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Overview

What is correct and complete documentation for Kuali
documents?

Internal Order Document
Internal Billing Document
Distribution of Income & Expense

Line ltem Receiving



Characteristics of a
“*well-documented” KFS Document

Answers the following questions:
What are you trying to record?
Why are you preparing the entry?
Are the amounts substantiated/ documents attached?

Attachments must be in PDF format



Examples:

Video Production Costs

Video production costs for the Behavioral
Sciences Building grand opening.

Lory Student Center Catering Services
Catering Services for ‘Grill the Buffs’ event

Vehicle Reservation

Motor Pool sedan for John Doe — travel to
Sterling November 30, 2019.

Please attach documentation that supports the entry! PDF format



Internal Order
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Internal Order

Document Type ‘IO’

One-time orders for goods or services typically provided by one
university department to another university department.
However, there are exceptions when one account provides goods
or services to another account within the same department

Used for pre-authorized orders



Internal Order - Buyer

Buyer initiates 10
Buyer selects supplier from drop down list
Buyer inputs items, quantities, account, object code, amount

Valid expense object codes:
62XX (Supplies), 66XX (Services), & 70XX (Cost of Goods Sold)
15XX (Inventory)
Plant Accounts use 8800-8955
Motor Pool uses 600X, 601X, 607X, 608X



Internal Order - Supplier

After buyer has approved the document, it will appear on
sellers action list

Seller inputs their revenue account, object code, amount

Revenue Object code must be a valid on-campus revenue
code (48XX or 49XX)



Internal Order

Exercises

H1& #2
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Internal Billing

Document Type 'IB’

Used to bill for repetitive goods or services provided by one
university department to another university department,
reflecting income to the provider (supplier) and expense to
the customer (buyer)

Method to bill, with a pre-arranged agreement
Record billings within your own department

Document creator (supplier) needs to know both income
and expense accounts and object codes



Internal Billing

This document CAN be used to record a credit between
departments or colleges (negative amounts)

This document is NOT used to record the transfer of
capital equipment between university accounts

This document is NOT used to make a correction to an
account/object code or object code mistake



Internal Billing

Negative accounting line amounts ARE allowed

There must be at least one completed accounting line in
the Income section and one completed accounting line in
the Expense section

The total in the Income section must equal the total in
the Expense section in the Accounting Lines tab

Revenue Object code must be a valid on-campus revenue
code (47XX (Facilities), 48XX or 4£9XX)



Internal Billing

Exercises

H3 & #4




Distribution of Income
Expense
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Distribution of Income & Expense

* Document Type "DI”

* This document is used to distribute income, expenses,
assets or liabilities from a holding account to one or more
appropriate account(s) when one account has incurred
expenses or received income on behalf of one or more
other accounts



Distribution of Income & Expense

* Importing lines
Templates and instructions are available by clicking on the lEd on
each document and searching for the “"Data Import Templates”



Distribution of Income & Expense

* After clicking on the | a window will open. Search in the
Index, "Data Import Templates”

| Jj Contents jlndex ';{.Eeard'u L Fevarites @7 | 5 1=

e mer enplts Links to Default Data Import Templates

data import templates
Attendee_List_Import.xlxs he ing table lists the types of e-docs for which templates are available in the default system along with links to the corresponding templates.
BC_Annual_Request_Import
g‘r-lzL"’;tmthD- est_Imports.xis Data import templates by document type

0
Standard_Impo
AV_Import.x|
BA_YEBA_Import.xlxs
CAM_MPAY_Account_Import.xls
GEC_YEGEC_Import.xls
ICA_Import.xlxs
«t_Encumbr_Import.xlxs
Offset_Bal_Type_Import.xlxs
'_Offset_Bal_Type_Import.xls

LLV_Import.xls
ND_Import.xls
PE_Disencumbrance_Only_Import.xls
PURAP_Account_Import.
PURAP_Item_Import.y

data import templates, links to default

Data Mapping Field Definition Lookup




Distribution of Income & Expense —
Importing Lines

* Once the document has been downloaded and the
information input:
* Remove the first three rows
e Save inthe ".CSV” format
* Click on “Import Lines"” to select and import into the DI

* NOTE: To and From sections will need to be completed on
separate Excel [ .csv sheets

ACCOUNTING LINES @ Import Templates

FROM HIDE DETAILS

HIDE DETAILS IMPQRT LINES




Distribution of Income & Expense

Exercises

H#H5 & #6




Posting Documents - FAQ

How do | know my document posted the way |
think it should?

To determine if your transaction is posting to your
accounts correctly you can do 2 things:

Save and view General Ledger Pending Entries

Save and view account in Available Balances or
General Ledger Balance screen



Posting Documents

Exercises

#7 & #3
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What is a Line Item Receiving (LIR)
document used for?

