CREATING AN INVOICE AGAINST A CONTRACT

Many purchases that were once conducted using purchase orders are now completed on Contracts.  These purchases include any service for which you previously created blanket POs.  Examples include but are not limited to:  Catering, Consulting, many Events, Service Contracts, and other services.

To find a contract, use the menu on the left to go to Contracts > Contracts > Search Contracts. You can search by the contract name, supplier name, or other relevant information. Use the dropdowns below the search bar to narrow down your search.
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If you search by Supplier Name, use the “Second Party” field.
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Once you find the contract, click the contact name to view the contract summary. On the top right of the summary go to Contract Actions and click Create Invoice.
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For each line of the invoice, you must include a description, quantity, and unit price. Click the Add Item button on the right to add the line to the invoice. You may create as many lines as you need.  When you’ve finished, click Create Invoice.
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You will then be taken to the Simple Manual Entry page. You may toggle to the Detailed View to complete your invoice entry more easily.

Invoice date
Supplier Invoice No.

Please be sure to check the supplier Remit To address and edit if necessary.  Also, don’t forget to attach your backup documentation or the invoice will be virtually returned to you.

[image: ]

Commodity codes are required for each line item.
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Enter your Chartstring.  If you have a project number in your chartstring, please see instruction in screenshot.  You may also split the chartstring, as needed.

Project selection:
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How to Split your Chartstring
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Once you have filled out all the fields, click Save and Complete.  This action will trigger the Approval Workflow.  If your chartstring is in error, the Initial Validation step in the Approval Workflow will not advance beyond “Future”.  You will need to correct the error and resubmit by clicking Save, then Complete.

[image: ]
Page 7 of 7

image5.png
Create Invoice

Contract Information

Contract Name: Electricity 2 Start Date:
Contract Number: PROC-2020-102  End Date:
Invoice

Invoice No

Line Items to Add (0)

There are no items on the selected contract

v Add Additional Lines to Invoice
Part No. Description * Product Size
V2

254 characters remaining

* Required

7/1/2019

No Expiration

~—

Invoice Date

Quantity

yr

mm/dd/yyyy

Unit Price %ﬁ(kaging l

EA v + Add Item

—) .




image6.png
BUMBC

- e ]
el Al Search (Alt+Q) Q 000uUsD W QI
Invoice « == = o
Toggle from Simple to
Enry  Summary  Matching  Supplier Messages  Comments  Atachments  History Detailed view /
VERIFY REMIT ADDRESS
Draft
Supplier Name SEA BIRD ELECTRONICS INC
RemitTo Accounting Date 2372021 m © Corect these isues. -
—— — ———— Youare unable to proceed unti addressed.
16505 COLLECTIONS CTRDR
CHICAGO, IL 60693
] . Required: Fund: Line
- 20210323 request2 Change Remit Address  rayment Method Unknown v q
S Here Required: Dept: Line
Required: Account: Line
Billing address 4 Required: Commodity Code (Line 1)
e 1000 characters emaining  expand | clear
3232001 =] 'SEA BIRD ELECTRONICS INC ~
mm/dd/yyyy External Attachments Add Discount, tax, shipping & handling ‘Supplier Invoice No. e
Invoice Owner request 2
Record No. - —— Allocation Sum of All v Total (150.00 USD) e
Add vendor's invoice and Subtotal 150.00
Due Date 42272001 [ override other attachments here. Header-level Sum of lines Discount 000
Tax1 0.00
Discount 0.00 0.00UsD
Terms. 0%0, Net 30 v a2 o00
Shipping 0.00
Tax1 0.00 0.00UsD
Handling 0.00
Terms Discount 0.00USD Even if you edit this field, the payment Do Not Populate Shoping Tax 000
due date will not change from default. Tax2 0.00 these fields  o.oousp
FOB. Destination v Handlingitax 0.00
‘Shipping 0.00 0.00 USD 150.00
save
Handling 0.00 0.00USD
Total 150.00 USD =
SCROLL DOWN —— L=

Powered by JAGGAER | Privacy Poli




image7.png
BUMBC

el Alv Search (Alt+Q) Q 000uUsD W O™
Invoice ~ I=Ep = 0
Entry At
Codes o ﬁ o~
Add Chartstring information Draft
LINE
© Corect these ssues. v
Business Unit Fund Dept Account Prog Fin Project Activty ID You are unable o proceed unti addressed.
UMBC1 no value no value no value no value no value no value Required: Fund: Line
Lo Requirec equirec Requirec equirec
O Required O Required O Required O Required Required: Dept: Line
Required: Account: Line
Lin 4 v
e ftems m] Required: Prog Fin: Line
Required: Commodity Code (Line 1)
<No PO Number> -0
'SEA BIRD ELECTRONICS INC ~
Status POLine Item Catalog No. Unit Price Quantity Ext. Price
Supplier Invoice No. TEST123
STUFF 150.00 .
v 50.00 3|En ] Total (150.00 USD) v
Subtotal 150.00
A ITEMDETAILS &
Discount 0.00
8 UMBG202040 ¥ External Note 26 000
4
no value 1000 cf expand | clear I 000
o Shipping 0.00
no value
Handling 0.00
X Shipping Tax 0.00
Discount, tax, shipping & handling §
Once all add/edits are
Handling Tax . 0.00
et O Linelevel done, click Save then
‘ Complete 150,00
Discount 0.00
O save
Com Q
ORequired Tax2 0.00 Do not populate these What's next? v
fields Next Step No Department Approver
Shipping 0.00 Approver Approver, Annie

Search for and/or add invoice commodity
code Handling 0.00 Workflow -

Powered by JAGGAER | Privacy Poli




image8.png
Accounting Codes Project will not "save" if directly keyed into this field. You must search for it, then Select it.
When you select your project, the Activity |D will auto-populate.

