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MFMP Invoice Processing
Participant’s Guide

MFMP Invoice Processing Training

Participant’s This guide will help you during and after this training. It contains

Guide information about and resources to use MFMP as well as the
actual slides and notes seen in the presentation. For links to
additional materials, please see the list of resources at the end of
this guide. Please save this guide to your network space.
You may print it for use during training and as an easy
reference after training.

This course teaches users how to process invoices in the
MyFloridaMarketPlace system.

If you have any questions about this training, please direct your
gueries to your supervisor first, then to the MFMP Support
Section of the Bureau of General Services at (850) 245-4444
ext. 3091, if your supervisor cannot assist you.

Preparation Before the class, please be sure to:
[0 Save and/or print this participant’s guide to use during
the training or as a quick reference guide after the
training.

[0 Schedule time to take the training and put it on your

calendar.
I —————
Day of Class LI You may use this guide during the post-test, but it is not
necessary.

O Turn off cell phones, turn off Blackberries, close Outlook,
and forward phones during training. These can reduce
your ability to learn and retain the information.

After Class O Complete the post-test in the learning management
system.

[0 Complete the course evaluation form in the learning
management system

~
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MFMP Invoice Proces
Participant’'s G

Navigating in TRAIN

sing
uide

Navigating the Department of Health’'s new learning management system, TRAIN, can
be a challenge initially. If you have opened this guide, you already know how to log into
the system and register for courses. Now, you need to know how to complete the

training module.

Most of the departmental training modules contain at least two parts — a participant’s
guide and a presentation — and often more parts. In addition, it usually includes an

open-book post-assessment/test. To complete the module, you must complete every
part of the training, including the assessment, then complete the entire module.

This will take you to the TRAIN Florida
Knowledge and Resource Center for
Learners. Here are a number of links to help
learners navigate TRAIN. Note the link to a
tutorial and to a guide for completing TRAIN
courses.

Follow the instructions in the guide to
complete each section of the course. On the

There is a link to specific instructions about
how to complete courses on your TRAIN
login screen and TRAIN home page.

L Y S o] ©
Florkda Departmant of Health.
N Florida Department of Health’s |
Official Learning Management Symm;
Prepared. CuTeack Cabne: Ld
4
e Agminisbalory Cowse Py -
Welcome to the TRAIN Florida J
Knowledge and Resource Center for Learners ,
Our goal % o prenide 8 umwmm;ul aid the TRAIN Florida leamers with the todks, information, and resources |
manage the: apphcabion, and the DOH b ;
TRAM Florda 55 a leamer driven appiication. The Leamer Questions and Answers are designed to heip you, as a DOH
Learmer, b o about he TRAN Pl LIS an get th anewers you need
The Leames Tutonals ace a senes of boef P will ke you 10 use the key 1ools and femtures
in TRAIN Flonda and to ansg your "How 07 guestions. )
o - s AR B 1 A T AR st e
o you hae @ queshon equire further assistance p ¥ TRAN Flonda Admitsirator g
TRAMN Fionda- Cuck Tigs (
TEAN Fonds Accourd Undate instructions &
Learners Questions and Answers Learner Tutorials (
How can | registes in TRAIN Florida? o 10 bog i 10 TRAM Flocids - Guide: b
\What 1 akreacy have & TRAM Account? {
o o | updize by Legirer Account? 2= Dunde
What do | da f | Sorget ry parssword? How 1o launch .
What are he TRAM Flarda Geoups? s Gt
Forw ave the TRAN e
Jowse ij T I -

“Course Registration Management”

page, select the “M” on the right of
page.

Version:
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show up in your transcript. Just click the “OK”
button to proceed. You will go to a
“Completed” status screen. Click the “Submit”
button to complete this section of the course.

B you know poar grade please sater £ heve:
Pons:

Farcentage:

MFMP Invoice Processing
Participant’s Guide

The system will take you to a screen
that will allow you to complete the
appropriate section of the course.

Note: You must “complete” the
participant’s guide, as well as each
presentation or activity in the course.

A pop-up window will indicate once this
section of the course is completed, it will

ave registerad foe 8 course &
Message from webpage “ *
s P
par Please note that if you procesd with completion this course will e
be set as completed and you will get chosen credit (if any). The (
par course will no longer be visible in <<My Leamings > section but
" a record about it will be available in < <Transcripts » section LY
i =
located on <<Home>= tab, Are you sure you want to mark this r
course as Completed? %
k) L
il pniat Attt ™ttt D s s il oy WA J

Note: You can leave the points and
percentage fields empty. However, if
you are completing a section that had
an assessment, you may want to
complete these fields.

Once you complete each section, you will need to the complete any assessment/test
associated with the course. You access the assessment in the same way you complete

the course.

Counen components:
Tip: Tosor by any cohmn click the column heading. Or use defaull order by Display Crde:
¢ .Card Users Partcipants Guide Wet-bases Trining - Setstucy  Compietss M)
Compisied  [M)
Peats

Asssasrent
Pending

e Linars Part & Vo380 Troining - Seif-atucy

Wieb-5aea5 Training - Saif.atusy

s Guids Visn-zasad Trakning - Seitshasy

o tining - Seifstucy

t
M ¢

-+
rr e T S

AT Aama T SR A

’M‘

L g~

If there is an assessment, once you
click on the “M” to section, you will be
taken to the assessment screen. Click
the “Assessment” button to begin the
test.

