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	Enter and Park LIV Invoice
 Online Help Procedure






	Purpose

	[bookmark: block-21b5da9fa2a7498c9d2519a7f2f267c4]Use this procedure to enter and park an LIV invoice, an invoice that reference a purchase order.
Trigger
Perform this procedure when an agency has received an invoice from the vendor.
Prerequisites
· Purchase order
· Vendor invoice 
Menu Path
Use the following menu path(s) to begin this transaction:
· Accounts Payable [image: ] Invoice Process [image: ] Manage Invoice - LIV[image: ] Enter and Park Invoice  
Helpful Hints
The R/O/C column in the field description table represents the three types of data entry fields in FMMI.


         R is for required fields that must be populated to complete a transaction.
         O is for optional fields that are not mandatory to complete a transaction.
         C is for conditional fields that are dependent on population of related fields and specific transactional events.
 
On certain screens you may need to scroll to view additional data fields.

Data used in this procedure is a representative sample of the data that is available in the production environment. Actual transaction data in the production environment may vary based on your given scenario.
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	Procedure

	[bookmark: block-1b964534546d495286448f11962f047e]1.
	Start the transaction by accessing the Accounts Payable tab.



	Maintain Bank Master Data - FMMI Portal - Training
[image: ]



	[bookmark: block-337f6d12511d4b0b9cf7a0f4b030877e]2.
	Click the Invoice Process tab [image: ].



	Down Payment Request - FMMI Portal - Training
[image: ]



	[bookmark: block-475975471e734cce921ae389ad747991]3.
	Click the Manage Invoice - LIV business activity link [image: ].



	Enter and Park Invoice - FMMI Portal - Training
[image: ]



	[bookmark: block-bdfdfd7cad344741a653cf2b19c1c846]4.
	Click the Enter and Park Invoice task link [image: ].



	Enter and Park Invoice - Header
[image: ]



	5.
	As required, complete/review the following fields:



	
	Field
	R/O/C
	Description

	
	[bookmark: block-a9da60092fed4ba78a8cf2cc5601f5e6]Inv. recpt date
	R
		Date the invoice was received by the agency (generally a mail room stamp).

	Example:

	08/05/2009




	
	[bookmark: block-abeaec884a2c418fa256161f143713bb]Invoice date
	R
		The date on the vendor's invoice.

	Example:

	07/31/2009




	
	[bookmark: block-b3115894122249dea356572cbfa1c6f5]Reference
	R
		Vendor invoice number (can contain alphanumeric characters).

	Example:

	PIF09




	
	[bookmark: block-d1f7b985b5b547399672a89a1414d800]Amount
	R
		The total of the vendor's invoice including all line items.

	Example:

	1000.00




	
	[bookmark: block-d846f4b2b41c41c991e9f6cdff89f282]Document currency
	R
		Document currency is always United States dollars (USD).

	Example:

	USD




	
	[bookmark: block-d8db3b5757544c2d893309c52b040640]Purchase order
	R
		A request or instruction from a purchasing organization to a vendor (supplier) to deliver a quantity of material or to perform services at a certain point in time.

	Example:

	4500000445






	[bookmark: block-bcf8a3bb6a884ea2bf6b1d085cfb572a][image: ]
	
	The Purchase order field is next to the Purchase Order/Scheduling Agreement drop-down underneath the header.



	[bookmark: block-ce0da4d812b44383b363604c0c7169d9]6.
	Click the Return key.



	[bookmark: block-17491b69e19f40829f7297e346f62fc7]7.
	Select the Booking OK check box [image: ].



	[bookmark: block-a6a4ba8bff494a29845ddd5b3fd879b2][image: ]
	
	The Booking OK check box is optional. Checking this box indicates whether you have compared the invoice item with the corresponding item on the physical invoice.



	Save Parked Document or Save as Completed
[image: ]



	[bookmark: block-cb34877e625d4439b218226a5104b1ee]8.
	Perform one of the following:
	If the invoice is... 
	Then 

	Incomplete or needs further investigation 
	Click the Saved parked document button 

	Complete and ready for review 
	Click the Saved as completed button 






	[bookmark: block-5484408076f843799be4dfbce8eafb5f][image: ]
	
	Both options park an invoice and the Invoice Approver can review and post from either of these designated statuses.



	[bookmark: block-ef39e2ee345f4504a558a88699a0e248][image: ]
	
	Depending on the computer resolution, "Save as completed" may appear as button as button or under the "More" drop-down menu. 



	[bookmark: block-b309cecc162b42bbb7868e73bcd64f0f]9.
	The transaction has been completed successfully. End of procedure.
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	Comments

	[bookmark: block-a2fda25b24b148909a7e2efb9f434732]Refer to the following additional materials:
· Display Parked LIV Invoice
· Change LIV Invoice
· Post LIV Invoice
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