GSD Invoice Processing

Web Vouchers

This is a summary of current GSD procedures for basic invoice processing.

Please consult ABLE for additional Harvard University requirements and for exception situation processing.

Process

· Ask vendor to send invoice to the person whose budget will pay for the goods or service.

· Vendor submits an invoice for goods or services.  Department is responsible for making sure the goods or services are delivered, payment is appropriate, and there are adequate funds in the budget.

· Department staff creates Web Voucher (WV) and submits to GSD Finance Office approver online.  Department delivers original invoice and copies as detailed below to GSD Finance Office.

· GSD Finance Office reviews paperwork for compliance with GSD and Harvard policies, confirms account coding, etc.  GSD Finance Office approves WV online.  GSD Finance forwards original invoice to Holyoke, and files copy at GSD.

· Accounts Payable separates Special Processing, Multiple Invoices, and Standard Single invoices for processing.  Drafts/Wires go first to Cash Management.

· Accounts Payable matches the online voucher to the original invoice.  Accounts Payable keys in invoice number, creating an invoice number if necessary.

· Accounts Payable mails checks twice daily to vendors according to vendor payment terms established with Vendor Hotline.  Corporate checks are mailed out 30 days from invoice date.  Individual vendor checks are mailed out immediately.  Companies that have Harvard-wide discount terms (ex: 2% 10 net 30) will automatically receive the terms if paperwork is received by Holyoke within the discount period.

· Vendor receives check with attached check stub showing invoice number and invoice date (from A/P data entry), and Check Description (if anything was entered into that field by WV preparer).

Obtain Invoice

Harvard’s policy is that payment must be made from invoices.  

· If original invoice is lost, obtain a fax copy and write “Please pay from copy”.  

· Do not pay from statement unless you cannot obtain a copy of the invoice, or unless the vendor only issues account statements.

· If we are paying an individual, the following can serve as an invoice:

Refund or Honorarium form (found on ABLE);

GSD Academic Honorarium form (found on Finance Office website);

Letter from individual with ‘Invoice’ at top stating amount due and service provided;

Memo from GSD to A/P, noting amount and service provided (least preferred option)

Mark the Invoice

All invoices must be clearly approved for payment and marked with the Web Voucher number.

· Each invoice must be initialed and dated to indicate department payment approval.

If invoice total is greater than $5,000, department manager must initial and date.  

If invoice total is less than $5,000, department manager is encouraged to approve.  However, WV preparer or other staff member may initial and date at individual department discretion.

· Write or stamp 33 digit coding string on each invoice (optional).  This is helpful within a department if different people in a department are reviewing, approving, and entering invoices into Oracle financials.  It is also helpful to the Finance Office as a check for correct coding.

· Write description or purpose on invoice if not clearly or completely described by vendor (optional).

· Write the Web Voucher number on the top right-hand corner of each invoice in red pen.

Prepare Web Voucher

Create a Web Voucher using Oracle Financial Systems.  The following are notes for a few selected fields.  

Note to Approver

· This is an optional field for a message to the GSD WV approver.  Leave blank if not needed.  

· Do write an explanation of a complicated situation or unusual approval.

Ex:  Payment split 50%/50% Library and Exhibitions per P. Roberts

· Please do not write notes such as Please approve, Pay immediately, Individual Vendor, etc.

Check Description

· This is an optional field for a brief note to be printed on vendor’s check stub.  This field only needs to be completed if the vendor needs information other than invoice number to process correctly or to understand.  Field may be left blank.

· Do write name of subscriber for a magazine.  Ex: Subscription for C. Obbard

· Do write an explanation for an invoice paid to an individual.  Ex: Travel Grant for Mexico Studio

· You may wish to write Account or Invoice number for a corporate vendor (optional).  Ex: Invoice 5445

· Please do not write notes such as Detail Listing Description, Multiple Invoices

Description on Detail Listing
 

· This is a required field.  It is what prints out on Detail Listing and enables budget review.  

· The GSD recommended format for this line includes:  What, Who (if applicable), Purpose (as applicable, esp. for travel), and Date (of event, of membership period, of period worked)

Ex: Lecture Fee 12/6/03   [Date Lecture given]



Ex: Temp Services, C. Walker, WE 4/10/02   [Week worked]

Ex: Consultant Services and Expenses, Feb-Mar 03  [Months worked]

Ex: Powerfaids Software License, 7/1/03-6/30/04   [Period covered]

· You may wish to include Invoice number and / or Invoice date (optional)

· Please do not write phrases such as Payment for, Purchase of, Wire transfer, Expense for, etc.

Print and Photocopy

· Make photocopy of invoice.  This should be the very last step so copy has photocopied handwriting.

Submit to GSD Finance Office

· Please submit paperwork in the following order to speed processing.

Wire / Bank Draft Form






)

Non-Standard Check Processing  / Enclosure Request Form

)

Fed Ex envelope or Special Enclosure forms



)










)

[WV Printout If multiple*]

)  
[Staple together;]
)

Original Invoice[s]


)  
Will go to Accounts Payable 
)












)  

[Copy of WV Printout if Multiple*]
)  
[Staple together;]
)

Copy[s] of Invoice[s]
  

)   
For GSD Finance files
)

Copy of Wire / Bank Draft Form

)



)
· You do not need to submit the following to the GSD Finance Office:  Initial order placement or purchase order paperwork, remittance stub or remittance envelope, invoice detail backup, account statement or other payment status reminders, or correspondence with vendor.

Multiple Invoices

Processing multiple invoices is a complicated process for Accounts Payable.  In order to use this process, all invoices must be for the same supplier at the same remit-to-address, and there may be no split coded invoices. 

· Write the WV number on the top right-hand corner of each invoice.

· Create one Detail Description line per invoice (One line = One invoice) up to a maximum of 10 invoices.

· Detail Description line must include invoice number. 

· Attach the WV confirmation screen printout to the front of the invoices.

· Organize the invoices in the order they appear on the confirmation screen.

Quick Payment

· To reduce payment terms to a corporate vendor for a given invoice, attach Non-Standard Check Processing Form.

· To reduce payment terms to a corporate vendor for all invoices, call Vendor Hotline.

· To expedite GSD approval, hand to approver or put on approver’s chair with a ‘Please approve’ post-it.

· To expedite Accounts Payable processing, hand-deliver to a Customer Service Rep in A/P at 1033 Mass Ave 2nd floor.

Stamp Suggestions 

We have seen the following kinds of stamps used by departments.  You may find some or all of these ideas useful.  None are required.

______________________________________________

I






I

I  Loeb Library





I






I  235-18920-______- _________-540____-0000-00000
I

I____________________________________________
I

__________________________

I



I

I Approved   _________   
I

I



I

I  Date 
      ___/___/___
I

I_________________________
I
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