9
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MFMP Invoice Processing
Participant’s Guide

Notice that the tests allow you to

e e e DO ~ 1| “Open Book” button. Clicking this
~~~~~~~ (B e B B e 8 a s o 0o oo 1) putton opens the presentation or

IICIEY E guide in a new window. You can
keep the book open while you take
the test. Be sure to click the “Start
Assessment” button to start the

test.

St View Favutes Took b

a - wﬂw S T

.
m Course

s the pre-assessment
. INgG T WINCOW prematursty. e
when prompted. pleass withdraw froem th

Note: You must complete the
assessment before you complete
the entire course.

A My Ay My A S By, e

@ Irtormet | Protected Mode On e RN v ”
e s T e et e

Once all the sections and assessments are completed, you must click the “Submit”
button below the course list to complete the entire course.

Also, please remember to complete the course evaluation, so we can improve the
course.

Attachment:

Purchasing Card Cardholder Profile Form Juty 2010, paf

Purchasing Carcholder Agreement Form March 2013.doc
Instructions_for_Completing_the_Cardholder_Agreement_and_Profile[1].doc

You have successtully completed this course. Please note that it will no longer be visible in ‘My Learning’ section but a record about it will be
available in 'l‘ranscllpr section located on ‘Home' tab.

If you know your grade please enter it here:
Points:

Percentage: % | Submit
W\'nuld you please be able to take an evaluation? )

To start evaluation click | Evaluation

PP . T W

Wl ol it ool s ol A o Wl A

Notes:

10
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MFMP Invoice Processing
Participant’s Guide

Part A
MFMP Invoice Processing Overview
Slide 1: Navigating the Module
Notice the navigation tools, which is at the
bottom left side of your screen.
1. To hear or pause the narration for the How to Navigate the Module

current screen, click the “play”/"pause” Rewind
button located on the lower left side of O oms0 @H «® O
Play | Audio On

the screen. oam0 N
2. Click the back button to move backward @ “’“"-' ® Lol

through the previous screens.

3. To go back to the beginning of the -~ ™ [
presentation from anywhere in the O] o &= 0 =3

presentation, click the rewind button. _,H
4. To turn the narration off or on, click the

audio button on the lower left side of the screen.
5. Click anywhere on the slide, to move forward to the next screen.

11
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MFMP Invoice Processing
Participant’s Guide
Part A

Slide 2: Welcome!

* Welcome to the Florida Department of
Health’s “MyFloridaMarketPlace Invoice
Processing” training. Throughout this
training, we will refer to
MyFloridaMarketPlace as MFMP.

*

MFMP Invoice Processing

» This course will provide you with
information for auditing, creating, and
approving invoices directly in MFMP.
Whether you are a requestor, a
purchasing agent, or accounts payable,
this training will allow you to see each
section’s role when paying an invoice in MFMP. Understanding your specific role in
MFMP will help ensure that payments are made correctly and efficiently.

» Itis suggested that you review the “FDOH MyFloridaMarketPlace, MFMP, 3.0”
before starting this training.

Slide 3: Objectives 1 -3

At the end of this course, you will be able to:
Objectives 1 -3

* 1. Match MFMP invoicing roles to the

1. Match MFMP invoicing roles to the 1 appropriate responsibilities.
appropriate responsibilities. ~y

2. Identify the two types of invoices 2. ldentify the two types of invoices

processed in MFMP. processed in MFMP.

3. Identify the purchase requisition .
requirements for different charges in

3. ldentify the purchase requisition
MFMP. Y P d

requirements for different charges in
MFMP.

12
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Slide 4. Objectives 4 -6

4. Describe the information needed from
FLAIR to process an invoice.

5. Explain the process for auditing a MFMP 4. Describe the information ’_‘eede"m
invoice FLAIR to process an invoice.

5. Explain the process for auditing a MFMP

6. Identify the requirements to produce, invoice.
edit, and approve line items in a service- 6. Identify the requirements to produce,
based invoice. edit, and approve line-items in a service

based invoice.

Slide 5. Objectives 7 -9

7. ldentify the requirements for auditing a
commodity invoice.

7. ldentify the requirements for auditi@ 8. Create a commodity invoice in MFMP.
commodity invoice. )

8. Create a commodity invoice in MFMP. 9. Edit and approve the line items of a

9. Editand approve the line items of a commodity invoice in MFMP.

commodity invoice in MFMP.

Notes:

13
Version: 1.0



Slide 6: Training Organization

* To make it easier to complete this
training, it is split into three separate
parts. You can complete the three parts
separately but they should be completed
in the order shown here.

* There is a mandatory post-test following
the end of the course. You can attempt
the post-test as many times as you like,
but you must pass with a 80% or better to
get credit for completing the course.

» Lastly, we appreciate your feedback via
the course evaluation form.

Slide 7: Section 1

MFMP Invoice Processing

Participant’s Guide

Part A
Part A PartB
— Section 1 — Section 5
—Section 2 _* « Objective 4 — 6
: Objectiv@
— Section 3 W PartC .
- Objective 2 — Section 6
— Section 4 « Objective 7 -9
+ Objective 3 Post-Assessmentin
TRAIN

F’ In the first section, we will review setting up
s delegated authority and email preferences.
. - For more information on these steps, review
" the “FDOH My Florida Market Place, MFMP,
section 3.0” training.

Setting up delegated authority and email
preferences

Notes:
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Slide 8: Welcome to MFMP

L4
« 2 items setup before auditing invoic&
1. Delegate authority
2. Email preferences

Slide 9: Delegate Authority

» Delegating your authority in MFMP is

very important to ensure there is no delay

with the payment process.

* The person you delegate in MFMP will be

allowed access to invoices that are
pending your approval.

Notes:

MFMP Invoice Processing
Participant’s Guide
Part A

Every MFMP user should setup two items
before auditing invoices:

1. Delegate authority

2. Email preferences

r
» Delegating authority is important to ghure
no delay with payment process
+ Person delegate in MFMP will be allowed
access to invoices pending your approval

15
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Slide 10: Delegate Authority

S vk Dipatmantof Hust it | A0 T Moo %

Change password
Change secret question

Change your profile \

Change default locale and currenty
Change email netification preferences
Reset default preference

Slide 11: Delegatee

» Click the dropdown button next to the
“Delegatee” field.

¢ Click “Search for more...”

Notes:

MFMP Invoice Processing
Participant’s Guide
