

What's next?

Mext Step

Approve| Hinton, Andy
Marvin, Vicki

Mon-PO Encumbrance

28-Final Approver

OK to Pay

28-Rush the Payment Process

N |



NEsssS————..—
Last Reminder on RUSHES

« The standard criteria for rushing the
payment process on AggieBuy Invoice Date * 3/3/2022 i
documents are items involving
discounts, past due invoices, or
certain payments where the due date i ar22022 [ override -
supersedes the prompt payment law
(rents, utilities).

« If a payment needs to go out quicker
than the typical AB generated due
date, override the date and add a
comment explaining why the payment
needs to be “rushed”.

- Example: the vendor required a Type Net ¥
pre-pay (this needs to be in
writing).




R —
Special Payment Handling

ACH Override -

Accounting Only -

Enclosure (copy) to accompany Check -
Foreign Bank Draft -

Manual Check Request -

Pick-up Check -

Wire Transfer - Foreign Currency -

Wire Transfer - US Daollar -

* Do not enter in this field unless you have a special need. Meaning this field
should NOT be input most of the time.

« Use to ask for a wire transfer — if you don’t, check/ACH will cut instead!

« When select “pick-up check”, put who to contact (and phone #) on the
comments tab or as an internal note.

« If you select Accounting only, no disbursement will generate, and vendor will
NOT be paid (this has very specific uses).



Wire Transfers

« If the invoice is in US dollars:
- select Wire Transfer — US Dollar
- Attach wire transfer form
- Be careful on stipends or ICs if Glacier tax paperwork involved

« If the invoice is in foreign currency,

- select Wire Transfer — Foreign Currency (unless you have written
documentation for an agreed upon US dollar amount)

- Attach a currency conversion (Oanda.com) showing the US dollar
amount entered into AggieBuy

- Attach wire transfer form marked with proper amount of foreign
currency (not what you entered into AB which was US dollars)

- After wire is sent, the actual US dollar amount (after bank
conversion) will be charged to your account



https://tees.tamu.edu/fiscal/_files/_documents/Wiring-Funds-Form.pdf
https://tees.tamu.edu/fiscal/_files/_documents/Wiring-Funds-Form.pdf

Vendor Invoice Numbers

Enter the Supplier Invoice Number exactly as it appears on the invoice, including
extra spaces. You are limited to 14 characters so if the vendor invoice number
exceeds the 14-character limit, start at the right side of the number and count
backwards to 14 characters.

« Example 1: 147-851-74AT
This is less than 14 characters so enter exactly as it appears (include special
characters)

« Example 2: A 1547895
This has an extra space but enter exactly as it appears: A 1547895
If this invoice had what appeared to be more than one space between the A
and the 1, leave only one space

« Example 3: 00010000015463FJ
This is too long so enter just the last 14 characters: 010000015463FJ



N NN i gi’i'iiiinon...
Vendor Invoices Without an Invoice Number

« Various non-employee/student vendors may not have a vendor supplied
invoice number, but AggieBuy requires the supplier invoice number field to be
completed (max is 14 characters). You can continue inputting a department
created number as you have in the past or other suggestions include:

- On stipends, Homeland Security payments, memberships to an
organization, etc. consider using the last name of the individual and a
date (i.e., Mullens0618).

- Or you can use the AggieBuy document (invoice) number assigned by
the system.




N NN i gi’i'iiiinon...
Dates Matter — Vendor Invoice

« Invoice Date
- Input the date vendor put on invoice.
- AggieBuy no longer defaults

 Non-PO Goods Received date (GRD)
- Input date items actually received or last day of service
- AggieBuy will default to today — change to make accurate

» Invoice Rcvd Date (IRD)
- Department should date stamp when the invoice arrives
- Input the “date stamped” date or actual received date

- Prompt Pay Interest (PPI) is calculated based on IRD and GRD



Vendor Invoice Dates

UNITED PARCEL SERVICE-UPS

* —
Remit To »
PO BOX 650116
DALLAS, Texas 752650116 |
L ted States

3rd Party Address (D 00-X010046

 # - " Karen Gregory

& g — T

N2 Qverride




Employee/Student Reimbursements

« Employee / student reimbursements will not have a formal invoice but
will need receipts with proof of payment.

« Remember travel related documents are entered in Concuir.
« Employee reimbursements are NOT a Best Practice.

« For small dollar purchases, the payment card is the efficient payment
method for processing delegated purchases (under $10,000).

« We will discuss the invoice numbers for these reimbursements next.
(Following these rules keeps us from making duplicate payments.)


https://tees.tamu.edu/fiscal/_files/_documents/Employee-Receipt-Policy.pdf

R —
Employee/Student Reimbursement

Numbering Schematic

« Supplier Invoice Number = employee last name followed by 6-
character date of purchase (mmddyy).

* No spaces, dashes, or hyphens.

« AggieBuy will only accept 14 characters in this field, so we need to keep the
supplier invoice number very compact (i.e., no special characters).

« If the last name is more than eight characters, just use the first 8 letters of the
last name plus the 6-digit date.

« Common error — including all 4 digits of year — avoid this pitfall — only use 2-digit
year.

« Be sure to follow invoice numbering instructions on website.



https://tees.tamu.edu/fiscal/accounts-payable/resources/non-po-based-invoice-numbering-schematic.html

Employee/Student Reimbursements
Numbering Examples

« Example 1: a receipt from October 25, 2021, purchased by Karen
Gregory would be entered as Gregory102521

« Example 2: a receipt from July 3, 2021, purchased by Bob Smith-
Anderson would be entered as Smithand070321 (notice you drop the
hyphen)

« Example 3: a receipt dated May 21, 2022, purchased by Fred Zhou
Kuman would be entered as Zhoukuma(052122
(if employee has two last names but without a hyphen, start with the
first last name and add the second if you have enough characters)




Employee/Student Reimbursements
Numbering for Multiple Receipts on Same Day

» One receipt per AggieBuy Invoice

« If the same employee had multiple reimbursable purchases on the
same day, then put an “A” at the end of the invoice # for the second
receipt

- this will be a separate non-po based invoice in AggieBuy

- Example: Bob Smith-Anderson had two receipts on July 3™
Second invoice number: Smithan070321A (because of the A at the
end, we can fit one less character of Bob’s hyphenated last name
of Smith-Anderson —i.e., 7 characters, not 8 this time)

Put B at the end for the third invoice number



Dates Matter — Employee Reim Invoice

* Invoice Date
- Date you are entering into AggieBuy (i.e., use “today’s date”)

* Non-PO Goods Received date (GRD)
- Date you are entering into AggieBuy (i.e., the AggieBuy default)
- This is to ensure we don’t pay Prompt Pay Interest to an employee

» Invoice Rcvd Date (IRD)
- Department needs to date stamp when the receipt(s) arrive
- Input the “date stamped” date
- If not date stamped, input vendor invoice date (above)

- You must attach the tax withholding form if this date is 90 days after
the receipt date (see Taxation of Employee Reimbursements for
additional information)



https://tees.tamu.edu/payroll/_files/_documents/Request_for_Tax_Withholding_on_Non-Salary_Compensation_Items.pdf
https://tees.tamu.edu/fiscal/accounts-payable/resources/taxation-employee-reimbursement.html

Are Reimbursements to Employees and
Students a Good Practice?

No!

Please see Fiscal Office Memo sent on
4/4/2024




Toa: Department Accovntants
From: Jane Zhou, Assistaut CFO  Xiceoprean Tfove
Subject: Employee / Student Reimbursements NOT Best Practice

As a reminder, TEES discourages the practice of personal reimbursements for the purchase of
goods or services for business purposes. Personnel making purchases with persenal funds, then
seeking reimbursement, circumvents the required HUB good faith effort and vendor-on-hold
verifications. TEES also loses the ability to maximize vendor volume discovnts when personal
reimbursements are processed. Lastly, if employees are reimbursed payments to service vendors,
then TEES is at risk of uvnderreperting compensation on IRS Forms 1099.

Becanse of the extra documentation requirements, personal reimbursements are a much less
efficient process than paying a vendor directly. Furthermore, personal reimbursements carry the
extra risk of being reported as taxable income to the employee if they are not properly accounted
for within 90 days of the purchase. For small dollar purchases (those under $10,000 and not
capital equipment), the payment card is a fast, efficient, and cost-effective payment method for
processing delegated purchases. Another preferred method is to purchase items directly through
AggieBuy as a requisition.

An example of an acceptable employee reimbursement is a business meal, if utilizing a Payment
card is not feasible. However, we should not have personnel incur out of pocket expenses for
items that can easily be ordered through AggieBuy or paid for with a Payment card. Please
remember that most travel related expenses can be charged to an agency/university travel card.

Alse, as a reminder when reimbursing out-of-pocket expenses, the receipt needs to show proof of
payment. A receipt patd with cash mmst be signed and dated by the person seeking the
reimbursement with the statement “paid with cash”™ If a receipt showing that the bill was paid
with a eredit card 15 not retained, then a copy of the credit card statement will suffice along with
the detailed receipt.

We appreciate your assistance with communication within your department of the importance of
aveiding personal reimbursements, whenever feasible. If you have gquestions about these best
practices, please do not hesitate to contact our offices. I can be reached at 979.317.3824, Karen
Gregory (Accounts Payable) can be reached at 979.317.3815 or Mary Williams (Purchasing) can
be reached at 979.317.3822. Thank you in advance for your support.



How can YOU assist in this situation?

« Remind personnel that Payment cards can be obtained / checked out
for small dollar purchases.

« Make sure department personnel know how to shop within AggieBuy —
preferable with punchout catalogs and HUB vendors.

« Make sure you communicate with personnel who frequently ask for
nonbusiness meal reimbursements about other options.




Payments to
Individuals Which Are
Not Reimbursements




Payments to Employees and Students

« TEES reimburses employees and students for receipted expenses (i.e.,
reimbursements) in AggieBuy as discussed in the last set of slides.

« TEES does not make non-reimbursement payments to employees.

- Work with Payroll for fee payments.
- Reminder: all gift cards given to employees are taxable events.

 TEES does not make non-reimbursement payments to (nonemployee)
TAMUS students.

- We can reimburse TAMUS institutions for items run through their
student accounting system.




Payments to Other Individuals

When CC28 funds are used to process a payment directly to an individual
not employed by the Texas A&M University System (or an enrolled

student), there are two completely distinct methods depending on the type
of payment.

1. Fees (or non-receipted expenses) for independent contracted
services

2. Stipend Payments (those not in return for services rendered)




1. Fee Payments for a Service

« If anon-TAMUS employee is to be paid a fee for a service (or
reimbursed for any non-receipted expenses such as lodging or meals)
that does not require an AggieBuy requisition, then the “Request to Pay
Independent Contractor Fee” form must be completed and attached to

the AggieBuy non-PO based invoice.

* Includes payments to:
- research collaborators named in a sponsored agreement,
- guest speakers,
- contracted services such as,
» copy editors,
« web designers,
 entertainers, etc.


https://tees.tamu.edu/fiscal/_files/_documents/Request_to_Pay_IC_form.pdf

Fees Continued

Instructions for the IC form are on our website as well.