* To acknowledge the receipt of goods from a Purchase Order
(PO) line item where a quantity was listed

* To record quantities of Items Received, Items Damaged, Items
Returned, or ltems Unordered

* Required on POs that are for goods >$5000 or for any PO where
the user has designated that receiving is required on the
Requisition

* Receiving is NOT required on service orders or for orders
designated as “"no quantity” on the PO line item

* NOTE: The vendor will NOT be paid for a Payment Request
(PREQ) until a Line Item Receiving document is completed that
matches the quantities on the Payment Request.



Note: When creating a Requisition, the system automatically
checks the “"Receiving Required” box for goods >$5000. The user
would need to check the box if they want to require receiving if the

goods are <$5000.

Requisition e

DOCUMENT OWVERVIEW

* Description :

Organization Document Number :

FINANCIAL DOCUMENT DETAIL

REQUISITION DETAIL

Receiving

Account Distribution Method : Proportional




How do | find the Payment Request (PREQ)
documents that require receiving?

e Use the KFS Document search located on the KFS Home screen
(in the top right section) to search for PREQs awaiting receiving

* Input "PREQ" in Document Type field

* Click the Tab key to see more fields and to narrow the search

Document Search

Document Type: |PREQ QY B ?
Initiator: 3]
Document Id:




Finding PREQs that Require Receiving
* Enter "PREQ" in the Document Type field

* Select the "Awaiting Receiving” status

* Input your Chart Code (usually CO)

* Input the Department/Organization Code

* Click Search

* PREQs in the "Awaiting Receiving” status will be displayed

* Click on the PREQ document link

Document Search [7] detailed search

Document Type: |PREQ LY EE|
Initiator: Ly B B

Document Id: E




Find PO# and Quantity Details from a
PREQ that Requires Receiving

* Click on the PREQ document link (Example below is PREQ doc#24648095

* Make note of the PO # found in the Invoice Info section (you will need this
for the LIR document)

* Scroll down to the Process Items section and Purchase Order Line Item
Totals to see the Quantity Invoiced details

INVOICE INFO

" Invoice Number: 2200053 I'Purcl"aseDrdc—r#: ?:42?-:)'

PayDate: 04/01/2021 No (lmmediate Pay) PONotes: Yes
*Irvoice Date:  03/09/2021 Payment Request CostSource:  ESTIMATE
PO End Date: Payment Classification :

Payment Attachment Indicator:  No
Extract Date: AP Processed Date:  03/10/202107:28 AM

PROCESS ITEMS
PURCHASE ORDER LINE ITEM TOTALS

ENCUMBRANCE EXCLUDING FREIGHT &5/H TOTAL EMCUMBRANCE AMOUNT RELIEVED TOTALPAIDAMOUNT
46,360.00 46,360.00 45,082.00

ASSIGNED TO
PO UNIT/EXT PRICE QY INVOICED UMIT COST EXTEMDED COST CATALOG# TRADE IM DESCRIPTION

170 70.00 194.40 13.622.00 20A00H082 No SMART Gen-X gloves, Extra-Large




Open a Line Item Receiving (LIR)
document

kuali | Financials

Procurement & Accounts Payable

* Open a LIR from the Kuali Home
ACCOUNTS RECEIVABLE 3:::-:;;”::;&\:?;:'16"/ Scree n U nd e r the \\PrOCU re me nt
TOMATED oURAL VOUCH & Accounts Payable” Activities

Shop Catalogs
BALANCE INQUIRIES

BUDGET CONSTRUCTION
CAPITAL ASSETS

CHART OF ACCOUNTS
PRE-DISBURSEMENT

Line [tem Receiving @
* Type in the PO# and
th e Date the ite m S LINE ITEM RECEIVING INITIATION

werSiReaSiEs

: " : P Packing Slip, Bill of Lading &
y ClICk Continue Carrier can be left blank




Did you receive an email stating you have a
document that requires Line Item Receiving?

Perform a Document Search to find the PO# listed in the email:

* Type "PO"” in the Document Type field

* Type in the Purchase Order # and other identifying information
* Click "Search”

* Click on the PO link to open it

Initiator: L B |
Document Id: |E|

Back Door 1D

Date Created From: J E
sich || clear saved searches - Ao
- EEEFC}"I'-:':- Date Created To: J E
#® rEI:IUirEIj 1-| Document Description: |E|
Organization Document Number: E

Purchase Order #: H
Requisition #: |E|




Open a Line Item Receiving (LIR)
document from the Purchase Order

Click the “"Receiving” button at the bottom of the Purchase Order
to open the LIR document

Purchase Order e

DOCUMENT OVERVIEW

OVERVIEW

*Description:  Frantz

Organization Document Number :

FINANCIAL DOCUMENT DETAIL

PURCHASE ORDER DETAIL

*Chart/Org: CO / 2007
Receiving Required : Yes
Contract Manager : Jim Frantz
Assigned To User :
Solicitation Number : VT-UCP-TG-007-13
EPLS Indicator : No

Account Distribution Method : Proportional

Doc Nbr: 24694725 Status : FINAL
Initiator : kr Created : 08:07 PM 03/16/2021
Purchase Order #: 711367 Purchase Order Doc Status : Closed

EXPAND ALL COLLAPSE ALL

Explanation: Vilander start up = IVC system/caging and AC rack needed
to create a germ-free mouse facility for upcoming
gnotobiotic mice studies.