Part A

In order to setup your delegation, go to
the MFMP home dashboard and click on

“Preferences.”

Once the drop down options appear click
on “Delegate Authority.”

= e | ke © | Lo
»ﬂ_ i

BH o
@ beegre Gt )
o e T =
(2 scoroest Mon

Delegution o D -
(3] Beviem -
3 e Delegatee: b | ig}

e : o —T—

; John Smith
Delegation Start Date:
P John Smith Il
—| Delegation End Date: John Smith 11
=

Delegation Reason: i
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Slide 12: Name Field

..........

Contruae t ratey ma by

Slide 13: Select Button

e Click the “Select” button next to the
delegatee’s information.

Slide 14: Start Delegation

m{)b-': ’
D e R I W e Pl
st Sem

17

24
31

MFMP Invoice Processing
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Part A

Click the dropdown button to change the
“Field” to “Name.”

Type in the last name of the person you
want to delegate authority to.

Click “Search.”

i
B

......

John " "

Smm  [ohnsmih  john_smih@fmeath gov
o John == —

Emp ) JONALSMENI  jon_sminii@finaattn. [

JohT  onn emith 8 jshn_smitain@fheggifgoy (==
Seith Il

Select the dates of your delegation by
clicking the calendar box on the right
side.

Select the day you want to start
delegation under the first calendar box on
the right of “Delegation Start Date.”
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Slide 15: End Delegation

.....

£
34 6

Pislegation Fd finte- * m
13) changes Q0 e ©Q
Bun Men Tee Wed Tha Fri Sat
Driogatian Aosson; Tiiai a

[®@ @ otz © ©

Sun Mon Tue Wed Thu Fri Sat

1 2 3! 4 5
] 7 a a i 12
13 14 15 18 19
20 21 i 23

24 25 26

Slide 16: Delegation Reason

You can type in a delegation reason if you
would like even though it is not necessary.

If you want to receive notifications of your
delegatee’s request, click the box next to
“Continue to notify me by email of
approval requests.” When finished, click
"Next" to continue.

Slide 17: Approval Flow

~ ApprovaliElow

MFMP Invoice Processing
Participant’s Guide
Part A

Click the second calendar button.

Select the day you want to end
delegation under the second calendar
box on the right of “Delegation End
Date.”

O User Profike

Dwepaton
(1] Debegate

Dwiepation Stait Date; * |
[Z] Apprevat Flo w
Delegation End Date:  *

(3] Beview
2] changes
Deiegation Reson:
Metification:

a
§
o M e

This screen will show you the approval
flow for your delegation. The person you
delegate has to approve this change in
MFMP.

After you verify the correct person is
listed, click “Next.”

18
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Slide 18: Submit Delegation

Slide 19: Email Preferences

Your email preferences will allow you to
track the progress of the invoices that
you create in MFMP.

This feature controls how many emails
you receive from Ariba MFMP. Ariba

provides the MFMP system to the FDOH.

Depending on how your preferences are
set up, you can receive anywhere from
three to hundreds of emails daily. If you
want to receive a summary email then
you will only receive three emails per
day.

Notes:

MFMP Invoice Processing
Participant’s Guide
Part A

This screen will allow you to see the change
in your delegation. Once you verify that
everything is correct, click “Submit.”

| 4
« Allow you to track progress of invoiéwiyou
create in MFMP =

- Controls how many emails you receive from
Ariba MFMP

« Depending on preference, you can receive 3
to hundreds of emails daily

19
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Slide 20: Change Email Preferences

B Preferences

Change password
Change secret question
Delegate authority
Change your profile

Change default locale and currency
( Change email notification ;:refere-nces)
Reset default preference

Slide 21: Edit Preferences

First, you need to select the stage in MFMP
in which you would like to change your
preference. Use the “Edit preferences for:”
dropdown menu to select the stage. For this
example, we will be changing it for the
“Invoice Reconciliation” stage.

Slide 22: Notification Method

Edit Email Notification Preferences

Fer cach document type listed, spodfy tha tyses of email notFication meszages to recaive and haw ofton you

Edit preferences for:  Invoice Reconciiation =

Not#ication methed

When | am an sporover: [

When [ am & watchaor: 0

Mntification fraquency

Each time the document ks approved: [
When the document is fully appreved: [
When | nesd to approve a document: [
When my approval s overdae: [

when | am & warcher: [

L(ED) =]

MFMP Invoice Processing
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In order to setup your email notifications, you
will need to select “Preferences” and click on
“Change email notification preferences.”

Sch oumant g e, Epecity 10 RS o Al NEUTISREEN TRSEIGRE b0 FCHE B Sow SRR 1S mE £ recVe . Tha spron Gther S0cu

Next, click on the dropdown boxes for
each option under “Notification method.”

Then check or uncheck the boxes next to
the “Send Email” options.

Finally, select how often you would like to
receive a notification.

Click the “Save” button, once you have
made all the changes you want.
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Slide 23: Repeat Steps

Repeat Steps

» Repeat process to change another me in
MFMP —ﬂy

+ Repeat until you are satisfied with volumes
of emails you receive

Slide 24: Section 2

In section two, we will cover the different

roles in the invoicing process.

Slide 25: Objective 1

Objectlve 1@

Match MFMP
invoicing roles to
the appropriate
responsibilities.

MFMP Invoice Processing
Participant’s Guide
Part A

Repeat the process to change the
amount of emails for another stage in
MFMP.

Repeat these steps until you are satisfied
with the volume of emails that you
receive.

Section 2
Roles and responsibilities

Objective one is to match the MFMP
invoicing roles to the appropriate
responsibilities each role has.
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Slide 26: MFMP Roles

In MFMP, there are three main roles in the
invoice approval flow:

* Requestor

Requestor
» Exception Handler

» Invoice Manager Exception handler

Invoice manager

ol e -

Slide 27: Requestor Role

* The requestor role in MFMP refers to the
individual who places the order for the
goods or services.

» Refers to individual who places order for

* This role is responsible for: goods or services
» Responsible for:
e Submitting the purchase requisition — Submitting purchase requisition through MFMP
through MFMP, — Maintaining the direct order

— Reconciling invoices in MFMP
* Maintaining the direct order, and

* Reconciling invoices in MFMP.

Notes:
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Slide 28: Exception Handler Role

Exception Handler Role

» Refers to auditor assigned to particm_
invoice in accounts payable section

+ Responsible for:
— Auditing

— Creating
— Approving

Slide 29: Invoice Manager Role

The invoice manager role in MFMP refers to