Payments through AggieBuy to individuals are considered payments to
independent contractors and are subject to IRS Form 1099 reporting, if
they are a U.S citizen. (We will discuss fees to non-citizens later.)

AggieBuy documents involving an independent contractor (IC) will not be
approved if the payee appears to have an employee relationship as
opposed to IC relationship. These payments must be handled through
Payroll rather than through AggieBuy.



https://tees.tamu.edu/fiscal/accounts-payable/resources/independent-contractor-fee.html

e
Not Eligible for Rehire

« If a previous employee has been designated in Workday as “Not
Eligible for Rehire”, you may not enter into a contract with that
individual.

« i.e., TEES Fiscal cannot pay the person as an independent contractor
(1C).

« |C form recently updated with new question about the above.

» Be sure you always use the newest version on web — not a saved
version.




= Request to Pay Independent Contractor Fee =

SECTION A - Basic Informartion
FAMIS Dept Code | Dept Contact Mame | |

Phone of Emal [ |

Name of Individual to be Reimbursed | |

DEA name, If appilcabie | |

Amount submitied for paymentreimbursement [ |

Justifization for the amount of e payment {industry standand, negotiziad mbe, approved by Sponson, £iz)

SECTION B - Nature of Service To Be Performed
(Refier o TAMLUS Reguiation 25.99.03, Section 2 Tor further information)

Check Ong
Research Colaboralor. Subjed Matier experts and evaluaions named In 3 sporsored research proposal.

|:|GLE'EI. Leciurer of Guast Spaaker. Must provide the balow Information

Tt of Lecturs “Date of Lacture “To Whor e Lechore was presented

|:|DJ'E'BIE{: Sarvices {only If unger $30,000).
Contracted Services: Examples Include erferiainers, security, copy edits, webshz design, data processing and training senvices. If
the ampunt Is above: the delegated purchasing Imit in one fiscal year, a compedtive bid process s requined. Process a5 an oopen
markst bid In that case.

Spacty sandoe

[ |pofessional Senvices fleast common situation and oriy If under $10.000).
Must be within the scope of praciice as defined by state law and the parson Is providing the sendce In connection with his of her
professional employment/practice.

SECTION C - Employee vs. Independent Contracior

Thi Information provided below will a28ist In detemmining whether the indrvidusl parforming the sendces will be classifed 22 an
independent confractor or as an employes of TEES [complsta L, 11 and Nil.). Thess quasiions are Intendsd a8 3 guids In making this
classification. Further evaluation may be requestad bassd on specific indhvidusl clreumstances.

|. Relationship with TEES YES HO
1. \Does the Individual cumently work for TEES or any AdM Sysiem member (TAMUE) a8 an empioyes? =
2. [Did e Indlvidual work as an empioyes of TAMUS during the 12 months prior to the dabe of Tis contract?
3. Has an offer of emgloymenttiie been extented o the Indvidual? ]
I YEZ foguesiions 1, 2 or 3 above, clesstl as an empioyes
4. T former TAMUS empioyee, are they eligisie for rehire?
¥ MO, TEEES canmot pay as io. Donot enber i AggieBy.
5. Doec the Indiidual cumently work for another Stale of Texas Instiuion'Agency ?
I YES, affach a complefedtigred The Site of Teras Emploves Slafement” form.




[t Classifications Guidelines (Complete OMLY a, b or ¢ below depending on the nature of service selected in Section B)

a. Research Collaborator YES
1. Will the: Individual perform research under the supervision of TAMUS faculty [ staff?
2. Will the individual serve in an advisory capacity with TAMUS faculty [ staT?
I YES fo question 1 and NO fo question 2, classfly as an employee.

NO

b. Guest Lecturer/Speaker
1. Has the Individual been at the instiution in this capacity fewer than 4 times in the past 12 months?
2. Has the Individual provided the same or similar senvices as an ongoing busness to other unretated
entities in the past 12 months?
I MO 83 question 1 and NO fo question 2 dassly a5 an employee.

c. Individuals Not Covered Under I (a) or (b) above
1. Has the Individual prowided the same or similar services to other urrelated enfities or o the general public
as a rade or business during the kast 12 months? I NG, proceed fo question 2. if YES, proceed fo SN |
2. Wil the department provide the Individual with specfic nstructions reganding performance of the required
work rather than rely on the Indvidual's expertse? |
I MO, proceed fo question 3. If YES, chassky as an ampioyee.
3. Can TEES set the number of hours and'or days of the week that the Individual is required to work, as
ooposed o allowing the Indisdual to set hisher own work schedule?
If YES fo question 3, dasslfy 35 an employee.

[N Classification {Choose classification based on answers provided in C.1. and C.IL)

Check one: ] Employee - Coondinate through HR & Payroll - Do NOT submit through AggieBuy for
paymert i employes, you do not need fo continue witlh this form.
= Independent Contractor (IZ) - continue with this form and attach it fo invoice in AggieBuy.

Please be advised that historically, a majority of IRS letter rulings and court cases in employee vs. independent
contactor matters involving highly skilled professional workers have resulted in reclassifications to employees,
often leading to a substantial financial impact on the paying institution. Therefore, your responses on this form
lindicating an independent confractor relationship could be subject to scrufiny by the IRS in the event of an
audit. | understand this statement and want to continue to process as an independent contractor.

_ Yes

——

Completed by Cate:

| Signature)

{Printed name)

SECTION D - Citizenship Guidelines
YES
1. Is the IC a U.5. Citzen or legal resident alien? |
I YEE, done with this Seciior. I NO, proceed to question 2
2. Are the serwices being performed in the United States?
i YES & question 2 and NO fo question 1, fhe IC neegs fo compiete fhe Glacker @y sofware. Be sure fhe Glader fay

SUMMATY repon and il deCLMEnts required by the fax SUMMAY FEpar are afached i the ApiaBLy cocument rar
10 SLETISEON

SECTION E - Vendor Certification (in lieu of an imvoice)
If no invoice is submitted by the vendor, then ey must sign this form as certificalion that the work has been performed.

| certfy the descripted service was contracted for and the account s e, comect, and unpaid.
[CTe

Indapendent Contractor Signatune Cate

NO




Notice Section D - Citizenship

« If instructed by this section of the IC form to complete Glacier
paperwork, please setup the individual to be able to do so. Contact
Payroll with Glacier questions.

« Review “Fees/Stipends Paid to Non-U.S. Citizens” on A/P website.

« Taxes are typically 30% for a service — notice how the IC has
completed the “income type” category. Below is a typical Glacier
category for an IC.

J1VtsaGu951 Speaker/independent Gontractor Fee

f Tax Trealy Does Nol Apply or Form Js Not SUDmITTec
Tax Treaty Exemption Status: Taxable

Tax Treaty Time Limit: Not Applicable
Tax Treaty Exemption Period; Not Applicable



https://tees.tamu.edu/fiscal/_files/_documents/Fees_Stipends_Paid_to_Non_US_Citizens_AB_Feb_2021.pdf

Glacier Income Type Choices for IC

Relationship with Individual
{Select as many categories as applicable, but make only one
cholce per category)

Income Type
LI applicable, select one choice per category)

B1/B2/WB/WT Visa Honoraria/Guest Speaker Fee
Guest Speaker/Lecturer/Independent Contractor J-1 Visa Guest Speaker/Independent Contractor Fee
Other Visa - Guest Speaker/Independend Contractor




Glacier Tax Summary Report

* Review the report submitted by the IC for these items:

- Income type (prior slide)

- Applicable tax rate (should be 30% for IC)

- Tax Treaty Exemption Status
« This will be highlighted on right side of page as well.
« Will be either taxable (i.e., setup a line item to pay the IRS)
« Or will be exempt (i.e., IC can receive the full payment)

- Required Forms

- Required Document Copies

- IC signature on Tax Summary report




“Tax:Determinations and Resuits Bacad bn the dala entered -G LACIER has made the followiig determinations
Tax Residency Status: Nonresident Alien for U.S, Tax Purposes
Residency Status Change Date: Not Applicable
Residency Status Start Date: Mot Applicable
Residenoy Status Change Date 2 (if applicable):
Ftesrdﬂn cy Status Start Pate 2 (if applicable):
J-1 Visa Guest Speaker/indapaendaent Gontractor

{}f Tax Trealy Doas ol 7 oply or Form fs
Tax Treaty Exemptlon Slalus. Taxabla : :
Tax Treaty Time Limit: Nt Applicable TAX
Tax Treaty Exempiion Period: Mot Applicabla
Tax Treaty Dollar Limil:  Not Apficable

FLGA Tax Starlfﬂ'—hange Data' Nﬂi AF?DEGHBEB

iRegquired;Forms and Docliment:Copies “Altach the follo Bairea

Flease print, sign and submil with Tax Summary Report Ff&a&e copy and submif wfth Tax Summary H's-pon
Reguired Forms: Requived Document Copies:
Form 1-94/1-94W Gard ’

Form W-BBEM
Form BS-2019

Visa Sticker/Stamyp (I Passpoit)

“Cerlification e :
1 hereby declare thal the information provided by me o Texas Engineeﬂng Experiment Staﬂcn andfor enfered Ento lhe GI.ADiEFt Ch‘lliﬂe Tax
Compliance System for puiposes of making the tax determinations above is ue and correst, If any of the information provided changes or if
offer refevant information becomes available, | will notify Texas Enginesring Expariment Station as socon as possible so that this information

andfor my LS. (A status may heu pctated

Signatur s




How do | setup the IRS Line for
IC Taxes in AggieBuy?

« Review these instructions carefully. They have screen shots and go
into great detail on the exact steps you need to take.

« Make sure you follow instructions for IC (stipends are also in this
document).



https://tees.tamu.edu/fiscal/_files/_documents/Fees_Stipends_Paid_to_Non_US_Citizens_AB_Feb_2021.pdf

NEsssS————..—
What should be Included as

an Attachment in AggieBuy?

« The completed and signed (section C) IC form.

» Invoice sent by IC (or if IC signature in Section E, no invoice required).

« If there is a fully executed (signed by both parties) contract, include it
as well.

« If Section D asks for Glacier, then the Tax Summary Report and all
required forms and document copies listed on the report.




e
2. Stipend Payments

(Those Not in Return for Services Rendered)

If a non-TAMUS employee / non-TAMUS student is receiving a stipend
payment (i.e., payment not supported by receipts, such as participant
support stipend or visiting scholar stipend) made through TEES Accounts
Payable, then the “Stipend Payment Form” must be completed and
attached to the AggieBuy non-PO based invoice. Stipends are paid
directly to the individual, never TAMU.

« If the individual is a student at a TAMUS institution but is neither
enrolled for summer school sessions nor employed by the institution
during the summer, then a stipend can be processed during those
summer months.

* The typical commodity code for NON-SERVICE stipends is 99900385.


https://tees.tamu.edu/fiscal/_files/_documents/Stipend_Payment_Form.pdf

Stipend Payment Form

TEES AggieBuy Stipend Payment Form

Attach compieted form to AggieBuy non-PQ based invoice payable to an Individual for stipend payments (i.e., payment
net supported by receipts, such as Participont Support Stipends or Visiting Scholar Stipends).

