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Accounts Payable:

Overview

Currently, the BHA processes over 12,000 AP transactions per year.  Invoices, packaging slips and purchase order information are submitted to
the Accounts Payable Department in paper format.  Because the Accounts Payable Department does not input the invoices into the system until
all documents are received, the system does not have the ability to generate an aged receivables report and overdue invoice report.
Additionally, the BHA’s reliance on paper results in delays in processing and vendor shutoffs.  Our redesigned processes focus on reducing the
paper dependency and data input redundancy and increasing on-line approvals and notification.  This should decrease the amount of time spent
by BHA staff to track paper and reduce vendor calls for overdue payments.

Future Workflow Process Maps:

Dept /Dev Approves

Purchase Orders  and
accepts receipt

Al l  Invoices received at

Chauncy St reet
Paper v.  e lectronic

A/P reviews invoice for

P.O.  # or  Dept /Dev
Paper

P O

Dev/Dept
Noth ing

A/P scans and enters

invoice

System matches invoice

to approved P.O.

A/P Scans invo ice and
enters invoice as

pending

System generates e-mai l
to  development  /  Dept

request ing P.O.  #
Dev / Dept

PO
#

A/P scans invo ice and

enters invoice as
pending

Nothing

System generates
request  to vendor for

more in format ion based
on Comm method

A/P interfaces /  imports
electronic t ransmissions

into the system

Electronic

System generates e-mai l
not i f icat ion to the Mgr

regarding

Dispute w/ in  5 days

Staff  reviews reason for
d ispute and d iscuss wi th

vendor

Staff  adjusts invoice
accordingly

Yes

System ident i f ies dept/
dev  & G/L  cod ing based

on user-def ined cr i ter ia

Dept /  Dev ident i f ied

Yes

System Flags A/P of

unident i fable
depar tments

No

A/P obtains infomat ion

from  the appropr iate
dept

Manual change to system identification

Bi l ls  are processed for

payment

No

Part ial

Approval
No

System maintains invoice

as pending unt i l  PO #
received

A/P enters  PO #

Noti f icat ion is sent to

vendor  regard ing reason
for part ia l  payment

Yes

ACCOUNTS PAYABLE:

INTERFACES:

§ System should in ter face wi th Purchase Orders
§ System should inter face wi th Budget

§ System should inter face wi th Fixed Assets
§ System should inter face wi th Inventory

§ System should inter face wi th 3rd party systems
§ System should have both import  and export  capabi l i t ies

§ System should inter face wi th a bank reconci l ia t ion module

INVOICES:

§ System should a l low invoices to be received electronical ly
§ System should a l low invoices to be scanned and at tached to the

transact ion
§ System should a l low users to setup recurr ing invoices
§ System should a l low invoices to be entered manual ly

§ System should f lag data entry c lerk for  dupl icate invoices
§ System should a l low invoices to be dist r ibuted  to an unl imi ted

number of  genera l  ledger  accounts
§ System should automat ica l ly  ca lcu late d iscount  based on vendor

payment  terms
§ System should automat ica l ly  determine due date based on

vendor payment  terms
§ System should al low al l  invoices (e lectronical ly  or  manual ly

entered) to be adjusted pr ior  to payment
§ System should automat ical ly  match credi ts to appropr iate

invoices
§ System should a l low invoices to be deleted

§ System should a l low invoices to  be managed by batch
§ System should automat ica l ly  f lag d i f ferences between approved

purchase order  and invoice

§ System should a l low users to  put  vendors on hold
§ System should a l low invoices to be p laced on hold

§ System should a l low notes to  be entered on each invoice
§ System should defaul t  genera l  ledger  coding f rom purchase order

§ System should al low part ia l  general  ledger coding to defaul t  f rom
vendor  setup

VERIFICATION:

§ System should route invoices to appropr iater  superv isors for
approval

§ System should ver i fy avai l i l i ty  for  funds f rom budget system
§ System should ver i fy  receipt  of  i tems from invetory system

§ System should ver i fy  procurement  ru les and amounts f rom
Purchase Order  system