the final approver on the invoice
reconciliation, IR, before the invoice goes

through FLAIR, and possibly the Department

of Financial Services, referred to as DFS.

Slide 30: Section 3

Section 3
Types of invoices in MFMP

MFMP Invoice Processing
Participant’s Guide
Part A

The exception handler role in MFMP
refers to the auditor assigned to a
particular invoice in the accounts payable
section.
This role is responsible for:

Auditing,

Creating, and

Approving invoices in MFMP.

Invoice Manager Role

» Final approver on invoice reconciliam_
before goes through FLAIR gl

— Possibly DFS !

TAPPROVED

In this section, we will cover the different

types of invoices that are in MFMP.

23
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Slide 31: Objective 2

&. - Objective 2

Identify the two types
of invoices processed
in MEMP.

Slide 32: Types of Invoices

* There are two types of invoices that can
be processed in MFMP:

* Service
* Commodity

* The type of invoice determines the
requirements for processing in MFMP.

Slide 33: Service Invoices

Service Invoices

* Invoices for
— Temporary staffing
— Consultants
* Requires additional documented to be

processed .

MFMP Invoice Processing
Participant’s Guide
Part A

Objective two focuses on the types of
invoices that are found in MFMP: services
and commodity.

Types of Invoices

+ 2 types of invoices
processed in MFMP
— Services
— Commodity

+ Type of invoice
determines requirements
for processing in MFMP

Services invoices are invoices that are
for

» Temporary staffing
» Consultants
Each type of service invoice requires

additional documentation in order to be
processed.
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Slide 34: Additional Documentation

» Temporary staffing invoices require a
timesheet to be submitted along with the

invoice.
* Temporary Staffing
— Timesheet to be submitted with invoice » Consulting invoices also require a
* Consulting timesheet and a progress report as well.

— Timesheet
— Progress report

Slide 35: Progress Report

» A progress report is considered to be
detailed timesheet which explains what
service the individual performed during
the hours in which the office is being

. * Detailed timesheet explains service
billed.

individual performed during hours office is
billed

* The_ following ir_1fo_rmation is_req_Uired to * Information must be on direct order:
be in the description of the line item on _ Job title

the direct order, referred to as a DO: — Job number

— Project area

. — Scope of variance
 Job title — State term contract number

* Job number

* Project area

» Scope of variance

e State term contract number

Notes:

25
Version: 1.0



Slide 36: Commodity Invoices

* Items that have been tangibly ordered from .
vendor

« Every commodity invoice requires receipt in
MFMP in “Approved” status before
processed for payment A

() &

ar

Slide 37: Special Cases
* Special Cases for Commodity Invoices:

* Invoices that are for vaccines have an
excise tax that is also included. If the
local office or program office charges
the clients for the vaccination then the
excise tax should be paid. However,
if the vaccinations are given out freely
then the excise tax should not be
paid.

» Secondly, Flip invoices are electronic
invoices that are sent directly from the

MFMP Invoice Processing
Participant’s Guide
Part A

Commodity invoices are items that have
been tangibly ordered from a vendor.

Every commodity invoice requires the
receipt in MFMP to be in “Approved”
status before the invoice is processed for
payment

* Vaccines

* Flips 'r?\

vendor into MFMP. All flip invoices are commaodity invoices and require the

receipt to be approved.

Notes:
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Slide 38: Section 4
oyl In the last section of this part, we will discuss
4 the different purchasing requisition

~ requirements in MFMP.

Section 4

Purchasing Requisition Requirements

Slide 39: Objective 3

In this objective, we will identify the purchase
requisition requirements for the different
charges in MFMP.

v v --mhi:—""-\.‘ i
' ,‘%@gt;yes?»‘

Identify the purchase

requisition requirements for

_ different charges in MFMP.
)

Notes:
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Slide 40: Types of Invoices

| 4
« Purchase requisition must be submitt@ and
approved before:
— Service rendered
— ltems ordered

» Failure to timely submit requisition could
result in after the fact DO o

Slide 41: Advance Payment Requirements

In order to process an advance payment
in MEMP, justification has to be provided.

The justifications for why an invoice
should be paid in advance include:

* The vendor requires payment in
advance or

* Itis a cost benefit to the state if the
invoice is paid in advance.

Notes:

MFMP Invoice Processing
Participant’s Guide
Part A

In order for an invoice to be processed in
MFMP a purchase requisition must be
submitted and approved before:

* The service has been rendered or
*« The items have been ordered.
Failure to timely submit a requisition
could result in an after the fact direct

order which will be elaborated on later in
the course.

» Justification provided in order to process
» Why invoice should be paid in advance:
— Vendor requires payment

— Cost benefit to the state
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Slide 42: Advance Payments

If the invoice is over the category
threshold two, thirty five thousand
dollars, then a scanned Department of
Financial Services, DFS, prior approval
letter must be attached to the purchase
requisition.

The advance payment indicator in MFMP
has to be checked and a person selected
to receive the notification from Ariba. If
the wrong person is selected, or if the
box is not checked, then no notification
will be sent and the invoice will not be
processed.

Slide 43: After the Fact Requirements

| 4
» Required when services performed ;‘)gr toa
DO being approved ! .
+ Example after the fact required

— If vendor performed services in January but DO
not approved until February

« If DO is over $35,000 considered a
settlement agreement

Notes:

MFMP Invoice Processing
Participant’s Guide
Part A

+ Over $35,000 scanned DFS prior approval
letter has to be attached to purchase
requisition

* Advance payment indicator in MFMP must
be checked and person selected to receive
notification

An “After the fact” is required when
services are performed, prior, to a direct
order, DO, being approved.

For example, an “After the fact” would be
required if the vendor performed services
in January, but the direct order was not
approved until February.

If the direct order is over thirty five
thousand dollars then it is not considered
an “After the Fact,” but a settlement
agreement.
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Slide 44: Processing After the Fact
* In order to process an after the fact, the
