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 INVOICE ADMINISTRATION
 Invoice management in Voyager is done in the PAYscan module, primarily through the use of the PAYScan, Workflow, and Invoice Register dashboards. The scanning of an invoice creates an Invoice Register (“IR”) record in Yardi. The IR record is coded to the appropriate expense type, property, account and period. The IR record is then routed through an approval workflow. Once approved, the IR becomes a posted Payable, making it visible on financial and operating reports, and available for check disbursement. This document summarizes the steps associated with scanning an invoice image, coding the resulting IR and completing the related approval workflow.
 INVOICE REGISTER DASHBOARD
 The Invoice Register Dashboard is recommended oversee and manage invoice registers. This includes invoice image information, data entry, review/approval and payable processing and posting.
 From the title menu, select Dashboards>Invoice Register Dashboard or from the side menu, select Transactions>Invoice Register>Invoice Register Dashboard to access the dashboard and begin reviewing items.
 Example of Invoice Register Dashboard
 HINT: Select multiple filter items to generate more precise search results. If needed, click Clear to reset. Click blue hyperlink to view a picklist.
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 Dashboard Navigation| Filter Fields 1 Summarize By (required) Display options are as follows:
 2 Batch During data entry, IR’s are grouped by batch. To limit the invoice registers reflected in the detail section, select or enter one or more batch numbers.
 3 Payee Select Payee (vendor, customer, tenant, owner or employee) to view only those items specific to an identified payee.
 4 PO # Select or enter one or more PO numbers to view items related to a specific PO.
 5 Work Flow Select Work Flow to limit returned data set to items specific to an identified Work Flow.
 6 Task Select Task to limit returned data set to items specific to an identified Task within a Work Flow.
 7 Expense Type Select an expense type from the pick list. In general, expense types are broken down as follows:
 Details Displays a single line per Invoice Register
 Batch Displays a single line per batch.
 Payee Displays a single line per Payee.
 Property Displays a single line per property.
 PM Opex (Operating Expense) - Standard Opex - Recurring Opex - R&M (Repair & Maintenance) Corporate Employee Expense G&A (General and Administrative) - PM or Corp Legal Construction Construction Expenses
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 8 Invoice # Enter Invoice # to view a specific invoice number. 9 Ctrl # Enter Ctrl # to view specific data. Each record has a
 unique control number (also referred to as “hmy”). 10 Account Select Account to view items specific to an
 identified GL Account. 11 Job Select Job to limit returned data set to items
 specific to an identified job. This field is applicable only to Job Cost items.
 12 Contract Select Contract to limit returned data set to items specific to an identified Construction Contract.
 13 Post Month Enter a Post Month (mm/yyyy) or post month rang to view items posted to the selected month range.
 14 Inv. Date Enter an Invoice Date (mm/dd/yyyy) or date range to view items dated within the selected date range.
 15 Batch Desc During data entry, IR’s are grouped by batches. To limit results returned, enter all or part of the Batch Description (typically, a username and date stamp) to view matching records.
 16 Created By Select a specific user from the Created By list to view items entered by the chosen user.
 17 Invoice Status Select a status to view items matching.
 18 POs Attached Select Received, Unreceived, Both, or No PO to limit results based on PO status.
 19 Check Boxes Select check boxes where applicable to limit returned data set as follows:
 Click the Submit button to view a list of records based on the dashboard filter selections. Records meeting the criteria will display below on the Invoice Registers tab. To change your search, enter or change the filter selections and click Submit again. To delete your previous selections completely, click the Clear button, then re-select the desired filter fields.
 Open Batches Check to display only those invoices associated with open batches.
 Approved Check to display only approved invoices.
 No Data Entered Check to display only invoices where no data has been entered.
 Rejected Check to display only rejected invoices.
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 Dashboard Navigation| Submit Results
 Example of Invoice Register Results
 The dashboard results identify IR records in the system in varying stages of completion. The key data elements for routing an IR are the property and the Expense Type identified on each record. Where there is not enough information entered on the IR to determine the appropriate workflow, the system will default to the Preliminary Expense Type and be routed to AP personnel in the home office to review and update with an appropriate expense type.
 The Yardi PAYscan personnel who initially receive and scan the images into IR batches will key certain data from the scanned image. This includes vendor, invoice number, invoice date, property and amount (where readily apparent). Where an invoice has a purchase order number identified, they will also utilize that information as well.