1. Isthe Individual curremtly enrolled at a TAMUS Institution?

[[]ves [ Jno

If yes, process through the student business service/financial aid office of the student’s academic institution. Then
create AggieBuy non-PO based invoice to pay the academic institution directly and include the Compass printout.
[Y¥ou cannot pay the individual directly in this case.)

2. If question 1 is no, is the Individual on PAYROLL at a TAMUS institution?
O Hwe
If yes, contact the Payroll Office— payment cannot process through AggieBuy.

If gquestions 1 and 2 are both NO, proceed with this form.

Name of stipend recipient:
Total time period recipient will receive support:
Total stipend amount for the entire time period: 5

Time period this payment covers:
Payment amount for this period: 5

Purpose of Stipend (or attach invitation letter):

Payment Certification:
I certify that the obove payment is aliocable and allowable under the awarded terms and conditions of the above
referenced TEES project. Further, no employer-employee relationship exists regarding these funds.

-

Signature of Principal Investigator, or Designes Printed Mame

3. Is the Individual a U.5. Citizen or Resident Alien?

s e
If yes, set up an AggieBuy non-PO based invoice to pay the individual directly; commodity code 9300385 in most

Cases.

If mo, review Payments to Mon U_S. Citizens on A/F website to understand the scenarios and requirements.




R —
Stipend Payment Date

Departments have discretion for when they want the stipend funds
released. AggieBuy / TEES will schedule for after the time period of
support unless department has changed the due date to an override date.




e —————
If Stipend is to a U.S. Citizen

Create non-PO based AggieBuy invoice:
- Input commodity code,
- Attach TEES stipend form,

- Attach invitation letter if visiting scholar.

- Make sure you understand the time period you are paying (should
be spelled out on the stipend form):

* Impacts dates you are entering,
» Impacts amount of the payment.




e —————
Stipends to Non-U.S. Citizens

« If instructed by stipend form to complete Glacier paperwork, please
setup the individual to be able to do so. Contact Payroll with Glacier

questions.

« Review “Fees/Stipends Paid to Non-U.S. Citizens” on A/P website.

« Taxes are typically 14% for a non-service — notice how the stipend
recipient has completed the category of their service. Below is a typical
Glacier category for a stipend recipient.

Scholarship / Feltowship (Non-Service ]
Applicable Tax Withholding Rate: 14 Percent

Does Not Apply or Form Is Not Submittec
Tax Treaty Exemption Status: Taxable
Tax Treaty Time Limit:  Not Applicable

— — - e -



https://tees.tamu.edu/fiscal/_files/_documents/Fees_Stipends_Paid_to_Non_US_Citizens_AB_Feb_2021.pdf

Glacier Income Type Choice for Stipend

Relationship with Individual
{Select as many categories as applicable, but make only one
cholce per category)

Income Type
LI applicable, select one choice per category)

I ¥ Student Receiving Scholarship or Fellowship

‘ Scholarship / Fellowship (Non-Service) ‘




e
Glacier Tax Summary Report For Stipend

« Review the report submitted by the stipend recipient for these items:
- Classification of service (prior slide)

- Applicable tax rate (should be 14% for non-service stipend)

- Tax Treaty Exemption Status
 This will be highlighted on right side of page
« Will be either taxable (i.e., setup a line item to pay the IRS)
« Or will be exempt (i.e., they can receive the full payment)

- Required Forms
- Required Document Copies

- Stipend recipient signature on Tax Summary report



How do | setup the IRS Line for
Stipend Taxes in AggieBuy

« Review these instructions carefully. They have screen shots and go
into great detail on the exact steps you need to take.

« Make sure you follow instructions for stipends (independent contractors
are also in this document).

« ltis important that the IRS section is properly setup as it triggers a
payment to the IRS for the tax line on each voucher.



https://tees.tamu.edu/fiscal/_files/_documents/Fees_Stipends_Paid_to_Non_US_Citizens_AB_Feb_2021.pdf

What should | Include as
an Attachment in AggieBuy?

« The completed and signed stipend form.

« [f visiting scholar, include the invitation letter also.

« If stipend form asks for Glacier, then the signed Tax Summary Report
and all required forms and document copies listed on the report.

« See AB document 53602974 for an example with just the document
that should be included (no more, no less).




Questions about Completing Glacier

« If you, or your guests, need assistance with Glacier, please contact
Engineering Payroll at 979.458.7493.

« Accounts Payable does not have access to Glacier.




Expense Types with Specific
Requirements

Depending on the type of expense/payment, there may be specific
documentation requirements before the payment can be processed. The
expenditure grid (or reviewing A/P forms) tells you about many of these
situations.

Below are a few more:

« Advertising

« Attorney Fees
 Food/Business Meals

« Gift Cards

* |Insurance

* Notary Fees

« Subscriptions

» Tuition vs Fellowship

« Capital Equipment Fabrications


https://tees.tamu.edu/fiscal/_files/_documents/Expenditure-Guidelines-Grid-FAMIS-Accounts.pdf
https://tees.tamu.edu/fiscal/accounts-payable/forms.html

R —
Advertising

» If paying for an advertisement, the tear sheet or proof of the ad for print,
or the script of the radio or television ad, must be attached as part of
the payment documentation, as well as the dates the ad ran.

« Advertisement is considered an exempt purchase for direct
advertisements in newspapers, magazines, books, internet, radio, and
television for example.

« Marketing plans or complete advertising portfolios are not considered
exempt and must be processed via a requisition through TEES
Purchasing if they are greater than the delegated limit.




Attorney Fees

« State agencies may not retain or select outside counsel or pay a
settlement or judgment without first receiving authorization and
approval from the Texas A&M System Office of General Counsel who
will obtain approval from the Office of the Attorney General.

« Please attach the letter from General Counsel that you have permission
to pay outside attorney fees.




Food / Business Meals

There are 5 main codes related to non-travel status food purchases

Food Categories Commodity Code Object Codes
Food — Business Meal 99900036 6340
Food — Catering (Service Performed) 99900285 6338
Food — Not Business Meal, Not Catering, Not 99900284 6339
Sponsored Participant Food
Alcohol Purchase 50202200 6341
Food — Purchases for Sponsored Participant 99900044 6373
(If need to be excluded from MTDC)




Business Meal

 Food coded 99900284 (6340) have to follow strict IRS rules for 5 Ws

Who — exactly who was in attendance with full names, etc.
What — breakdown of expenses / receipt

When - date of meal

Where — name of restaurant

Why — TEES benefit of business meeting

« Food/business meal form must be completed and attached (next slide)

 Business must have been discussed and documented on the form

« See expenditure grid for allowable accounts (remember alcohol needs
to be broken out separately and put on account that allows)



https://tees.tamu.edu/fiscal/_files/_documents/Business-Meal-Form.pdf
https://tees.tamu.edu/fiscal/_files/_documents/Expenditure-Guidelines-Grid-FAMIS-Accounts.pdf

Food/Business Meal Documentation

Food / Business Meals Documentation

To Be Reimbursed/Paid to:
Date and Place of Meeting:

TEES Benefit of Meeting:

Person or Group Attending (attach list if needed):

Names Job Title/Company

Account #

Breakdown of Expenses:

Subtotal on Receipt (all food and alcohol before tax and tip) ]
Total of Alcoholic Beverages (before tip and tax) ]
Total Tax ]
Total Tip ]
Total cost of the Food (see commeoedity code opticns below) ]
Total cost of the Alcohol (commodity code 30202200; subcode 6341) $ 0.00
Total Amount of Reimbursement: $ 0.00

I certify that this food and aleohol was purchased for the business purpose described above.

>

-Signarure (only if alcohol inchaded) Date

Below are the commodity code options for the food portion:
Business Meal -must list name of attendee / not group name  commedity code 99900034; subcode 6340

Catered food - nmst be served, not sponsered participants commaodity code 99900285; subcode 6338
Food purchased for sponsored participants commeodity code 99900044; subcode 6373
{execluded from MTDC)

Other Food commadity code 99900284 subcode: 6339

{not catered mot busmess meal'not sponsored parieipant food)



Is All Food a Business Meal?

« ltis not a business meal when food or a meal is being provided for a
conference, short course, or seminar.

« Coding on these can be complex — review bottom of business
meal/food form (BMF) for guidance.

« If alcohol is purchased, it will need to be separated (own line item) and
coded as a 50202200.

« Departments need to complete the BMF and include it as an
attachment in AggieBuy.




Also Not a Business Meal

« ltis not a business meal when food is provided at an official event
(business meeting, employee training class, etc.) and the food is not
served as a major meal (breakfast, lunch, dinner).

» For example, cookies purchased for a meeting are not a “meal”. They
should be coded 99900284 (6339).

« The same goes for orange juice and donuts provided at an employee
training class.

* Please also remember to refer to the expenditure grid for the accounts
that can purchase official event food and include the business
meal/food form (roster from training class, generalization of who was
invited is fine for attendees).



Receipts for Non-Direct Billed Meals

» For non-direct billed meals, there should always be an itemized receipt
with a meal purchase, not just the credit card summary receipt.

« For business meal employee reimbursements both in AggieBuy or
Concur, you will typically submit both of these receipts (see receipt

policy).

« Again, food / business meal purchases must be documented on this
form.



https://tees.tamu.edu/fiscal/_files/_documents/Employee-Receipt-Policy.pdf
https://tees.tamu.edu/fiscal/_files/_documents/Employee-Receipt-Policy.pdf
https://tees.tamu.edu/fiscal/_files/_documents/Business-Meal-Form.pdf

Review Food Documentation
for Attendees

« The dollar amounts related to non-essential personnel at an official
business meal (e.g., spouses) cannot be allocated to accounts on the
expenditure grid line called “food and flowers — official events”.

« The spousal food and drinks will need to follow the expenditure grid line
called “food-general office use”.

« As a general rule, make sure you understand if official business was
discussed at the event or if the event was more social in nature (such as a
reception, appreciation meal, holiday party) and select the appropriate
account accordingly.



https://tees.tamu.edu/fiscal/_files/_documents/Expenditure-Guidelines-Grid-FAMIS-Accounts.pdf

Receptions, Galas and Other
Festive Parties
 Food provided at these events are also generally not business meals.

« It needs to be paid off an account that is eligible to pay for “general
office use” food (review the expenditure guideline grid).

» Include a food/business meal form (generalization of who was invited is
fine for attendees).




General Office Use Food

« Food for general office use (coffee, water, candy, etc. available to
employees, students, office guests, etc.) is not food for an “official
event’.

« It needs to be paid off an account that is eligible to pay for “general
office use” food (review the expenditure guideline grid).

« Code 99900284 (6339) on non-PO based invoices.

« The food / business meal form is not required for this category.




R —
Catering

« Catering services code 99900285 (6338) should be used if a catering
company is serving the food (except for sponsored participants which
need to be excluded from MTDC).

« The food / business meal form is required for this code.




e
Gift Cards to A&M System Employees

Taxable to employee regardless of dollar amount — see TEES Rule
31.01.99.E0.01 for amount limitations and purpose of allowable gifts.