following information must be attached to
the purchase requisition when it is
submitted for approval. * Information must be attached to the
purchase requisition
» Justification as to why this invoice is — Justification why invoice is after the fact
an after the fact. — Copy of the invoice
_ _ « Advance payment indicator must be checked
» A copy of the invoice. to receive notification requisition is approved
A
» Remember, the advance payment _ i
indicator must be checked in order for L e 2
B Eeiall oW —

someone to receive notification that this
purchase requisition is fully approved and ready for processing.

Slide 45: Membership Dues

* Membership dues allow an individual to
become part of the organization.
» Allow an individual » Usually, to join and maintain a
to be?omt? part of membership you usually have to pay an
organization annual fee.
» To join and maintain
usually pay annual
fee
Notes:
30
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Slide 46: Membership Dues Requirements

If you want to gain membership to an
organization, there are two forms that are
required to be on the purchase

requisition:
* DH 554 and
« DH1722.

In order for the dues to be paid:

» The vendor must be on the approved
organizational list.

* The correct object code of 493000,
must be used for memberships.

MFMP Invoice Processing
Participant’s Guide

Part A
« 2 forms required on purchase requisition
—DH 554
—DH 1722

* Vendor must be on approved membership
list

» Correct object code of 493000

The links to form 554, form 1722, and the approved membership list, will be provided
to you in the participant’s guide under “Resources.”

Slide 47: Freight Charges

There are many freight codes that can be
used in MFMP. These codes determine
if freight charges should be paid or not, if
billed on an invoice.

When creating a purchase requisition in
MFMP, the Freight on Board, or FOB,
code will automatically default to INC.
INC means freight is included in the
price.

Use the FOB, code of PCB, if you want
the freight to be paid. PCB means
prepaid and charged back.

* Freight codes determine if freight should be
paid or not

* FOB code defaultto INC
* Use PCB for freight to be paid
= Specific line on DO for freight

If there is a freight charge, then a specific line on the direct order must be for freight.
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Slide 48: Current vs. Past Due Charges

Current vs. Past Due Charges

« Current total is only charge that *
should be paid -~ .

« Past due balances have to
include supporting invoice to be
processed

Slide 49: Central Receiver Role

* In order to approve a receipt in MFMP,
you will have to have access to the
central receiver role.

* If you have access then you will need to:

* Go to the “Manage” menu.

* Click on the “Receive” option.

Slide 50: “Order ID” Number

MFMP Invoice Processing
Participant’s Guide
Part A

When paying invoices, it is important to
remember that the current total is the
only charge that should be paid.

Any past due balances have to include
the supporting invoice in order to be
processed.

Central Receiver Role

e Manage Recent

Vendor Performance
+» MEWS

(’ Receive

The next screen will prompt you for the
“Order ID” number.

When you are done click “Search.”
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Slide 51: Edit Line Iltems

Slide 52: “Accepted” Field

Go to the “Accepted” field and enter the
guantity desired.

Click “Submit” once the quantity is
inserted.

When you go back into the direct order,
click on the “Receipts” tab. Verify the
receipt status changed from “Composing”
to “Approved.”

Slide 53: “Composing” to “Approved”

ASDEF - DOZ-PRO4ZI12-13}-MR-

Status

Approved

MFMP Invoice Processing
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The system will now allow you to edit
each line. This is where you will want to
change the quantity under the “Accepted”
column.

Click “Submit” once the quantity is
inserted.

When you go back into the direct order,
click on the “Receipt” tab. Verify the
receipt status changed from “Composing”
to “Approved.”

When you go back into the direct order,
click on the “Receipts” tab.

Verify the receipt status changed from
“Composing” to “Approved.”
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Slide 54: Receiving

» Receipt approved in MFMP when you
receive actual items at shipping location "

» Do not wait until you receive invoice to
approve receipt

* Failure to approve could cause delay in °
payment process for invoice

= Cannot be paid until receipt is approved

PR

T R cik

Slide 55: Review

Let’'s take a moment to review. We are
providing this review to help you better retain
the information you viewed in the previous
slides. You may continue through the review
guestions at any time or you can use these
review guestions to test your knowledge.
Use your cursor to point to the letter in front
of the response you believe is correct.
Notice on the right side of the screen that
text pops up to let you know if you selected
the correct or incorrect response.

Notes:

MFMP Invoice Processing
Participant’s Guide
Part A

The receipt should be approved in MFMP
when you receive the actual items at the
shipping location.

Do not wait until you receive the invoice
to approve the receipt.

Failure to approve the receipt could
cause a delay in the payment process for
the invoice.

It cannot be paid until the receipt is
approved.

4

+ Use cursor to roll over the letter in front of
the response you believe is correct

+ Test your knowledge

+ Notice the text to the right of each answer as
you roll over the letter.

34
Version: 1.0



Slide 56: Review Question 1

Review Question 1

A. True
B. False

Slide 57: Review Question 2
» The requestor role is responsible for:

» Use your cursor to point to the correct
answer.

Slide 58: Review Question 3

Review Question 3

A. Advance payment justification

B. Advanced payment indicator box is
checked

C. Prior approval letter from DFS
D. All of the above

MFMP Invoice Processing
Participant’s Guide
Part A

MFMP will allow you to track the
progress of your invoices by setting your
email preferences.

Use your cursor to point to the correct
answer.

Review Question 2

A. Submitting the purchase requisition through
MFMP

B. Maintaining the direct order
C. Reconciling invoices in MFMP
D. All of the above

i

If an advance payment is over the
Category Il threshold of $35,000, what is
required in addition to the regular
requirements?

Use your cursor to point to the correct
answer.
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Slide 59: Review Question 4

* What is the correct code to use if freight
Review Question 4 should be paid?

» Use your cursor to point to the correct
answer.

A. INC
B. PCB
C.FOB
D. All of the above

Slide 60: Review Question 5

* The requestor should approve the receipt

