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There are many questions concerning the purchase ledger workflow.  The main points which affect the whole University rather than just the Physics department are:-

· Auto-authorisation tolerances - who sets these?  The Department
· Are all over £10k invoices to be sent down to the Old Schools for authorisation to pay?, we currently only send invoices for companies which do not appear on the suppliers listing.  This is an audit issue, concerning the method of recording fixed assets.  Sue will ask audit why they want to see all of the invoices (some may not be equipment).
· Terminology used concerning manual cheques.  We refer to A3 transactions as manual payments where cheques are hand-written.  The workflow manual cheque would appear to be the equivalent of our ‘immediate’ cheques which are automated.  Can we still obtain a hand-written cheque for cash payments?  Confirmed we should be able to request cheques and that the system at the Old Schools would change.  Our immediate cheque is referred to as their manual cheque.  Sue confirmed we should be able to request hand written cheques, as we do now.  The Old Schools system would not change until August 2000 when we could request ‘manual’ cheques on line (although they would still need supporting documentation).  Larger departments may install scanners to transmit the documentation to the Old Schools (Treasurer).
· Does the system have the ability to show at the same time the estimated cost (the soft commitment) and the revised cost (the hard commitment).  The soft commitment is the order requisition cost.  Once the order has been sent the value of the order is the hard commitment.  The system will show order details and invoice details.
· Presumably anyone setting up a supplier on the file would first check that there isn’t one there already by using the postcode.  Would accounts be able to override payment details to ensure that remittances are being sent to the correct address?  Will the Old Schools still oversee the suppliers file as they do now?  The account address details would be in a separate section for us to complete.  
· The workflow states that cheques under £5k will need to be manually signed.  Is this correct or is it a mis-photocopy?  This refers to the Old Schools
· What do the labels that are attached to the invoice once paid look like?  Are they likely to obliterate the information on an invoice?  Can use stamps if we choose
6.0.1 - Foreign Currencies
Invoices to be paid in a foreign currency are to go to the Old Schools for payment.  Do the

Old Schools match up to purchase orders that are on the system? 

It is not clear who is responsible for deciding what method of payment to use, the person 

ordering the goods, the accounts department or the Old Schools using the best exchange rates 

on the day.  Presently, the accounts department make the final decision on the best method of 

payment.  Will this still apply, and can the accounts department overrule what has been

requested?  We register the invoice in the currency not sterling.  We determine which payment method would suit us, we will not be restricted to those currently on offer by the Old Schools. The Old Schools will have to open up more currency accounts and not just have one for dollars and Euros.  The losses/gains on these accounts will be borne by the University and not the Departments.
6.1.2.6 - Currency type on transactions
System will allow the ‘normal’ trading currency to be defined for a supplier

account’.  What happens when you have suppliers who deal in more than one currency?  Will

there be one account for each supplier or multiple, depending on the currency involved?  Raised this as an issue.
6.0.2 - Import Duty
The wording implies that the University can always reclaim import duty but for us it is an 

exception.  This was raised as an issue on Purchase Order processing.
6.1.2.1 - Payment Method
Who decides whether BACS payments should be made? Do we need the Treasury module if

we are looking at payments made by BACS?  The department decides on who we pay by BACS.  We do not need the Treasury module to locate BACS payments in the system, they will be part of the Purchase Ledger section.  There will be an internal auditor who checks the bank account details that we set up for payments by BACS.
Payment by credit card, to be discouraged and could possibly get confused with laboratory

credit cards.  The department needs to draw up a Policy & Procedure document for payments made by credit cards.

6.1.2.3 - Bank Account Details
Who will be responsible for the recording of  bank account details?  The Department
6.1.2.5 - Automatically withhold tax
Withholding of tax, wouldn’t EMBS deal with this?  If an automatic system is set up how do we deal with invoices that come under this scheme?  Will EMBS be able to look at our accounts?  We raised an issue, accounting for CITB tax.  How does this all work?
6.1.2.7 - Maximum invoice amount
Often we deal with suppliers on a regular basis spending minimal sums, then an order might be placed which bears no comparison with what has gone before e.g. £300-£60,000.  

Who would be responsible for setting maximum invoice amounts?  We set these amounts but use the information from the Old Schools. We could set this taking the Average invoice value for the individual supplier taking into account any unusual maximum invoices which may give an inaccurate average.
6.1.2.8  - Contra Account
We would only want to use these in exceptional circumstances.  Could there be limitations set up to restrict use to the accounts department only?  Forget this
6.1.3 - Supplier Notes
Supplier notes ‘private to the dept’ or ‘public to the University’.  Can the use of these notes be restricted on the General section, as this could be open to misuse by all and sundry? The general findings of one group may not be the same as for other groups.  Raised the issue.  We will have to be issued with guidelines in view of the Data Protection act.  We may be able to use abbreviations (relevant only to our department).
6.1.4 - Maintaining Accounts

 ‘Suppliers include third parties and members of staff for the payment of expenses’  These accounts are entered once, all Departments will then be able to use the account.  What happens if there are two people with the same name, how can we differentiate?  We have a number of prospective students who may or may not join the University, what happens, would they be set up on a temporary account?  Should expenses payments to individuals become part of the supplier file?  Could this result in incorrect payments to people with the same or similar names?

Raised as an issue by Sue?? (I think).  The system will check duplicates across the database and within the Departments.
6.4.5 - Checking Duplicate Transactions
There will be two levels of duplicate payment detection, fully matched and high level of similarity.  What happens when we have standard invoices going through on a regular basis for standard products?  Will the Old Schools be notified of these possible duplications and therefore delay payment whilst they clarify that an error is not being made?

Is the system able to recognise a duplicate invoice number on the same supplier? The system can deal with pro-forma invoices (6.3.1) Can we input after the pro-forma has been paid and we have received the tax invoice, so that the records are correct?  Yes & Yes
6.4.6 - EDI
What is EDI?  Electronic Data Interchange
We need to clarify as soon as possible our Departmental authorisation matrix in order to decide who will be clearing invoices - accounts or groups/central services.  We need to assess what we do now and what risks are attached and to prepare a list.
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