Need clear benefit to TEES.

Code 5240 (A/P will code for you in AggieBuy but for P-cards, make
sure accurate code is put on document).

Attach “Request for Tax Withholding on Non-Salary Compensation
ltems” form.

Review Expenditure Grid for allowable accounts.



https://tees.tamu.edu/compliance-operations/ethics-compliance/rules-procedures.html
https://tees.tamu.edu/payroll/_files/_documents/Request_for_Tax_Withholding_on_Non-Salary_Compensation_Items.pdf
https://tees.tamu.edu/payroll/_files/_documents/Request_for_Tax_Withholding_on_Non-Salary_Compensation_Items.pdf
https://tees.tamu.edu/fiscal/_files/_documents/Expenditure-Guidelines-Grid-FAMIS-Accounts.pdf

R RRRRRRDRRREE(CGHCCGB®=SBE :B=«..,
Gift Cards to participants (IRB projects)

See Division of Research website for Payments to Human Research
Participants — there is a log that needs to completed and attach as
documentation.

There are additional forms due to potential tax consequences if one
individual receives more than $250 in a calendar year — please see that
section of the website, if applicable.

Use object code 5667 — contracted services — research subjects (A/P will
code for you in AggieBuy but for P-cards, make sure accurate code is put on

document).

Review expenditure grid for allowable accounts.



https://vpr.tamu.edu/human-research-protection-program/payments-to-human-research-participants/
https://vpr.tamu.edu/wp-content/uploads/2021/08/Research-Participation-Multiple-Payment-Certification-Form.pdf
https://tees.tamu.edu/fiscal/_files/_documents/Expenditure-Guidelines-Grid-FAMIS-Accounts.pdf

NEsssS————..—
Gift Cards to Others

Need clear benefit to TEES.
Name of the gift recipient must be documented on the payment request.
Need to state that the person is not a TAMUS employee or student.

See expenditure grid for allowable accounts.

Use object code 5241 — nonemployee gift.
Must be under $600. If above that amount, the person must be setup as a

vendor and a direct payment be made to them directly through AggieBuy
due to tax consequences of such a large gift.


https://tees.tamu.edu/fiscal/_files/_documents/Expenditure-Guidelines-Grid-FAMIS-Accounts.pdf

Insurance

As a general rule, a department should not purchase insurance without
prior approval of the policy — either by System Risk Management or TEES
Insurance Services. This office oversees property and casualty insurance
policies and coordinates the review of property damage and personal
injury claims filed against TEES.

When submitting a document in AggieBuy for an insurance policy make
sure you have attached the prior approval to ensure all insurance coverage
is procured in accordance with System Policy 24.01: Risk Management.



https://tees.tamu.edu/fiscal/property/insurance-services.html
https://tees.tamu.edu/fiscal/property/insurance-services.html
https://policies.tamus.edu/24-01.pdf

e
Notary Fees

« State employees designated by a state agency to be a notary public
are no longer required to purchase a notary bond.

« Therefore, when notarizing documents outside the course and scope of
your work duties, you will not have the protection for your actions
unless you personally purchase the notary bond.

« All notary applications are to be submitted to the State Office of Risk
Management with a check for $11.00 made payable to the Secretary of
State. Procedures and applications can be found at the State Office of
Risk Management website.



https://www.sorm.state.tx.us/insurance-services/notary-without-bond-forms
https://www.sorm.state.tx.us/insurance-services/notary-without-bond-forms

Subscriptions

« Subscriptions should be in the name of TEES/ the department.

* In general, payment cannot be made more than six weeks before the
start of the subscription period.

« If payment is required earlier than six weeks, an explanation must be
included on the voucher when on state funds.

« Give the beginning and ending date of the subscription on the voucher.

« The voucher must state the exact campus address where the
subscription is to be mailed.




Amazon Prime Memberships

« TAMUS has a purchasing partnership with Amazon Business.

« All Amazon purchases should go through our centralized Amazon
Business account.

« TEES funds can no longer be used to purchase an Amazon Prime
Membership.

« Contact TEES Purchasing for more information about signing up for
Amazon Business.




Tuition

« COE departments can use their TEES accounts when entering tuition
in TWAPMTS.

» Tuition cannot be posted to a State account (1xxxxx) or to an SRS
SA=00000 (must use a different SA).

« If not using TWAPMT process, may only pay a TAMUS academic
institution, never an individual.

« AggieBuy backup must include Compass printout.




e
TAMU Fellowship / Scholarship Definition

Fellowship

Funds given to assist living and educationally related expenses.

Monthly (or lump sum) payment to student through their TAMUS
student account.

You might hear these referred to as stipends but when paying a
TAMUS academic institution, we do not code as a stipend so please do
not use word “stipend” in AggieBuy for these situations.

This ensures A/P will assign accurate coding. Usually called a
Fellowship on your Compass backup so use that word in AggieBuy
description.

Scholarship

Awarded on competitive basis.
Lump sum payment to student through their TAMUS student account.



e
Fellowship / Scholarship

« Always pay TAMUS academic institution (Q invoice through iPayments)

* Never pay an individual directly for a fellowship/scholarship

« AggieBuy backup must include Compass printout




Capital Equipment Fabrications
(Construction in Progress)

Individual pieces are purchased and put together to create one single item
which must:

« Reach a value =/> $5,000.00
« Have a Useful Life greater than one year
« Be functional and standalone asset

« The department / Pl is responsible for identifying invoices applicable to
the fabrication

« The PI must also notify their accounting staff if parts are removed, so
that the value of the fabrication may be adjusted accordingly




Fabrication ltems to Note

« The first voucher does not have to exceed $5,000.00.
* Vouchers may cross fiscal years.

« All transactions should be coded Object Class Code 8733 (do not put in
commodity code but use object code on “Codes” section.
(A/P will not know that this is part of a fabrication so you need to add
code / comment as we would probably assign wrong commaodity code.
If PO, make sure purchasing is aware of proper object code.)

« Smaller values which would typically be expensed can be capitalized
(obj code 8733) as long as the items become a permanent part of the
end item, are not consumables, and will not be removed from the final
build.

« Extended maintenance/repair/service agreements are not included in
the value.



More on Equipment

« If you purchase inventory items, an email is being sent to your Alt APO
to build the preliminary asset in Canopy.

» If you are aware of invoices that include inventory items, it would be
helpful if you communicate with your departmental Alt APO (provide PO
# or whatever information you have) so they can start gathering
information to build the asset.




Purchases on
State Funds




NEsssS————..—
State Funds on POs

« If AggieBuy is used “properly” (i.e., Requisition to PO to
Invoice Payment) then the PO suffices as a purchasing
documentation element of the 3-way match.

» Do receiving in AggieBuy to acknowledge receipt of the good
or service. i.e., two-way match rules do not apply on State

funds.




State Funds on non-PO invoices

State required 3-way match guidelines:

1. Purchasing documentation (e.g., PO form, quote from vendor, catalog
price list, pricing printout from website, etc.). Price quote must be dated
PRIOR to the purchase of the goods. It should include the order date,
quantity, price of goods & estimated shipping charge (even if it is an
estimate, the amount that can be paid cannot exceed the quoted
amount — move overage to local funds).

2. Invoice (must be stamped with IRD).

3. Receiving documentation (e.g., GRD stamped on invoice, packing slip,
receiving report, etc.).



Spot Purchases

If the purchase was made and picked up directly at the vendor’s
establishment within B/CS (or in rare occasions, while traveling or if
residence is in another city—comments need to be added to explain), this
is called an “On the Spot Purchase” and a quote prior to the purchase is
not needed. Be sure there is a comment in AggieBuy (or written on the
receipt) that includes “SPOT PURCHASE PICKED UP”.




Examples of Iltems NOT Allowed
on State Funds

« Tuition, scholarships and fellowships

e Food/ business meals

« Sales tax
 Tips

« Alcohol

« Gifts

* Any amounts above the PO or quote (includes shipping, surcharges,
hazard fees or any other charge that is tacked on to the invoice)



Travel Direct Bills on State Funds

» Field in AggieBuy called Reimburse Vendor ID.
- Needed when using State funds to pay a direct bill vendor.

- Will allow a non-po invoice creator to be able to select a vendor
(person who used the direct billed service) and then you select a
reimburse vendor ID (the invoice vendor).

« Example, state funds are being used to pay an Enterprise Rental Car
invoice.

- The vendor that will be chosen on the initial create invoice screen in
AggieBuy is the person who rented the car. (If they are not setup
as a vendor in AggieBuy, that will need to be done first).

- Then, the reimburse vendor ID will be Enterprise Rental Car. The
reimburse vendor ID will become the vendor record used to create
and distribute the payment.



Detailed Manual Entry Blljr'EHmeICE Approvals Matching Comments

Summary  General Discount, Tax, Shipping & Handling Cod

Hide header
Invoice Type Invoice This is where you will add the  |djt
invoice vendor, in this
Invoice Number example Enterprise Rental Car
Supplier Invoice No. test 1234
Supplier Name SLATTERY JOHN € more info...

Reimburse Vendor ID




Employee or Student Reimbursements on
State Funds

« If an employee or student makes a purchase with personal funds and
needs to be reimbursed from a state account, use the Reimburse
Vendor ID field.

« First, identify the receipt vendor (merchant) to be selected as the
“Supplier Name” in AggieBuy. If that merchant is not already setup as a
vendor, you will need to get the vendor setup first.

« Select the employee for the Reimburse Vendor ID field.




R —
Employee Example on State Funds

« Employee Clint Merritt paid Dealers Electrical Supply and is requesting
reimbursement.

« Select Dealers Electrical Supply as the Supplier Vendor.

« Select Clint Merritt in the Reimburse Vendor ID field (remember, if your
employee is not setup as a Reimburse Vendor ID, work with TAMU
Vendor Help).

« Once you have entered both vendors, Dealers Electrical Supply will
ultimately be the vendor in FAMIS and Clint Merritt as the Alt Vendor in
FAMIS and the payment will go to Clint Merritt.

| Invoice Information 7 X
Invoice Type Invoice
Invoice Number
Supplier Invoice No. 640654065046
Supplier Name Dealers Electrical Supply “more info...
Reimburse Vendor ID _

X0039414000 Clint Merritt N
X0039441000 Dell Marketing LLC

Supplier Account No.




Service Department Selections when paying
Texas A&M University, TEES, Agrilife, etc.
on State Funds

« If making a payment to TEES, Texas A&M University or any other
System Member, you must select the appropriate service center
(examples shown on next slide).

« Ifitis not a service center you are paying, then you can just use the
default selection.

 To be able to select one of the service centers shown below, you can
simply select the normal Texas A&M University (or TEES, etc.) vendor
and then edit the remit to address.