in MEMP when the items are received Review Question 5
and not wait for the invoice.
» Use your cursor to point to the correct
answer.
A. True
B. False
- .
Notes:
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Slide 61: End of Part A

» Congratulations! You have completed
Part A of the “MFMP Invoice Processing”
training module.

L
* You have completed Part A of the MFMP
Invoice Processing training module

+ Return to the TRAIN home page
« Complete Part A in TRAIN for credit

« Complete Part B at your convenience

/@FIO rida
|

\J

* Return to the TRAIN Florida home page
and select “My Learning,” then the
“Current Courses” button.

» To the right of the course title, select the
“M” button, then select the “M” button
next to Part A. Click the “Completed”
button to get credit for this part in TRAIN.
You must complete all sections to get
credit on your “TRAIN Transcript” for the “MFMP Invoice Processing” training
module.

* Then, return to the “My Learning” section to review and complete Part B at your
convenience.
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Part B
Slide 1: Welcomel!

* Welcome to part B of the Florida
Department of Health’s
“MyFloridaMarketPlace Invoice
Processing” training. Throughout this
training, we will refer to
MyFloridaMarketPlace as MFMP.

* If you have not done so already, you are
encouraged to download the participant’s
guide from the “MFMP Invoice
Processing” course page. It contains
training aids that will be helpful for this
training, as well as the slides and notes
for future reference. This may take some time depending on your network
connection.

Slide 2: Training Organization

In part B, we will discuss auditing,
[ainingl®rganization processing, and reconciling service based
invoices.
el
— Section 1 s
— Section 5
—Section 2 « Obijective 4 —
¥ 0bicctien Obijective 4 - 6
— Section 3 Part C
- Objective 2 — Section 6
- Segﬁon 4 \ « Objective 7 -9
* Objecti 5
i Post-Assessment in
TRAIN

Notes:
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Slide 3: Objectives

By the end of this course, you will be able to:
Objectives

4. Explain the process for auditing a

4. Explain the process for auditing a MFMP invoice.
invoice. i i
5. Describe the information needed from 5. Describe the information needed from

FLAIR to process an invoice. FLAIR to process an invoice.

6. Identify the requirements to produce
and approve line-items in a service

and : 6. ldentify the requirements to produce,
invoice.

edit, and approve line-items in a
service based invoice.

Slide 4: Section 5

This section of the presentation covers
service based invoices.

Section 5
Service Based Invoices

Slide 5: Objective 4

* Objective four discusses the process of
auditing a service-based invoice.

* Auditing an invoice is the first of the three
steps to processing a service-based

e

Cwna e o W invoice.

AT o

* An invoice should never be created in
MFMP until it has been audited and
verified that everything is correct.
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Slide 6: Auditing Service Based Invoices

* When you audit a service-based invoice,
you must follow certain requirements.
You must:

* Ensure “Clock in” dates are the
transaction dates. Calculate the
transaction date based on the “Bill To”
address on the direct order.

» Compare the invoice to the direct order
to make sure that everything matches.

» Check the requisition for necessary
requirements.

MFMP Invoice Processing
Participant’s Guide
Part B

Auditing Service Based
Invoices
» Clock in dates are transaction «

= Compare invoice to direct ord

Check the requisition for necessa
requirements

« Compare direct order and FLAI
ensure sufficient funding left for inv
processed AL

» Compare direct order and FLAIR balances to ensure that there is sufficient funding
left on the direct order for the invoice to be processed.

Slide 7: Begin Auditing

Begin Avchiing

Notes:

To begin auditing a service-based
invoice, go to the MFMP homepage and
select “Purchase Order” under the
“Search” menu.

This search feature will allow you to find
the direct order in MFMP.
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Slide 8: “Order ID” Field

Slide 9: Search Results

In the “Search Results” box, click the “Order

ID” or “Title” in order to be taken to the
contract page.

Slide 10: Contract Page

MFMP Invoice Processing
Participant’s Guide
Part B

Insert your direct order number in the “Order
ID” field and then click “Search.”

Searsh Resulls

e N ——

Hecait 12 (any recectl;
Boowot onn (ury roinwth mecrece v
< Fee: wen Mim io. W gusite: {asiocta vabon] [ puing ]
m Aaguiation 1D
s e Chaee

When you in the contract details page, click
on the “Print” button to enter into the
contract in an easy to read format.
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Slide 11: True Issue Date

* When checking a service invoice against
TR B3e the direct order, make sure to check the:

» True issue date that the direct
order was approved. You can find
this on the contract page and
under the “History” tab. This
represents the day that the order
was sent electronically to the
vendor.

Version Number. 2

Isgued on Wed, 07 Nov, 20XX,
i " . by Anba System

Slide 12: Description & Unity Price

» To calculate your transaction date make

sure to note the “Bill To” address. & w Brice)

» Verify that the description of services and
unit price match the direct order.

Slide 13: Service Dates

» Verify that the service dates of the

Sarviee invoice are between the issue and end
date of the direct order.
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Slide 14: Vendor Name

Vencler Nerme

CHANGED: Order No. ABASBS

Slide 15: Receipts Tab

MFMP Invoice Processing
Participant’s Guide
Part B

* Verify that the vendor name is the same
on the invoice and the direct order.

* In the contract page, always make sure to Reecis Tab

check the “Receipts” tab to check to see

if there is a receipt.

» If there is a receipt, make sure it is in the
“Approved” status before processing the

invoice for payment.

» The final step of auditing a service-based
invoice is checking the encumbrance in

FLAIR.

Slide 16: FLAIR Menu

), A, i Sy |

Login to FLAIR and on the “Menu” page you
will then want to put in “6S” under the “Type”
and “M” in the “Select” field in order to check
your encumbrance for the direct order.
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Slide 17:

“6SM” Screen

Slide 18: Sufficient Balance

In this screen, you will see how many
lines are on this direct order and how
much money is left on each line.

This is where you will check to make
sure there is a sufficient balance in order
to process the invoice.

Notes:

MFMP Invoice Processing
Participant’s Guide
Part B

At the “6SM” screen, you will need to
insert a prefix “a” for automatic
encumbrance or “e” for manual
encumbrance. Then you will need to