 In the image above you can see on lines 1-4 the Expense Type was not readily identified for the record so the expense type currently shows Preliminary. You may also note for lines 1-3 the vendor has not yet been identified. The invoice amounts identified in red note that the detail coding for these IR’s has not yet occurred. The likely cause of which is the correct property has yet to be identified.
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 Edit and Code Invoice Register | Required Fields
 1 Company Select the company from the picklist, or enter all or part of the company name to generate a matching list. Choose the desired company by clicking on it.
 2 Payee Select the Payee (tenant, owner, vendor, employee) code by clicking the Payee Link or by typing the code or name directly into the field.
 3 PO When a PO is to be utilized, enter PO number first and the known data elements from the PO will populate the IR record accordingly.
 4 Invoice Number Enter the unique invoice number from the scanned document.
 5 Expense Type Select the appropriate expense type from the pick list. The expense type will drive the approval workflow. In general, expense types are broken down as follows:
 6 Total Amount Enter the total amount of the invoice. The total may be split between multiple expense accounts, entities or departments on the payable detail.
 7 AP Template When an AP Template is to be utilized, enter template code first and the known data elements from the template will populate the IR record accordingly.
 8 Invoice Date Enter the date from the invoice.
 HINT: Typing the vendor name may display a list of matching vendors – click on the desired vendor to select.
 PM Opex (Operating Expense) -Standard Opex - Recurring Opex – R&M (Repair & Maintenance) Corporate Employee Expense G&A (General and Administrative) – PM or Corp Legal Construction Construction Expenses
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 9 Post Month Enter the accounting period for the invoice; access to accounting periods is limited by user security.
 10 Due Date Populated based on vendor masterfile record data where applicable.
 11 From Date (optional) Enter the beginning date of the service period.
 12 To Date (optional) Enter the ending date of the service period.
 13 Type Select the appropriate type – invoice, adjustment or credit.
 14 Payment Method The payment method will default to check; if the payment will be made by EFT, select EFT.
 15 Approved By This field will be filled by workflow execution. 16 Priority This field is not currently in use for KRC. 17 Cash Acct Will default from selected company, entity
 combination. 18 AP Acct Will default from selected company, entity
 combination. 19 Notes Enter a general description identifying the reason
 for the invoice. 20 Display Type Display type identifies which detail fields show up
 on the IR data entry screen. This will be Standard for property operating expenses and Job Cost for payables associated with a Job record.
 21 Workflow The workflow will default from the Expense Type
 and property combination. The workflow drives the approvals required by the record.
 22 Status Display Field – shows current workflow status. 23 Current Step Display Field – shows current step in workflow. 24 Next Step Display field – shows next step in workflow. 25 Notes This note field is used by approvers when adding
 specific commentary to the current approval step. 26 Entity Select or enter the entity/property responsible for the
 expenditure. Click button to view pick list.
 27 Amount Enter the amount for the detail line item.
 28 Account Select or enter the general ledger account for the purchase line item. Click button to view pick list.
 29 Notes Enter a detailed note describing the line item.
 HINT: The GL Account pick list is limited to the accounts associated with the selected Expense Type.
 Standard Opex (Operating Expense) –Standard Job Cost Job Cost related invoice – will display job
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 30 Segments Segments are not required for property operating expenditures. Region and Department are required segments for Corporate expenditures including G&A. Service Line and Location are required segments for TRS related transactions.
 31 Review Review entered fields to verify data and selected workflow.
 32 Click SAVE
 33 Click Validate When the data entry has been completed and prior to submitting for approval, please click validate to check the record for complete and accurate data entry. A message will display that indicates the payable is valid.
 Other Completion Tips:
 When in doubt of funding entity, choose krlp. The use of Purchase Orders or AP Templates where appropriate, will
 minimize data entry time. The Distribute button on the invoice register may be used to allocate
 costs between multiple properties/entities where appropriate, minimizing data entry time.
 PAYEE INFO TAB Displays detail information relating to the selected vendor.
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 WORKFLOW TAB Displays detail information documenting the workflow steps completed to date and the current step of the workflow.
 APPROVERS TAB Displays detail information documenting the approvers available for the current step and the steps they may choose.
 IMAGES TAB Displays the controls available to the user for viewing the underlying invoice image(s). There are three options for the invoice viewer:
 View the invoice on the invoice tab
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 View the invoice in a separate window
 View the invoice in the middle of the data entry page
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