Invoicing in FOLIO
June 2021

Exercises

Sign in to FOLIO and launch the Invoicing app 

Exercise 1 – Let’s start by searching

Search the following vender invoice numbers and jot down the vendor; status of the invoice; and total invoice amount? One of the three invoices below has more than one line item; which one is it?

· 23123
· 57894658
· 5242421


Exercise 2 – Explore creating a new invoices from scratch and we will ask for volunteers to look at what you have created!

Start by searching an invoice number and then clicking “New” in the upper right hand pane when you see your invoice number doesn’t exist. Go through the steps of creating a new invoice, keeping in mind the following very important steps for every invoice:

· Invoice date
· Status – change from open to reviewed (when you are ready for Accounting to pay the invoice)
· Bill to name (you will put your dept. name here – we are no longer using “Endowed Accounting” as we did in Voyager for Bill to)
· Add any adjustments that may apply to the whole invoice (Shipping etc.)
· Vendor invoice number
· Vendor name
· Payment method (This will be physical check unless you are paying with a p-card and then it will be credit card)
· [bookmark: _GoBack]Export to accounting should always be checked when the payment method is “Physical check”. DO NOT check the “Export to accounting” box for payment method “Credit card”.
· Upload your invoice (since you won’t have an actual invoice to upload you can upload anything here if you would like to practice this part)
· Save and close
· Add your invoice lines by clicking on the “Add” button in the invoice lines segment in the right hand pane (just as you do for POLs)
· Search by PO number; POL number; or title to bring in your invoice lines 
· Check the box of the title or titles you would like to pay for and save 
· You will now see that the POLs you selected are now attached to your invoice lines
· Check to be sure your totals match your invoice and you’re done!

Have fun and play around as much as you’d like! The more you play around the better and more confident you will be come July 1st!