enter your direct order number and press
“Enter.”

In our example, the encumber funds box
was checked in MFMP and created an
automatic encumbrance.
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Slide 19: Objective 5

Objective five describes the information
needed form FLAIR to process an invoice.

Slide 20: Creating PO-Based Invoice

Click “PO-based Invoice” under the “Create”
menu on the left side of the screen.

rrrrrr

/ Create

Requisition
PO-based Invoice
ontract-based Invoice

Cancel Requisition

Slide 21: “On Behalf Of” Field

o » This will open the “PO-based Invoice
"’%’_.)_-.- 2 SR ppeemte |t 1] H 1
B SERE T Create Header” page, which will be used
_ e s to enter information about the supplier
E— 5 ) and the invoice.

= Supplier Invoice #:
(2] Add Items

3 sy T e e e The “On Behalf Of” field will default to the
oo ocaton: (o oho) [ sl name of the user who is currently signed
S i e B into MyFloridaMarketPlace. Verify that
s St i e the field is correct.
Sarvica End Data: =i

My Labels: @ Apply Label.,

USSR o
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Slide 22: “Supplier Invoice #” Field

INVDK130301-ABASES- 2016784 INVDK130301-AGASBS-2016784

Dir o ems:0 Total: $0.00000 USD
- n f Of: Jane Smith £
1] Creste Heade Do el ol ]
= Supplier Involce #:
(Z) add 1tems
Uppller Tvoice Date: © Tue, 19 Mar, 20000
(3] Summar ¥
= Supplies: * (no value)
Vendor Location: * (o value) [ select |
Purchase Order: * (o value) [ sefedt |

Invoice Raceived Date: *

Service Stost Date:

Sarvica End Date:

My Labels: 0 Apply Label,,,

Slide 23: Invoice Number

» To fill in the “Supplier Invoice #” field:

* Locate the appropriate invoice number.

* Key the invoice number exactly as it
appears on the invoice. Include any
dashes. This will reduce the chance of
creating a duplicate invoice.

* In this example, the invoice number is
“DK130301-A6A5B9.”

Notes:

MFMP Invoice Processing
Participant’s Guide
Part B

The second field, “Supplier Invoice #” will
hold up to 30 characters, however only
the last nine characters will be available
to search in the Financial Information
System, referred to as “FIS.”
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Slide 24: “Supplier Invoice Date” Field

INVDK130301-ABASES- 2016784 INVDK130301-AGASBS-2016784

Direct Involding Tems:0 Total: $0.00000 USD

On Behalf Of: Jane Smith [~]

(1) Creete Header

Suppller Involce #:  * DK13DI01-AGASES

(2] Add items

( Supplier Invoice Date: * Tue, 19 Mar, 204 =1 )
[3] semmary
= Supplies: * {no value)
WVendor Locetion: * (no valve) [ seiect |
Purchase Crder: * (no value) [ sefect |
Inwoice Faceived Date: * =
Service Stort Date m
Sarvica End Date: i

My Labels: @ Apply Label.,

USSR o

Slide 25: Invoice Date
In this example, we will change the current

default date to the invoice date, which is
March 13, 20XX.

Slide 26: “Vendor Location”

PGt

Inwaicing

INVDK130301-AGASBES-2916784: INVDK130301-A6ASB9-2016784

Direct Invaicing Items:0 Totak 50.00000 UsD

On Behalf Of: Jane Smith []

(1] Create Header

Supplier Invoice #: * DK130301-AGA5ES

(2] Add 1tems
Supplier Invoice Date: * Wed, 13 Mar, 205 i

Supplier; * {0 wahe)
t vendor Location: * (no value) [ sl ]

Purchase Order: * {no vahee) [ selec ]

Invoice Received Date: *

Service Start Date: i}
i

Sarvica End Date;

(2] summary

My Labels: B0 Apply Labal

MFMP Invoice Processing
Participant’s Guide
Part B

Next, we need to fill in the “Supplier
Invoice Date” field.

The “Supplier Invoice Date” should be
the date indicated on the invoice.

Please note, that this field defaults to the
current day’s date.

Comivog, B JULE) e e Uiﬂ.‘l“‘v”‘
e et

=}

Next, we need to select the “Vendor
Location.” You can find this by clicking
on the “Select” link.
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Slide 27: “LegacyID”

* A pop-up window will open. Change the
search criteria to “Legacy ID” with the
dropdown button in the “Field” category.

» Selecting “LegacylID” will allow you to
simply enter the vendor’s correct federal
ID number to locate the vendor
associated with the invoice.

* If you need to locate the vendor’s federal
ID number, you will need to sign into
FLAIR and enter the encumbrance
number.

Slide 28: “TYPE” and “SEL” Fields
From the FLAIR main menu, key “6,” “S,” in

the “TYPE” field. Then key “m” in the
“Select” field. Press “Enter.”

Notes:

MFMP Invoice Processing
Participant’s Guide
Part B

“LegacylD”

ZEI
PF10--PF11--PF12---
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Slide 29: Encumbrance Number

Slide 30: Vendor ID Number

« We will need to locate the vendor ID
number when the encumbrance
subsidiary is opened.

* In this example, the vendor ID number is
for KLC, our vendor, is
“F593592647001.”

 Now, we can return to the MFMP
application.

Notes:

MFMP Invoice Processing
Participant’s Guide
Part B

Enter the encumbrance number,
including the appropriate prefix, under
the “Encumbrance-Number” field key.

In this example, the prefix is “a” and the
encumbrance number is “a6a5b9.”
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Slide 31: Vendor Federal ID Number

Slide 32: W9 File

* This displays information for the vendor,
which can be cross-referenced in FLAIR.

» We can verify that the vendor’s federal ID

number is correct and that the vendor
name is correct.

* Additionally, we can verify that the

vendor has a valid W9 on file with the
Department of Financial Services.

Notes:

MFMP Invoice Processing
Participant’s Guide
Part B

Once you have located the vendor’s
federal ID number from FLAIR, tab over
to the empty field and enter the federal
ID number, then click “Search.”

~ Chviose Vabes Ios Vemdder Licatisn
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Slide 33: Verifying W9

e If the W9 status in invalid, you will not be
able to process payment using the given
federal ID number.

» After verifying that the vendor information
is correct, click “Select.”

Slide 34: Purchase Order

* Next, we will need to enter the “Purchase
Order” pertaining to the invoice that has
been received.

* Click on the corresponding “Select” link.

Notes:
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Slide 35: Incorrect Vendor ID

In the “Order ID” field, type the
“Purchase Order” number and click
“Search.”

* Please note, that if you enter the
incorrect vendor federal ID number from
the previous step or the incorrect
“Purchase Order” number, you will
receive a no items found message when
you click “Search.”

il ] Alert: Thore are teo maivy matches o @y thn enties Bt
efine yoar search criteria and try again,

Field: Ceder ID - AGASED

i

Sewh

* If you get this message, simply recheck
your vendor ID number and “Purchase
Order” number to ensure that you have
entered them correctly.

 MFMP has a safeguard to prevent you from choosing vendor ID numbers and
“Purchase Orders” that do not match.