 You will NOT use the Reimburse Vendor ID in these situations.



e
Service Department ID Examples

Texas A&M University Transportation — X0101417023

Texas A&M University Utilities — X0101417024

Texas A&M University Health Services — X0101417025

Texas A&M University Police — X0101417026

Texas A&M University Information Technology — X0101417027
Texas A&M University Telecom — X0101417028

Texas A&M University Educational Broadcast Services — X0101417029
Texas A&M University Financial Services — X0101417030
Texas A&M University Library — X0101417031

Texas A&M University Facilities Administration — X0101417032
Texas A&M University Student Services — X0101417033

TEES AggieFab Facility — X0101448025

Please remember that in AggieBuy, TEES should not be a vendor unless
you are using State funds to pay a TEES service center. When using local
funds, use the IDT process, not AggieBuy.



Understand Searches to
ldentify Problem Invoices in
AggieBuy




Returned Invoices

In AggieBuy, non-PO based invoices can be
returned to the creator by an approver (within
the department, Fiscal Office, etc.) or
automatically by the system for a variety of
reasons (usually budget check failure).
Returned invoices need to be addressed by
the creator within the department.




How Do | Find Returned Invoices?
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| TEXAS A&M

UNIVERSITY

[l Accounts Payable

Invoices and Receipts

My Returned Invoices

Invoice Number

Supplier Invoice No,

Draft Invoices
Results Per Page 20

= Supplier Invoice No. =

% 8% & wae67205D

Number of Matching Invoices: 1

Supplier Name PO Ne. Invoice Create Date Invoice Date

REDSYSTEMSING o POs 7122007 7/10/2017

AdfL

Number of Matching Invoices: 4

Invoice Type Invoice Total

Invoice 638.00 USD

Delete selected drafts ¥ | Ge
?

{ Pagelofl|}

Supplier Name “ PO No. = Invoice Create Date ¥ Invoice Date ™ Invoice Type ™ Invoice Total =

A ARABE 1~ ~ T iR HEMALTY
AMADOR EUNIC No POs 8/17/2017 §/16/2017

Invoice 125,00 USD




Who Else Can See My Returned Invoices?

Generally, no one else can see these and you can'’t find them by
searching for the AB invoice #.

Always keep an eye on this AB box and make sure your student
workers do as well or invoices that you thought were getting paid may
not be paid at all!

Detailed instructions on how to review these invoices can be found
here.



https://tees.tamu.edu/fiscal/_files/_documents/Returned-AggieBuy-Invoices.pdf

System Generated Budget Error Returns

Notice the message has the word “more” at end so press to read the

remainder of the message.

Detailed Manual Entry Buyer Invoice | Approvals Matching Comments (1) Attachments (

t! Click to filter history ?

Records Found: 18

Results Per Page 20 v

L':‘ne < Date/Timew User = Step(s) Action < Field Name < From
o

712772017 Syste [OCE5S
512 PM -
Go to the history tab to see why the invoice was returned
772772017 Syst
5:12 PM

7/27/2017

5:10 PM

System  Non-PO Message transmission to

Encumbrance external system successful,

Export CSV

d/Pageloflik|?

To Note

empty

FAMIS Doc# 59833AG **Error found™™ Rejected - SA Direct
bottom line exceeded on 490920-10301 by 4... more.

Once you have determined that the budget problem is resolved (or you change
the account on the document), you can put back into routing by pressing
“Complete” at the top (as you typically do to route a document).



If Assistance Needed with Budget Errors

« Griselda Vazquez can assist with CC28 local account budget questions
and “flag flipping”.

« SRS PAs can assist with sponsored account budget issues and “flag
flipping”.

« A/P staff do not have that FAMIS access.



mailto:gvazquez@tamu.edu

TEES Returned Invoices
that Need to be Deleted

« If you have this situation, please send an AggieBuy comment to Karen
Gregory, as opposed to someone else in A/P, requesting the invoice be

cancelled.

« Typical reasons you need returned documents canceled:
- Wrong vendor on invoice and you need to start over
- Document has already been paid on either a different AB doc # or
by credit card
- No longer need to make payment

« Canceled invoices will release the encumbrance (if the account is not
frozen).



R —
AggieBuy Comments

« How A/P communicates with you about an invoice.

» Please make sure you are reading comments. \WWhen responding, do so within
AggieBuy. Do not hit reply in your email — we need the audit trail to stay in
AggieBuy.

* Notice that AggieBuy automatically checks creators and other commenters so
uncheck as needed to not bother extra people.

« A/P student workers assist you with invoice creation (PO based invoices and
some non-PO ones as well)

- As creators, returns go back to them.

- They need you to provide answers so they can help you — please respond
to their comments but don’t include them on questions to others.

- If system returned to them for budget issue, they remove the account and
put back in routing (to department allocator). Look at comments / history
to see error to resolve.



R —
AggieBuy Comments (continued)

« Once you receive an email about a comment on a document, press
“View Comment” to read it within AB and respond within AB as well.
(This is also the only way to know who else received the comment.)

« If you did not create the document, this is the only way you can see
returned documents.

« Once you are on a returned document, you can make changes and
submit / complete it, regardless of who originally created it.

Re: COMMENT ADDED TO INVOICE #: 60630797

Dear Karen Gregory,
B 2 commented on Invoice 60630797

Comment: This is now a duplicate. Can you please delete? Thanks.

To reply to this comment click on the following link

View Comment

Comnnart Taam Cantact Infarmatinn-



R RRRRRRDRRREE(CGHCCGB®=SBE :B=«..,
PO Change Requests

« Great for changing account numbers on a PO.

« TEES Purchasing asks that when you are trying to change something
that impacts the vendor (quantity of items, etc.), to please just send a
comment on the PO to Mary Williams and David Kirk instead of doing a
change order. TEES Purchasing will work with the vendor and assist
which will probably go smoother than contacting vendor through the
change order process.



http://coe-intranet.tamu.edu/Business_and_Finance/TEES/Accounts%20Payable/files/Aggiebuy%20Change%20Request.pdf

AggieBuy Encumbrances

« If a document that has already encumbered gets returned, when it is
resubmitted, it looks for enough funds to encumber again.

« |t will NOT encumber the second time, but it needs that amount of funds
available.

« If document gets returned and you know it has already encumbered,
contact your PA if SRS account or Griselda Vazquez if CC28 local funds.

« When they have “flipped a flag” or made an adjustment to the account, try
again.

« Example on next slide.



R —
Look for Encumbrance in AB History Tab

- The document encumbered: ‘
11/29/2017  System  Non-PO Encumbrance  Invoice budget check passed Invoice 55767784, FAMIS Doc 21296AH
10:34 AM

« The document was returned:

1232017 Shaana Invoice Retumed (via ematl) Shaana  Dons Wilson —
044 AN Chsfey Chistey

« The document got returned when it was resubmitted:
12042017 System Invoice Retumed (ina U emply Doris Wikon  FAMIS Doc# 21296AH **Error found™ Rejected - SL Divect botiom
750 PM line exceeded on 503019 by 3258.1... more.

L ]

Now, you need to contact someone to flip a flag in FAMIS before you re-
submit the AB document again.



How to See the Encumbrance
that AB Referenced

« Screen 66 in FAMIS with the FAMIS Doc # from history tab
* Notice the encumbrance is still “Current”

066 Support Account OC Inquiry by Reference 05/03/18 16: 34
FY 2018 CC 28
Screen: Reference Number: Acct:
Thru Month: LETY)
Totals Only: (Y/N) Reference Indicator: E
Account Vendor Description
Create Last Act Original Liquidated Adjustments Current
503019-00003-6030 Invoice Encumbrance for 55767784
11/29/2017 11/29/2017 6,000.00 6,000.00




Hanging Encumbrance on PO

« If you create a PO but then pay the invoice as a non-PO based invoice, it
will not release that encumbrance that was created.

* You have created extra work by re-typing the invoice data and then
someone will need to manually release the hanging encumbrance.

 Remember to look at your invoice carefully.




R —
Hanging AB Encumbrances

« Encumbrance issues tie up department funds.

« Be looking at accounts for unnecessary encumbrances.

« Keeping up with Returned documents will help with this - if the returned
doc encumbered funds and is no longer needed, it needs to get placed
back in routing and canceled to release the encumbrance.

« Keep in mind, the encumbrance will not release with the AB canceling if
the account if frozen.

« On CC28 non-PO invoices, contact Karen Gregory if you need an
encumbrance released on a cancelled or paid AB doc. You need to
provide the FAMIS reference # and the AB document #. If AB doc is in
progress or returned, you need to complete the AB actions to try to
release the encumbrance without Fiscal doing the manual steps.



R —
Returned vs Rejected in AggieBuy

« Returned = goes to creator for them to fix.

* Rejected (canceled) = will not be paid. It will try to release the
encumbrance, if one existed. If account is frozen, encumbrance will not
release but AB document will cancel. The easy way you will know
about the hanging encumbrance is to check FRS66. Contact PA, if
applicable, and Karen Gregory to manually release these
encumbrances.




Rejected Invoices

* You will receive an email about rejected invoices, unless you turned
those off in AggieBuy Preferences

* You also see them in your “bell” notifications (more on rejected /
canceled invoices later)

Karen Gregory ¥ % ™32 &1 woo2UsD EEraRClege)

Notifications

Accounts Payable

A Buyer Invoice Has Been Rejected

pprovals
. Click here to see all notifications
Filter App




HOW TO REVIEW INVOICES IN
AGGIEBUY AND FAMIS TO
ANSWER VENDOR QUESTIONS
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4 AggieBuy Pay Statuses

(no status will show on returned invoices)

In Process
Payable

Paid

Cancelled




R —
AggieBuy Pay Status = In Process

« Means it has not been approved through every workflow yet.

« Review “What's next?” tab along right side, look for “active” box.

« Don’t be confused if the “active” box has a check mark next to a name,
one workflow can need multiple approvers (i.e., multiple department
accounts and therefore multiple final approvers needed).




NEsssS————..—
What’s next? Tab

Expand the “active” link to see who the document is waiting with for
approval.

CONLEE-GARRETT MOVIN GARRETT TRANSFER &STORA... w

Total (515.63 USD) 3 28-Final Approver
What's next? w
| . 20 EITS Einal Annrove

Submitted Griselda Vazguez

. 28-Non-PO Approvals Michael Leg ry

. Non-PO Encumbrance
28-Final Approver

28-Non-PO Motification

OK to Pay



Who Should | Call if | need invoice
“approved quickly” to Payable status?

« One of the people on the active workflow box
(see previous slide to find those people on the active workflow step).

* You can review the history tab across top of document to see when it
was approved in the prior workflow box (i.e., to see if the people in the
active workflow just received it).

Summary Matching Supplier Messages Comments Attachments o History




R —
AggieBuy Pay Status = Payable

« Means it is through AggieBuy approvals but holding for due date (or

paid today).

Invoice Type Invoice

Pay Status Payable

Invoice Number 74429350

Supplier Invoice No. 5941

Supplier Name KOCUREK INDUSTRIES INC  more
info...

PO business unit 28-Texas A&M Engineering
Experiment Station (28)

PO Department 28-PETE (28-PETE)

Invoice Owner Dawson Behee

Invoice Date 2/7/2019

Discount Date

Due Date 3/9/2019

Terms 0, Net 30




R —
Payable Status, Due Date in Past

« Due date in the past but still payable status — why?
General & -

Pay Status Payable

Invoice Date 8/12/2021

Discount Date no value //
P
x
Due Date 9/11/2021
Terms 0, Net 30

« Look at “What’s next” workflow to see when it completed routing. It may
not have completed routing until after the due date (and if the completed
date is today or yesterday, it may be in cycle to pay and AggieBuy not
updated yet).

