
Internal Order,
Internal Billing,

Distribution of Income & Expense
and Line Item Receiving Documents



Campus Services

Campus Services, a financial customer services unit within 
Business and Financial Services, partners with the campus 
community by providing professional, knowledgeable and 

responsible business and financial solutions.
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Login to KFS – Training Environment



Overview



Characteristics of a 
“well-documented” KFS Document



Examples:
Description: 
Explanation: 

Description:  
Explanation:  

Description:  
Explanation:  



Internal Order



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 IO 

 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 
#1 & #2



Internal Billing



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 49XX)



Exercises 
#3 & #4

Internal Billing



Distribution of Income & 
Expense



Distribution of Income & Expense



Distribution of Income & Expense



Distribution of Income & Expense



Distribution of Income & Expense –
Importing Lines



Exercises 
#5 & #6

Distribution of Income & Expense



Posting Documents - FAQ

 How do I know my document posted the way I 
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



Exercises 
#7 & #8

Posting Documents



Line Item Receiving



What is a Line Item Receiving (LIR) 
document used for?





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



Finding PREQs that Require Receiving



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



Open a Line Item Receiving (LIR) 
document

Input PO # and Date Received

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



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



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



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

Input PO # and received Date

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



Line Item Receiving (LIR)



Line Item Receiving (LIR)



Line Item Receiving (LIR)



Line Item Receiving (LIR)



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



Contact  your  Campus  Services
Representative  with  questions 

Kris  King 491-6752 

Summer  Leaming   491-2801

Questions 
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