istribution for  Discount ¥ +

LINE

Business Unit * Fund * Dept * Account * & Prog Fin* & T Activity D &
Chartstring entry is

search Q Search Q | 3 Sear Q complete *

Split your chartstring ﬁ + v

istribution for  Discount ¥ +

* Required fields Save changes, then Close q _ Close

.
R





image9.png
Custom Field Search

Value Description L

Clear Al Fiters
Enter search criteria, then

click Filter
<> s 20 PerPage v

Value Description

00000000 All Projects +
00000104 Food service +
00000106 Communication Store +
00000110 DELEGATE SCHOLARSHIP +
00000143 Fac. Renewal Project FY03 +
00000145 MCCBL 02 Item 192 Select using the +
00000146 215t Resolution Academic + +
00000147 Campus Wide Bldg. Repairs +
00000148 New Emergency Telephones +
00000213 Cullum - DRIF +
00000225 Chess Team +
00000262 Welty - Start Up +
00000268 Library Gallery Catalog Sales +

Cancel





image10.png
Accounting Codes jstribution for  Discount ¥ 4

Select how to split your chartstring

. 3 oo+ E pemourt ¥ B e s CerEh %of Price /
% of Quantity
L v v Sear Q Q v Q [}
Amount of Price
L v e Sex Q Q v Q Enter % i}
©Required ©Required ©Required ©Required (0.00USD) Split is
complete

Split Total 0%
Ceous) *
Additional split ee————f. +

onfor  Discount ¥ +

Save your changes, then Close —) S o

* Required f





image11.jpeg
What's next? v
Next Step Department Approver
Approvers - -—
i
- —
Workflow -
Draft
Active
Initial Vali o
Fuure
Fuure
AP Professional Review o
Fuure

AR Dt ®





image1.png
@ UMBC TEST TEST TEST TEST SR =00

W Shop > Shopping > Shopping Home v

Shopping oashboard Actions

Contracts ' Contracts

v Forms ?
Contracts
Accounts Contracts . . . .
Payable Contracts Home E E E E
Contracts Special Shi
Approvals | omracts i Non-Catalog | Payment _I!:f;': dms‘: Sub-Award
. arch Contra h Purchase Request " Payment
Suppliers Reports View Saved Searches fedues
Sea Contract Attachments
Requests |
Reporting Create N tract, v Technology ?
Contract Administration Create and Manage Export Templates @ @ @ @
Administer Search Contract Parties . BH @ m
Add Contract Party Apple B&H Photo WG Dell
Sz Contract Party Import/Export.
View Import/Export Results v Laboratory/Scientific 2
External Contact
nal Contacts e ® e
e
Invoices AAILPDRR .
O wwne? | G Fisher SiGha BHENKY SCHEN
€ AP Request Approvals Scientific
v Maintenance, Repair, and Operations g
(]
&® Menu Search GRAINGER.

Search v || Product

https://usertest.sciquest.com/apps/Router/ShoppingDashboardUserDetails?tmstmp=1581624261641# Powered by JAG





image2.png
& Contracts > Contracts > Search Contracts w > Search Contracts

Search Contracts - Advanced Simple Search | 7

ﬁ Type to filtes

Q
Contract Name
Work Group Type to filte Q
Keywords
By Start/End Date Effective v
Contract Type Type to filter Q
Created Date All Dates v
Contract Status Type to filter Q
Approvals Completed All Dates v
Contract Version Type v
Scheduled Termination All Dates v
Contract Manager © Ay O Me @ Pick. Date
Name, User Name, Email Q
Contract Term Extended v
Summary
Include Archived No v
Contract Ended Early v
Reporting Commodity Code, Description Q

Code O Include Additional Commodity Codes

Expand All | Collapse All




image3.png
< Back to Search Start Over

Search Details ?

Filtered by
By Start/End Date: Effective

[remove all
Second Party
@ WASHINGTON POST
Active for Shopping
¥ Active

Refine Search Results ?

Custom Fields Te
Business Unit

Fund

Dept

Account [more]

Show associated forms and non-catalog requests

Contract Search Results
1-1 of 1 Results

Contract Details
PROC-2020-102 (mmm—
Electricity 2
Second Party:  WASHINGTON POST

Contract Type:  General

Start Date:
End Date:

7/1/2019

No Expiration

Status CTIITTR Active for Shopping: Yes

1-1 of 1 Results

Version Type:
Renewal No.
Amendment No.

Extension Count:

Original
0
0
0

Sortby Best Match

v 20PerPage v

Open Summary | ¥

20 Per Page ¥




image4.png
This contract is in effect and has no expiration.

Contract Actions ¥

PROC-2020-102
Electricity 2

8 Checked out To  Elizabeth Moss
Type: General

2nd Party:  WASHINGTON POST
7/1/2019 - No Expiration
Renewal 0, Amendment 0

Dates:

Version:

> Lifetime Spend (USD)

Summary

Header v
Commodity Codes

Alternative Language

Attachments

Obligations

Review Rounds

Approvals

Contract Header

Contract Number * PROC-2020-102 Parent Contract

* Use eSignature for this

Contract Name Electricity 2

contract? *

Contract Type * General

Show on Supplier Portal

Work Group * Procurement

Summary This contract s to provide electricity to the campus.

Contract Parties
Name Currently Visible Type
University of Maryland, Baltimore County First Party (Primary)

WASHINGTON POST x Second Party (Primary)

Dates and Renewal
Time Zone * EDT/EST - Eastern Standard Time (US/Eastern)

Y Required

Override Check Out

Ve oy

# Create Invoice

No

Inherit From General Contract Settings -- Current
Setting: Yes

Contact Contract Address