Total Amount:  70,042.20

*Funding Source: INSTITUTION ACCOUNT
Payment Request Positive Approval Required : No
Previous Purchase Order #:
Purchase Order Confirmed Indicator : No
Requisition Source : DIRECT INPUT

Send AdHoc Requests Close




How do | complete a Line Item
Receiving (LIR) document?

* Type PO # and Date Received (unless it is already filled in based
on how you got to the LIR)

. \\ A /4
* Click "Continue
Line Item Receiving e
LINE ITEM RECEIVING INITIATION

Packing Slip, Bill of Lading &
Carrier can be left blank

Input PO # and received Date




Line Item Receiving (LIR)

* After you click Continue, the LIR document opens and prepopulates
* For a more detailed Description, complete the Explanation field

Doc Nbr: 24707520 Status : SAVED
L- L | o R'_ ~Ef ARG Initiator : krisk@colostate.edu Created : 08:27 AM 03/29/2021
I [ = tt” 1 lf(,.e|\/ I [ |.‘5 L Line Item Receiving Doc Status : In Process

EXPAND ALL COLLAPSEALL
~

DOCUMENT OVERVIEW

OVERVIEW

dor: THOMASSCIENTIFIC

r#: 19877-0

: 1654 High Hill Rd
d for

*Country:  United States

* Date R




Line Item Receiving (LIR)

* The Items section is where you input how many items you received.

* In this example we were expecting 70 cases of SMART Gen-X gloves,
Extra-Large, and we know that we received all 70 cases.

* If only 35 of the cases were received, we would enter 35 in the
Quantity Received field.

* You can also input the number returned or damaged.

* Note that for this PO, there are additional items that were ordered;
however, the PREQ #24648095 that we are doing receiving for, onfy

shows that we were invoiced for the 70 cases of Extra Large gloves so
far so we will leave the other quantities blank.

* There is also a "Load Quantity Received” button that you could use if
all items listed on this LIR had been received.

ITEMS A
Clear Qty Received Add Unordered ltem

QTY ORDERED *UOM PRIORQTY RECEIVED  TO BE RECEIVED QTY RECEIVED qr ) ADDITIONREASON  ACTIONS

SMART Gen-X gloves, Extra-Large 70.00 CS 0.00 70.00 ( 0.00
20A00HO81 SMART Gen-X gloves, Large 6.00 Cs 6.00 0.00 0.00
20A00H080 SMART Gen-X gloves, Medium 70.00 CS 70.00 0.00 0.00

20A00H581 Chemical Splash ~ 2,000.00 A 2,000.00 0.00 0.00

20A00)474 afe 2 Glo arge CS 0.00




* The Delivery section shows where the items were delivered
(this section cannot be edited)

* The View Related Documents section shows other
documents that are related to this PO.

DELIVERY

FINAL DELIVERY

* Delivery Campus: MC - CSU Main Campus " Delivery To: McKune, James L
Building : Hartshorn Health Center Phone Number: 970-491-1749
= Address 1: 600 SOUTH DRIVE Email: JimMcKune@colostate.edu
Address 2:
*Room: 211
* City: FORT COLLINS
*State: CO
" Postal Code: 80523
Country : United States

VIEW RELATED DOCUMENTS

RELATED DOCUMENTS

REQUISITION - 243026 Show
PURCHASE ORDER CLOSE - 347101 Show
PURCHASE ORDER - DOC # 2003061

LINE ITEM RECEIVING




Line Item Receiving (LIR)

* The Notes and Attachments Section allows you to input any
notes or attachments such as invoices or receiving documents
that would be helpful

* The Route Log shows you who needs to approve the document

* When the document is complete, click "Submit” so the
document begins routing for approval

NOTES AND ATTACHMENTS (0)

Attachment:

| Choose File | Nofile chosen

Remove Attachment

ADHOCRECIPIENTS

ROUTELOG

Submit Save Reload Close Cancel




Is there anything else | need to know
about the LIR document?

* If there are multiple payment requests for the same PO, a

single LIR document can be completed that matches the sum
of the invoiced quantities

o |If all items have not been accounted forin the LIR document as

either Received, Returned, or Damaged, the invoice will not be
paid

* Ex: | ordered 20 widgits and in the LIR | recorded that | received
18 and | did not indicate that any were damaged or returned. The
LIR then stays open because only 18 of the 20 widgits were

received and the invoice will not be paid until the LIR is
completed.



Contact your Campus Services
Representative with questions

Knis King 491-6752

Summer Leaming 491-2801
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