Completed

3/7/2022 9:50 AM



R —
AggieBuy to FAMIS: Non-PO Invoice

« In situations with a past due date or due date of today, look the next day.
Then you will see the status updated to “Paid”.

« [|f you don’t want to wait, look in FAMIS now for FAMIS status.

« Use AggieBuy “Invoice number” (not supplier invoice number) which is
also the AggieBuy document number.

!

Invoice Mumber 74489708 Supplier Account Mo.
Supplier Invoice No. 93715856 .

Invoice Image & 93715856.pdf
Supplier Name LONZA WALKERSVILLE INC

« If non-PO based invoice, take doc # (also called invoice #) to FRS167 and
use the last 7 digits.




NEsssS————..—
Screen 167 shows the FAMIS Status

« FAMIS status = CYCL

« This FAMIS status means the check or ACH generated “today”

167 Voucher Inquiry by Deiﬁef 02/25/19 14:57
FY 2019 CC 28

Screen: Dept Ref: Fiscal Yr: of 2 Viewed Pgl(s)
Dept Vch
Voucher Lns Vendor Name 3 Net Amount Description

4489708 9911389 1 LONZA WALKERSVILLE INC  CYCL 345,00 RESERRCH SUP




R —
AggieBuy to FAMIS: PO

 Tolook up a FAMIS status when the AggieBuy document is a PO (as
opposed to non-PO based invoice like we just reviewed), use FAMIS
screen 295 with the AggieBuy PO number.




When Invoice is on a PO,
Gather the PO #

Invoice » 120350946 ~ » ™ @  3of922Results v

\ . v Documents
General - Addresses & Note/Attachments F ooV
Payable Remit To mal Nate ng value
il nternal N na value
366060 PO BOX 290 What's next?
TEXAS CITY, Texas 77592
B F] 3 T, surcoon United States

COMPANY EVCO PARTNERS LP 3rd Party Address 1D 00-X0100415002




Take AB PO# to FAMIS Screen 295

« Use screen 295 to find FAMIS Document # from AB PO#.

295 SciQuest Document Xref /

Screen: . SciQuest Document 1ID: F

Doc Description /

971442A ABOB42512 AggieFab- PTFE Tubing

« Take that # to screen 350 and search for your supplier invoice # and select
that line.

350 Invoice Inquiry by PO Document 03/07/

/ FY 20
Screen: Doc:

Pg of 1 Viewed
Nbr M Invoice
Invoice Itm Invoice Tot St Voucher St Date v

971442AR 366060 116.74 IP 9211893 08/12/21 E
871442R 367072 12.74 CO 9123981 MS 08/17/21 E




NEsssS————..—
Now we see the FAMIS Status!

And now you will be on FRS358

Notice the voucher status = OUT and you now have the FAMIS voucher #

338 Invoice Document Inquiry 03/07/22 14:22
ﬁ FY 2022 CC 28
Screen: Doc: Inv: N
Vendor: X0100415002 EVCO PARTNERS LP DBAXBURGOON COMPAN  Voucher: 9211893
Inv Amount: 116.74 Status: CO 03/07/2022 Vchr FY: 2022
Inv Dt: 08/12/2021 Matched St: MS Match Successfu Encl Cd:
Inv Rcvd Dt: 03/07/2022 Routing St: d PO Lig Ind: P

Terms: N 30 Voucher : OUT‘J Posted: Y
) _ e .




Where do | see the Payment Due Date
on the PO based invoice?

You found the voucher number on screen 358 so take that number to screen 168

F2321 Make selection to proceed to screen 169
168 Voucher Total Inquiry 03/08/22 15:
FY 2022 CC
Screen: . Voucher: Fiscal Year:
Status: CYCL
dor: X0100415002 EVCO PARTNERS LP DBAXBURGOON C Hold: N
Al ndr: Encl:
Due Dt: 08/11/2021 Desc: TK5B378792T TUBING, TUBE
Inv Dt: 08/12/2021 Cust AR Nbr:
Dlvry Dt: GSC Ord:
Dept Ref: 7312307 Cont Wk Force: Confidential: ACH:
Tran Cd: 140 FAMIS Trace: St Warrant Nbr:
St Req Nbr: ACH Dt: Warrant Dt:
Vehr Total: 116.74 Check Recon: USAS Doc Type: PCC:
Bank Trace: IC: Reason: Orig Dist Dt:
S Itm Account Net Amount Invoice Number Bank

1 270060 00000 4076 116.74 971442R 366060




NEsssS————..—
6 FAMIS Voucher Statuses to Know

« CYCL = means the check or ACH generated today.

« OUT = posted into FAMIS (from AB). Waiting on Payment Due Date.
« PAID = payment has processed and check # / ACH # is now available.
« RECN = Vendor has cashed the check.

« P-OP = Document final approved in AB the day you are reviewing it;
document will try to close and post in FAMIS overnight.

« P-CL = AB work is complete, but error occurred in the posting of the
voucher; TEES Fiscal is aware of these issues and works error
reports daily.



OUT Status

168 Voucher Total Inquiry 03/07/22 14:

‘Ev 2022 CC
Screen: Voucher: Fiscal Year:

Status: OUT
Vendor: X0100328005 SUMMUS INDUSTRIES - VWR Hold: N Pend:
Alt Vndr: Encl: Wire:
Due Dt: 03:‘301’2022_ Desc: ETHANOL 200PRF 4X1GL PRM St Vchr:

Inv Dt: 02/28/2022 Cust AR Nbr: Revolv:
Dlvry Dt: GSC Ord: Chg Src:
Dept Ref: 4577641 Cont Wk Force: Confidential: ACH: Ovrd:

Tran Cd: 140 Check Nbr: St Warrant Nbr:
St Req Nbr: Check Dt: _ Warrant Dt:
Vchr Total: 58.42 Check Recon: USAS Doc Type: PCC:
Bank Trace: IC: Reason: Orig Dist Dt:
Account Net Amount PO No. Invoice Number Bank Dp Vd XRef

1 518560 00001 4040 . 020750B 8807713711 07121 N N




CYCL Status

« Payment generated today
« Check back tomorrow for ACH or Check #

168 Voucher Total Inquiry 3/098/22 14:
2022 CC

Screen: I Voucher: Fiscal Year:
Status: CYCL
Vendor: X0100051000 BECKMAN COULTER INC Hold: N Pend:
Alt Vndr: Encl: Wire:
Due Dt: 11/18/2021 Desc: VI-CELL® FOCUS CONTROL St Vchr:
Inv Dt: 10/20/2021 Cust AR Nbr: Revolv:
Dlvry Dt: GSC Ord: Chg Src:
Dept Ref: 9970297 Cont Wk Force: Confidential: ACH: Y Owvrd:

Tran Cd: 140 FAMIS Trace: St Warrant Nbr:
« Warrant Dt:

USAS Doc Type: PCC:

St Req Nbr: ACH Dt:
Vchr Total: 113.00 Check Recon:
Bank Trace: IC: Reason: Orig Dist Dt:

S Itm Account Net Amount PO No. Invoice Number Bank Dp Vd XRef




R —
AB Pay Status = Payable

« If you have an extenuating circumstance to justify the payment being
processed before the AggieBuy due date, please email Karen or Gina
with the voucher number and the justification to speed up the payment.

« Remember to use FAMIS 167 or 295 to find the FAMIS voucher
number. (Which screen you use is based on whether it is a non-PO
based invoice or PO based invoice).




AggieBuy Pay Status = Paid

General # - Addresses # -+ Note/Attachments r2RE

woice Type Invoice Remit To External Note  CC:28 FY:2022 VCHR:9209856
ACH:A153401 $289.00
PayStatus  Paid _ PO BOX 28072 DT:03/04/2022
NEW YORK, New York 100878072 Shotw ess t

nvoice Number 118864444 Internal Note ~ no value

United States
Supplier 198830828 Phone 1-800-7085444-
Invoice No. 3rd Party Address ID 00-X0100317000 External




Finding Wire Information

« If the invoice was paid via wire, you will not see the wire date in this
section, instead look lower down page under “Payment Information”. It
will be listed as check date.

« The wire confirmation page will also be an “Internal Attachments” in
AggieBuy.

Payment Information 4

Non-PO Goods  1/31/2022
External Note CC:28 FY:2022 VCHR:9210649 Revd Date

WIRE $900.00 DT:
Invoice Rovd 2/7/2022
Date

EDM Rcvd Date  no value
Check Number W031639

Check Date 211772022
(MM/DD/YYYY)

Specia Wire Transfer - US Dollar
Payment

Method



-
AggieBuy Status = Canceled

« Action needed by YOU depends on the reason invoice was canceled.

« Remember, returned versus canceled (rejected) are different in
AggieBuy. We discussed returned invoices earlier (look for under your
action flag).

The invoice contains one or more non-PQ invoice lines. They are excluded from the matching. _

LINDE GAS & EQUIPMENT INC

General ~+ Addresses ++ Note/Attachments »e+ v | Supplierinvoice No o

PayStatus  Cancelled Remit To Extenal Note o valle 66700866.pdf




Why is an Invoice Canceled?

- Inaccurate vendor being paid (no one can change the vendor after it is put
in routing)

- Duplicate invoice (maybe you paid on credit card)
- SRS or department reasons

- Generally, a canceled invoice releases an encumbrance, if applicable

- If a returned invoice needs to be canceled, do you remember what to do?




I——— e
Canceled Invoice

« AggieBuy sends a comment when an invoice created by you has been
canceled.

« Invoices can be canceled by anyone along the approval path so be sure to
look at comments to see why it was cancelled.

« Canceled invoices might need your attention.

Invoice Number 61287409 Supplier Account I
Supplier Invoice Mo. testreim
Supplier Name WILTON'S OFFICEWORKS LTD

Buyer Invoice Approvals Matching Comments (1) sSupplier Messages Attachme

Show comments for | Invoice i |

Records Found: 1

Gina Gressett [Reply To] [New Comment]

Applies To: Invoice - 61287409
Invoice Rejected - 4/16/2018 3:43 PM

Wrong vendaor.