§ System should val idate e lectronic invoices  against  s tandard
rules

§ System should mainta in s tandard accounts payable ru les (ex:
general  ledger accounts must  ex ist )

§ System should per form 3-way match between inventory receipts ,
purchase requis i t ions and invoices

REPORTING:

§
§ System should generate current  aging repor ts  based on user

def ined parameters
§ System should generate h istor ical  aging reports based on the

invoices and payments which existed at  a user-def ined date

§ System should a l low vendors to access the status of  thei r  payments
based on secur i ty

§ System should a l low BHA staf f  to  rev iew open invoices based on
secur i ty

NOTIFICATIONS:

§ System should automat ical ly  not i fy  vendors when invoice is  received

wi thout  purchase order numbers or  department  in format ion
§ System should automat ical ly  not i fy  department representat ives when

invoice is  received wi thout  purchase order  numbers
§ System should not i fy  vendors when invoice has been processed as

a part ia l  payment
§ System should requi re explanat ion f rom or ig inator  when amount

approved is  d i f ferent  f rom invoice amount
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1. Invoices: System should allow invoices to be received electronically 2

2. Invoices:
System should allow invoices to be scanned and attached to
the transaction 2

3. Invoices:
System should allow users to setup recurring invoices

1

4. Invoices: System should allow invoices to be entered manually 1

5. Invoices:
System should flag data entry clerk for duplicate invoices
based on user defined criteria (ex: invoice #, amount,
development, delivery date, PO#, etc)

1

6. Invoices:
System should allow invoices to be distributed to an
unlimited number of general ledger accounts 1

7. Invoices:
System should automatically calculate discount based on
vendor payment terms 1

8. Invoices:
System should automatically determine due date based on
vendor payment terms 2

9. Invoices:
System should allow all invoices (electronically or manually
entered) to be adjusted prior to payment 1

10. Invoices:
System should automatically match credits to appropriate
invoices 2

11. Invoices: System should allow invoices to be deleted 1

12. Invoices:
System should allow invoices to be managed by batch

2

13. Invoices:
System should automatically flag differences between
approved purchase order and invoice 1

14. Invoices: System should allow invoices to be placed on hold 1

15. Invoices:
System should allow notes to be entered on each invoice

1

16. Invoices:
System should default general ledger coding from purchase
order 1
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17. Invoices:
System should allow partial general ledger coding to default
from vendor setup 3

18. Verification:
System should route invoices to appropriate supervisors for
approval 2

19. Verification:
System should verify availability for funds from budget
system 1

20. Verification:
System should verify receipt of items from inventory system
where applicable 1

21. Verification:
System should verify procurement rules and amounts from
Purchase Order system 3

22. Verification:
System should validate electronic invoices against standard
rules 2

23. Verification:
System should maintain standard accounts payable rules
(ex: general ledger accounts must exist) 1

24. Verification:
System should perform 3-way match between inventory
receipts , purchase requisitions and invoices 1

25. Notifications:
System should automatically notify vendors when invoice is
received without purchase order numbers or department
information

3

26. Notifications:
System should automatically notify department
representatives when invoice is received without purchase
order numbers

2

27. Notifications:
System should notify vendors when invoice has been
processed as a partial payment 2

28. Notifications:
System should require explanation from originator when
amount approved is different from invoice amount 2

29. Reporting:
System should generate current aging reports based on user
defined parameters 1

30. Reporting:
System should generate historical aging reports based on
the invoices and payments which existed at a user-defined
date

1

31. Reporting:
System should allow vendors to access the status of their
payments based on security 3
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32. Reporting:
System should allow BHA staff to review open invoices
based on security 2

33. Interfaces:
System should interface with Purchase Orders

1

34. Interfaces: System should interface with Budget 1

35. Interfaces:
System should interface with Fixed Assets

1

36. Interfaces: System should interface with Inventory 1

37. Interfaces: System should interface with 3rd party systems 3

38. Interfaces:
System should have both import and export capabilities

2

39. Interfaces: System should interface with a bank reconciliation module 1


