NUI Galway Invoice Scanning
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In order to facilitate prompt processing and payment of suppliers, it is vitally important to adhere strictly to the following steps:

1. Suppliers must email invoices directly to Accounts Payable, at accountspayable@nuigalway.ie.
1. Attach one invoice only in PDF format i.e. emails can have multiple pdf attachments (invoices) provided it is only one invoice per pdf. 
1. The PDF must be an attachment, not embedded within the body of the email.

1. Please ensure that the Goods Received Note is completed on Agresso which is your acknowledgement of satisfactory delivery and agreement to pay the supplier.   If the GRN is not completed, the invoice will not be processed for payment. 
All invoices are scanned into Agresso and will be checked against the Purchase Order and Goods Received Note.   If the 3 match, the invoice will be processed and paid.

1. If the invoice is for a greater amount than the original Purchase Order, complete the task as indicated in FAQ 1 below.

1. If you forget to complete the Goods Received Note, complete the task as indicated in FAQ 2 below.


1. If an invoice is in dispute, contact the supplier directly and only when resolved, should the invoice and credit note (if applicable) be GRNed/approved.

1. If you receive a task alert email as below: Non-PO invoice coding
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This is where an invoice has been received, where the Purchase Order has not been indicated on the invoice.   You must log into Agresso, open the task, within your task list and select “Query with AP”, indicate in the workflow comment the Purchase Order Number and select again “Query with AP”
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The invoice will be returned to Accounts Payable to be matched to the PO indicated, and provided the GRN is completed and the 3 match, the invoice will be processed and paid.


FAQ 1. What happens if there is a price difference between the order and invoice?
Please follow the instructions in the workflow task which is sent to the requisitioner initially.  If in agreement with the additional cost, click on Approve.  The task will then be sent to the Budget Holder.  If not in agreement, click Park and contact the supplier to request a credit note.  When you receive the credit note un-park the invoice and approve if all is in order.
[image: https://www.nuigalway.ie/media/informationsolutionsservices/images/agresso/p2p/park_3.jpg]









[bookmark: _GoBack]FAQ 2. What‌ happens if I forget to do a GRN?
A missing Goods Receipt Note email is sent to the Requisitioner if the invoice is received and the ‌GRN has not been completed.
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They must then log in to the Financial System (Agresso) and complete the GRN task as follows.  
Please click RECEIVE GOODS to confirm the GRN in full, or click Goods receipt for partial receipt. 
REJECT will return the invoice to Accounts Payable.
A second task will then appear to accept the invoice, by clicking on the “Accept” button.

[image: https://www.nuigalway.ie/media/informationsolutionsservices/images/agresso/p2p/grn_error_2.jpg]



Why did I receive an email from the Financial System (Agresso) - "P2P - EINVOICES/CREDIT NOTE APPROVAL ALERT" asking me to “Please GRN Order” even though I did a GRN?
The following email task alert will arise if a Goods Received Note is completed after the invoice has been received into Financial System from the supplier.
[image: https://www.nuigalway.ie/media/informationsolutionsservices/images/agresso/p2p/invoice_accepted_3.jpg]
You must log into the Financial System and confirm that the invoice should be accepted if all is in order, by clicking on the Accept button, see below. The Reject button will return the invoice to Accounts Payable.
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Please be advised that there are elnvoice(s)/Credit Note(s) detailed below that require your attention:

[ scion 1 suppler ____Jimoice  Credi Note Ref] Reg o JCost CenrelCost Geire[[3ooker D] _Booker _Jamaun
Please GRN order. FISHER SCIENTIFIC IRELAND LTD 4160142431 10293852 D3660 CHEMISTRY | 012345 Bloggs, Joe  138.74
Please GRN order. SIGMA-ALDRICH IRELAND LTD 8310454473 10293854 D3660 CHEMISTRY | 012345 Bloggs, Joe 123.60

Please logon to Agresso in order to action the task(s) highiighted above.
If you have any queries please refer to the P2P webpage and P2P FAQs in the first instance.
I you need further assistance please email p2p@nuigaiway.e.

Regards,

Agresso System Administrator
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