Canceled Invoice Notification

T T Bl T 1 Emd ¥ Fage™ 2archy ¥ 10015 T

Karen Gregory ¥ % I-E? ‘1 LNVl Search (Alt+Q)

Notifications

Accounts Payable

A Buyer Invoice Has Been Rejected

Click here to see all notifications




Recelving



https://aggiebuy.tamu.edu/media/1290442/Receiving.pdf

Receiving

« How the department acknowledges that the goods/services have been
received on POs

« How the department provides the date that the goods/services were
received

* Provides the approval to release the payment for line items that match
(receiving done and invoice entered)

« Should ONLY be completed when the goods/services have been
received




R —
AggieBuy Terminology

« Received = an item is marked Received when it is physically received

« Returned = marked when item is physically returned to vendor.
(Often used to correct mistakes of receiving also)

« Cancelled = used to “close-out” a PO for future receipts (be careful)
* Quantity Receipt = PO set up with UOM in quantity

« Cost Receipt = PO set up with UOM in cost

AggieBuy will not allow you to create the wrong type of receipt
(quantity vs cost — you will see error message)

Create Quantity Receipt ? X

@ The following PO(s) you have selected are set to ignore quantity based
matching. Quantity receipts can not be created against these PO(s):
« AB0362030

|

Create Cost Receipt m




R —
2 Way Match

 Process in which the invoice is matched to the PO if it matches in
quantity, unit price, and extended amount without the need for receiving
to be evaluated

» Reduces the need for departments to complete receiving on lower dollar
purchases against punch-out vendors and other high-volume vendors
within AggieBuy

« Work with vendor if you do not receive items

Office Supplies / Furniture / Books/Promotional

| KTEJAS 2ol HBi

Staples HUB Partner Office Depot HUB Partner steelcase HUB Partner HUB
Welcome to
Texas A&M Engineering Experiment Station’s purchasing and e-
commerce website!

Computers / Technology

Remember to THINK HUB for all computers, computer-related . .
. . . £ . 12% MAN
peripherals, lab and office supplies. =1 Avinext TECHNOLOGY y
Summus Industries HUB - Downloadable HUB Reseller Apple/ PC HUB - Computers &

. . . Dell HUB Partner Quotes o :
https://comptroller.texas.gov/purchasing - 2 Products Electronics

http://dir.texas.gov/

ntt p:_-"'.:""v‘v' ww.txsmartbuy.com
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ACTION REQUIRED - AggieBuy No Receiving

automated email

When do you receive this email:

An invoice has been processed in AggieBuy in which the 3-way match
shows either no receiving, incomplete receiving, or "over" receiving.
The invoice will remain in a pending status until receiving is completed.

This email is intended for notification only, no email response is
necessary, but ACTION IS REQUIRED in AggieBuy.

If the goods/services have been received for any of the POs listed in
the email, please do receiving in AggieBuy as soon as possible.




Who Receives these Emails?

« This notice is sent to all department allocators and all department
receivers (based on PO department).

« This notice includes all invoices that are currently in the hold for receipt
and matching exceptions steps.

» Please do not ignore these emails — please work on getting receiving
completed so invoice can process through AggieBuy.

« The department has the option to have the default list overridden —
contact AP-Help@tamu.edu to request changes for your department.



mailto:AP-Help@tamu.edu

Comments in AggieBuy about Receiving

« If receiving still isn’'t performed by 10 days before the due date, TEES
A/P sees in our workflow.

« At this point, we will manually send a comment to you within AggieBuy
asking for receiving to be completed.

» For efficiency, please try to do receiving when you receive the emails
mentioned in last slides instead of waiting for this more labor-intensive

process.




e
Second Type of Action Required Email

ACTION REQUIRED - AggieBuy Invoices — Past Due and Due in 5 Days
« This notice is sent to all department allocators

« This notice includes invoices that are in the following steps:
- Department Allocator
- Departmental Approval
- Final Approval
- Receiving
- Missing Internal Attachments

« These invoices have a due date prior to today or within 5 days of today

« Invoices in these steps are waiting for something to be completed by the
department to be processed — it might not be in your workflow, but you can

help get it moved along by contacting appropriate department staff



“Receiving Required” Notifications

. Closely monitor the “receiving required” notification emails and complete receiving
as soon as possible upon receiving the notification. If the appropriate department
staff is not receiving this notification, please reach out to aggiebuy@tamu.edu and
provide the email addresses that should be receiving the notification for that
department.

 When you are looking at an invoice that needs receiving done, pay attention to the
current workflow step.

o Ifit says “Hold for receipt” — it is waiting on your department to add the
receiving document. Once the receipt matches up with the invoice, it will
automatically leave this box and move to the next workflow (if any). It is while
invoices are in this workflow that departments should try do the receiving to
be most efficient.

o If the department does not handle the receiving before the invoice is within 10
days of the payment due date, the invoice will go to a workflow step called
“28-Matching Exception”.


mailto:aggiebuy@tamu.edu

R —
“Receiving Required” continued

. Once at “28-Matching Exception” workflow, TEES A/P personnel will manually send a
comment to the department to complete receiving. The department business office
will input the AggieBuy receipt as promptly as possible or comment back to explain any
delays or note any confusion with the request for a receipt.

. Theinvoice will not automatically leave this workflow once receiving is completed
by the department (unlike the “hold for receipt” workflow). On the “Matching”
tab of the invoice (example below), A/P staff are monitoring for the invoice to
show “Matched” as the status on each line of the PO on the invoice. Once A/P
sees that the invoice shows this tab as matched for each line, they will manually
approve from the workflow step.

Invoice + POSSIBLE MISSIONS INC - 147837531 > & D -

| 1] ,l i
ABOB45200




NEsssS————..—
Unmatched

If your department receives a comment for an invoice that needs receiving but you
aren’t sure what the issue is, i.e., you think you have already completed receiving,

look at the tab on the invoice called “Matching”. This tab will show you which line
item on the PO has an issue and what the issue is. In the example below, PO line 7
needs a receipt done.

Match Status Matching Method nvoice Line No PO Line Mo Catalog Mo Description Size/Packaging

A

Ordered Received Met Invoiced




NEsssS————..—
Unmatched continued

o There may be times you don’t understand why the invoice is in match status “Unmatched” (red
symbol on at least one line) and you think the receiving is fine (i.e., there is a receipt for each invoice
on the line). In those cases, please reply to the receiving comment you received so that A/P staff can
investigate the problem. A common example of this is when the PO is setup for only quantity of 1 for
the shipping line item but then the vendor ships in multiple shipments with multiple invoices. This will
cause AggieBuy to not match up properly even though you have entered as many receipts as there are
invoices.

(In other words, in these multiple invoices for 1 ordered situation, if it was a “quantity receipt PO”, you
will need a receipt for each invoice received. Make sure you enter the receipt so that the number of
invoices and number of receiving documents match for that line item. It will still show unmatched on
the invoice so you will send a comment explaining that it does not match due to multiple invoices for
shipping/whatever reason. Your comment will help avoid payment delays.)

Match Status Matching Method Invoice Line No PO Line No. Catalog Mo, Description Size/Packaging Unit Price
- l- Unmatched 3 Way 1 1 /A Assist TEES to delive Ea 10,118.29 USD
MATCHING EXCEPTIONS MATCHING SUMMARY
= |nvoice quantity exceeds PO by: 1
ricR uesnily excee i in Ordered Received Wet Invoiced Exception Reason
= Receipt quantity exceeds PO by 1
Quandity 1 2 2 Receipt guantity excesds PO by 1



Receiving Course

* Receiving can be confusing.

 There is an AggieBuy course taught on receiving that you can sign up for within
TrainTraq.

e Itiscourse 2111374: AggieBuy Receiving Training via Zoom.

Home EeJTa2Relclllil Find Classroom Training My Transcript | My Manager | Support

Courses

Course Search

Course Name Course Number

[keceiving |

|_] Search course name and descr iption

Category

s Al == o

TAMUS Member (UniviAgency) Course Tag Course Type

— Al - v | [-Al- v | [-All- "
Name

2111374 : AggieBuy Receiving Training via ZOOM

Finance & Business - Purchasing/procurement
TAMU FINANCIAL MANAGEMENT OPERATIONS: Learn how to receive goods and services within the AggieBuy system via ZOOM. For questions about this



NEsssS————..—
How to Receive ENTIRE PO

Open the purchase order

Select Create Quantity Receipt (or Cost Receipt based on your PO) and click Go
Enter the actual goods received date in the Receipt Date field

Optional Enter the invoice/packing slip # in Packing Slip No. field

Select Complete

bl

Most mistakes happen when receiving entire PO — be sure you really have everything!

_ Back to Search Results ¢ 500f 3034 Results » Purchase Order Numbar(s) X70003245 7
lotence N XT0003245 Revision 0 Avallable Actions | Create Quantity Recaipt ¥ E

Supplier Tejas Office Products, Inc. Add Comment O

Status pyrchase Order Revsions PO Approvals Shipments Recaspts Invoices Comments (1) Attachments History T

General Infarmation ! Document Status

XT0003245 AP saly




Header Information 4

Receipt Name 2017-01-02 920000752 01 Receipt L/2/2017 454:36 PM J Man

Receipt No F-upplirr MName Received by

To Be Assigned Tejas Ofhce Products, Inc gy Ghoroer

DELIVERY

at v « DTS Sther r

Receipt Lines ?

Lime Details

For Selected Lines: | Remove Selected Items + | [

PO Line Catalog  Qty/UOM Previous Add 10

PO No. Product Name anti Line Status Actions
No. No. ordered Recaipts S—— Inventory
1 # nt Pens. Me Pomnt L n, Cle ol Black 01 1DZN 190979 | Received * iinmseotk e
; . 190980 = Receive & Returm
190983 i
190990 =)
190991 =i
190997 i<
2 RT Ratractable Balipount Pens Medium Point 1.0 men Clear Basral Blus 807882 1DIZIN 190979 &= Received * Remove Line
. 190983 = Receive & Returm
190990 &=
190991 G
190992 o=
4 ! Peartel EnerGel RTX Retractable Lic 5. Medum Needle Point, Medium Point 651807 3 DEN 190979 = 3 Receved * Remnove Line
_, 0.7 mm_Viclet Barre 90980
; o 190980 b= Recerve & Return
190981 &=l
190498 3 =l
190990 =
190991 &=

190992 o=

190993 =




How to Partially Receive Items on a
Purchase Order
« First 4 steps are the same as receiving for entire PO
« Then remove the items that you have NOT received (next slide)
« Verify / adjust the quantity that you have received

« Select Save Updates

« Select Complete




Receipt Lines
Line Details
?
For Selected Lines: | Remove Selected ltems * m

PO
PO No. Line Product Name
Ne.

Catalog Qty/UOM  Previous Add to

Ne. ordersd  Receipts Quantity Inventory Line Status Actions

24 Pentel RS.V.P, RT Retractable Ballpoint Pens, Medium Point 1.0 mm B0B401 1DIN 190979 0
=l Clear Barrel Black Ink, 12 -:.,0— 190990 |
190991 ¢

190842 6

Remove Line

Receive & Return

& B B ES

Remaove Line

0324 2 Pentel RS.V.P, RT Retractable Ballpoint Pens, Medium Point 1.0 mm, 807882 1DIN 190879 §
B\ Clear Barrel, Blue Ink 12/Pk € 190990 i
190991 |

1809924

Receive & Returm

e A g g

Pentel EnerGel RTX Retractable Liquid Gel Pent, Medium Neadle 651807 3IDIN 190979 & 3 Remove Line

=) Point, Medium Point 0.7 mm, Violet Barrel Violet Ink, 12/Pk & by
Note:
If you need to remove multiple items you [ =y
can select those items and then “remove
selected items” and Go instead of removing
each item individually



T
Verify / adjust the quantity that you have received

Receipt Lines

Line Details

PO :
: Catalog Qty/UOM  Previous i Add te ; -
PONe. Line Product Name No sedesed Receipts Quantity Line Status Actions

No Inventory
Pentel R.5.V.P, RT Retractable Ballpoint Pens Medium Poent L.Omm, 508401 1D2N 19097968 11 Receved ¥ Remove Line
Clear Barrel, Black Ink, 12/P% & 190990 (=
160991 b~
190992 s

24 ! Pentel EnerGel RTX Retractable Liguid Gel Pens, Medium Needle 551807 3DIN 190979 D — =
= Point, Meium Pint 0.7 mm, Violet Barrel, Violet Ink, 127k € 190990 Receive & Return
190991 =

Recetve & Retuin

190992 =



How to Return Iltems on Quantity Receipts

o O A

© N

Open the purchase order

Select Create Quantity Receipt and click Go

Enter the actual goods received date in the Receipt Date field

Optional Enter the invoice/packing slip number in the Packing Slip No. field
Remove the items that you have NOT returned

Verify/adjust the quantity being returned and select Retuned from the drop
down

Select Save Updates

After you save then the Returned For section will appear and you need to
select the reason for the return (required). You can add additional notes if
needed

Select Complete



Step 5

Receipt Lines ?

Line Details

1
For Selected Lines: | Remowve Selected Items ¥ m
PO N L':{, Product N Catalog Qty/UOM  Previous p Add to Line Statu: Acti
- N': M STy MNo. ordered Receipts ‘antty Inventory e 2 -
. 1 . RT Retractable Ballpoint Pens, Medium Point 1.0 mm, 808401 1DZN 10097946 1 v | | Remove Line
o] Clear Barrel, Black Ink, 12/Pk © 190990 (=i
190991 i=i
190992 =
2 m TEA2 19097968 1 Received W Remove Line
) 190990 = Recebwe & Return
190991 =
190992 &=
T 651807 3DZIN 190979 L= v Remowve Line
- 190990 =i Receve & Return
190991 (=

190992 =)




Receipt Lines

Line Details

PO
PONo, Line
Ne.

]

Product Name

Pentel EnerGel RTX Retractable Liguid Gel

P

Point, Medium Point 0.7 mm, Violet Barrel, V

alet [nk L:,:<0'

Medium Nesgle

Step 6

7

FOr Selected Lines  Remove Selectag ltems ¥ m

Catalog Qty/UOM  Previous

No.

b3]

e |
A

ordered

3 DN

Recelpts Quantity Line Status Actions

190980 =

190690 (=

Inventory

Remave Ling

Réceive & Retumn

1909916~
190992 =




e —————
Step 8

Receipt Lines 3
Line Details

For Sebected Lines:| Remove Selected rems + | [

PO Na. PO Lime Product Name A— QoM Froviows Quantity (i Line Status Actions

No. No. ordered Receipts Inventory
1 Pental LSV.P. AT Retractable Ballpoant Pens, Medium Pont 1.0 mm Clear Barre B0B40L 1DIN 1900979 < 1 Returmed * Remove Line
=2 Black ik, 12/Pk & 104980 (= z -
et i Rmcorve & Return
1R8] =
190990 =
190991 &3
1%M97 =
m

Contract No Returned For v

Attachments Attachy/Link RMA No

Darmaged

Mot Ordened / Wrong [tem
Cwer Shipment

Recesaing Error "

(cete Il 0 | Save Upia | Compiee |




Return Item Example

 The facts
- PO for 5 monitors
- All 5 arrive but one is broken
- Vendor invoices for all 5

s oo
- Receive 4 good monitors AND “receive and return” 1
- Contact vendor about returning the broken monitor

- Determine with vendor if you will receive a new monitor or if a credit memo
(CM) will be issued

- Put a comment in AB about what you and vendor discussed / are handling
about 5" monitor.

« If they are sending new monitor, do receiving when it arrives (invoice
will pay then)

« If vendor sending credit memo (CM) instead of 5" monitor, original
invoice will pay after CM is entered into AggieBuy against the PO



Why would | cancel an item?

« Cancel receipts should ONLY be completed when you will never be
invoiced for the item

« Cancel receipts cancel the item from the order
« Cancel receipts should release the encumbrance (doesn’t always work)

« Cancel receipts CANNOT be undone

« Cancel receipts close out the PO so use carefully and best to involve
Purchasing Office.




How to Cancel Items from the Purchase Order

O B e

Open the purchase order

Select Create Quantity Receipt and click Go

Remove the items that you do NOT want cancelled

Enter the actual goods received date in the Receipt Date field

Optional Enter the invoice/packing slip number in the Packing Slip No.
field

Optional Enter Notes or Comments explaining why the items are being
cancelled

Verify/adjust the quantity that you are cancelling and select Cancelled
from the drop down

Select Complete




Step 7 and 8

Sum Comments (0) [History
Header Information ?
Receipt Name 2016-12-18 520000752 08 1271 e Manua
Receipt No Receipt Date Packing Slip No. Supplier Name Received by
To Be Assigned 1278716 Tejas Office Products, Ine Cindy Glover
RECEIPT ADDRESS DELIVERY
3 " Larmiér Oither ®
enbie Text Fiald
COLLEGE STATION, TX 77842-0013 Jptional Rece
ruted States Text
Areashrne Attach/Link
ars. Ma
Receipt Lines
Line Details
i 2 M
PO Mo. mﬂl;:_n' Product Mame r"r::.nq Q::;:ff:t:‘
245 Pentel EnerGel RTX Retractable Ligusd Gel Pens Medium Needle Point Medmum Point 0.7 651807 3DZN
,, mir, Violet Barrel, Vioket Ink, 12/Pk

Previous

"
Receipts L

190950 (

~—
100691 (=
190992 =

190993

 Dclete [ Add PO | Seve Upsiates | Compicte |

?
?
For Selacted Lines: | Remove Selected Items + | 2
Add to ¢ s
Line Status Actions
{ventor

Remowve Lime

Receive & Return




How to Create Cost Receipt

Open the purchase order

Select Create Cost Receipt and click Go

Enter the actual goods received date in the Receipt Date field

Optional Enter the invoice/packing slip number in the Packing Slip No. field
Optional Enter Notes or Comments if needed

Verify/adjust the AMOUNT that you are approving for payment

Select Complete

N oo A w N

ence Mo XT0003136 Revision 0 Available Action;
6SC Service Solutions '

Status Purchase Order Revisions PO Approvals Shipments Receipts Tnvoices Comments Attachments History

General Information ! Document Status
PO Reere XTO03136 AP stats
i AL : ¥ Completed




e —————
Step 6 of receipt

Receipt Lines )
Line Details

?

For Selected Lines: | Remove Selected [tems v m

PO Line Catalog  Qty/Cost

PO Ne. Product Name Line Status Actions
No, No Ordered
5 231/ REPAIR STRUCTURAL FLOOR PLATE SUPPORT SYSTEM  ma L1651 USD | Cost Received ¥ | | Remove Line
’ : Recetva/Cancel
RITACHMents Attach/Link




Cost Receipt Corrections

« \When doing cost receipt corrections for accidentally receiving the entire
amount or too much, please do not do a cost cancel receipt. Instead
create a “Cost Received” line but use a negative dollar value.

» A cost cancel receipt to correct an over receipt will cancel the amount
from the purchase order which releases that amount in FAMIS. Only
use this in the event the vendor will not be providing those
goods/services.




There is no return option on a cost
receipt so RECEIVE using a negative
amount.

United States
Attachments Attach/Link
WOTES
1,000 Chars. Max
fl‘f.‘r -‘\I
Receipt Lines Receive & negative amolnt ?
I\M_ -

Line Details
>

For Selected Lines:| Remove Selected Items ¥ m

PO Li Product Catal Cost Previ .
PO No. e e e yiCon rtw:u Cost Line Status Actions
Ne. Name Neo. Ordered Receipts
1 Utilitied none 95,000.00 227278 = 1-85000.00 Cost Received * Remove Line
a Exempt 227282 &= Receive/Cancel




What NOT to Do

Receipt Lines 7

Line Details
Selecting Cost Cancelled cancels

that amount from the purchase order 7
Show Receiot Details For Selected Lines:| Remove Selected Items ¥ E
PO Line Product Catalo Cost Previous
PO No. 9 Qy/ : c Line Status Actions
No. Name No. Ordered Receipts
TRO000246 1 Utilitied none  95,000.00 227278 = 68,249.67 Cost Received ¥ | | Remove Line
&= Exempt 227282 = Cost Received Receive/Cancel
227290 = Cost Cancelled

(Detec | Add PO | Save Upates | Compiete




NEsssS————..—
TEES A/P Website and Email List

« TEES A/P has a comprehensive website with guidance on many A/P
topics

https://tees.tamu.edu/fiscal/accounts-payable/index.html

- Please spend time reviewing the various tabs and documents

« Email reminders on hot topics related to A/P, TEES issued credit cards
and travel are sent to a TEES Business Officer distribution list

- If you would like to be added to the list, email kgregory@tamu.edu



https://tees.tamu.edu/fiscal/accounts-payable/index.html
mailto:kgregory@tamu.edu

R —
TEES A/P AggieBuy Website

https://tees.tamu.edu/fiscal/accounts-payable/aggie-buy.html

AggieBuy

AggieBuy is a web-based procure to pay system that is used by several members of The A&M
University System. Customers may browse and shop from numerous online vendor catalogs
(each of which is accessible directly through the AggieBuy interface) and Texas A&M/TEES
contracts, or place orders to virtually any supplier through a “non-catalog/non-contract”

Accounts Payable »

AggieBuy »

requisitioning process. Invoices and payment requests are initiated and created within
AggieBuy, which is fully integrated with FAMIS.

DCR »

Forms »

AggieBuy Website
Payment Card Program »

Below, in order, is the fastest, most efficient way to use AggieBuy: Resources »

s Punch-out References »

* Contract Vendor Setup »

* Hosted catalog

Working Fund »




R —
Notice the Other TABs along the Side

Accounts Payable

Resources

See information and resources for the Texas A&M Engineering Accounts Payable office, such
as AggieBuy, payment cards and vendor setup.

AggieBuy >

Learn about AggieBuy, a web-based procure to pay system used by several members of The Texas
A&M University System.

Payment cards »

Your position with the Texas A&M Engineering Experiment Station may require that you purchase
needed items for the department. The payment card program is a method for processing
delegated orders through vendors that accept credit cards.

Vendor setup »

AggieBuy and Concur use a combined vendor file for all members of The Texas A&M University System.
Due to this fact, a centralized vendar setup is used.

Accounts Payable »

AggieBuy »

DCR »

Forms » S—

Payment Card Program »
Resources »

References » —
Vendor Setup »

Working Fund »



Thank You
Karen Gregory kgregory@tamu.edu 979.458.8983
Gina Gressett ginagressett@tamu.edu 979.458.9022
Kaitlynn Holub kdholub@tamu.edu 979.458.8978
Trina Thompson tdthompson@tamu.edu  979.458.8979

Caylan Bartley caylan.bartley@tamu.edu 979.458.8980
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