Slide 36: Verify Order ID and Supplier

e —
¢ Choose Value for Purchase Order

* For this example, we will type in in
“A6A5B9."

INVDK130301-854
Field: Ordes 1D = ABASED [earch]
Itams:0

On Behak¥ OF:

Order 1D 1 Suppl
Supelier Invoice 4

* Verify that the “Order ID” and “Supplier”

T = are correct, and click “Select.”

Supeliar Invoice O | Agaghs

I Choose Value for Purchase Order

Flald: Order 1D * ABASEO Saaech |

Notes:
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Slide 37: Invoice Received Date

* The “Invoice Received Date” is the date

Ttemsl Totak $4,425.00000 USD

that the invoice is first received at the —r R S
location designated by the Florida i =
Department of Health. i

Viendor Location:

* The invoice in this example was received Qs
by central office on March eighteenth, so -
this becomes the invoice received date. i |

* Note: The Invoice received date will
become the transaction date when the
invoice is reconciled. We will talk more
about that during the invoice
reconciliation portion of the training.

Slide 38: Invoice Calendar

» To select the “Invoice Received Date,”
click on the calendar icon on the right
side of the field. Select the appropriate
invoice received date.

* For this example, we will choose March
eighteenth.

Notes:
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Slide 39: Service Start and End Dates

» Finally, we need to select the service
start and end dates, which can also be

VDK13021AGARO 291678 DK120301-AGRED 2367 referred to as the dates of service.
Ttems:1 Total: $4,425.00000 USD @ m

On Behalf Of: Jane Smith []

Supplar Invoica #: * DK130301-ABASES

Suppler Invesce Date:  * wed, 13 Mar, 20000 =

Suppher; * X1C Consulting, Inc (F5O1502647)

Vendor Location: * ¥LZ Conmlting. Inc (001 KLC Congultng, Inc.) [ select ]

Orden AGAZES

Invoice Received Date: * yyed, 33 bar, 20000

Sarvice Start Data:

Service End Date:

&
R A s ey |

Slide 40: Service Dates

* In this example, the invoice is for
services rendered from February first
through February twenty eighth.

+ Enter the service start and end dates,
using the calendar icons, and click the
“Next” button.

Notes:
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Slide 41: Error Message

L]
Total: $4,425 00000 USD
Suppler I
er I °
Supplier: & KLC Conzulting, Inc, (F 59259 S
Vendor Location B KLE Consulting. Inc.(001 KLC Cond®goa. Inc.) [ sslect 1
Order: ABASEY

Invoice Received Date: *

Wad, 13 Mar, 20

Senace Start Date:

Fn, 1 Fab, 200X

Service End Date: Thu, 28 Feb, 2000 m

My Labals: Apoly Label..,

Slide 42: Additional Information

» After research, if it has been determined
that the invoice has not been previously
paid, simply add additional information to
the end of an invoice.

* In our example, we discovered that the
vendor uses the same invoice number for
each months invoice. So we add the
additional information of “020113” to
indicate the invoice was for February
services.

« Remember, the additional information is

MFMP Invoice Processing
Participant’s Guide
Part B

You will receive an error message, in the
event that a payment has already been
made with the invoice number provided.

Research will be required to determine if
payment has been previously made.

INVDK130301- ASASES-020113-2916789: INVDK130301-A6A509-020113- 2916789

Tems:1 Total: $4,425.00000 USD [axt¥]
On Dehalf Of: Jane Smith ] DK1 30301 -
Supplier Invoice & * .30301-ARASR-D20113 AEASBS‘
Supplier Invoice Date: ™ wed, 13 Mar, 2000 i) 0201 13
Suppler: * KLC Consulting, Inc (F593502647)
vendor Location: * KL Consulting, Ing.{001 KLC Consuitng, Inc.) [ sslect ]
Order: ABASEY
Inveice Receved Date: * Wed, 13 Mar, 200 ]
Service Start Date: Fri, 1 Feb, 20K =
Service End Date The, 28 Feb, 2000 m
My Labais: [ Apoly Labal ..
_4 N
| (mesct b | Rl
-

only necessary when MFMP indicates a duplicate invoice has been detected and
research indicates that the invoice has not been previously paid.

* When you finish, click the “Next” button.

Notes:
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Slide 43: Review “Add Items” Screen

* Review the information on the “Add
ltems” screen.

» Begin by verifying that the hourly rate
matches the unit price listed in MEMP.

* In our example, the unit price of $75

Suttotal: 4447400000050

ot Dol matches the hourly rate indicated on the
invoice.

Slide 44: Total Quantity

* Next, enter the total quantity or numbers
of hours worked.

» The invoice indicates that the vendor
worked one hundred sixty hours.

 Enter the amount of hours worked in the [o—
“Quantity” box and click the “Update e o o vy e S |

Total” button.

Slide 45: Total Amount Matches MFMP

» Verify that the total amount of the invoice

B e matches the total in MFMP.

—— S » Click “Summary” when finished.
4 1 Project Area: 4, Staff Augaventation, Data ... AGAZES 16D gur O/ #75.00000 ygp 813

'\ ) o ) )

KLE Conputting, Ine.

Surmma
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Slide 46: Add Attachment

« Now, we need to attach the electronic
copy of the invoice.

Add Attachment

* Scroll down to the bottom of the
“Summary” page.

+ Under “Attachments - Enter Invoice,”
click on the “Add Attachment” button.

COMMENTS - ENTIRE INVOICE
e - s

(B () (e (i )

Add Comment |
ATTACHMENTS - ENTIRE INVOICE

| Add Attachment |

Slide 47: Browse Button

Click the “Browse” button and locate the file
containing the invoice. Browse Button

Cwats  Sewch  Wmsos  Recent

Slide 48: Confidential Disclosure

» The file location will prefill in the file field.

Confidential Disclosurer . o
e * Check the box next to the confidential

disclosure statement. This statement

T confirms that you have not disclosed any
i it i i SE— confidential information, such as patient

[ ropary redacted, you ation of stats andor fedecal laws, For
Infomation 3b0ut what constiutes confiential néomator, Lndsr apphcable state and federal km, congul yeur Agency Genera
Counsel.

names or social security numbers.

By checiang this bes | canfim that [ have nat daclosed army onfidentialipratected mnformaton in the attad
ia trangaction in vielation of Chagter 119, Flerida Statutes: HIPAA: of e wtate andior Tasderal s |

rat dackons amy confide to aifentity. I sl undentand that

may result in decipinary achion inchaiag potential bermnabon.

* Finally, click the “OK” button.

Vets iR agrew 12 tha sk confidential statemnt bfors beng sk Lo add an StLschmant, 13 do this check the sbave chack bei

@@=
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Slide 49: Additional Attachments

Additional Attachmentss=;

[T

S

Attachments

MPMP_inveica_Procassing_Example.doc Download

Slide 50: Invoice Reconciliation Number
* You have now created a service invoice
in MFMP!

*  MFMP will assign each invoice you
create a unigue identification number
called an Invoice Reconciliation number,
commonly referred to as an IR number.

* The seven-digit IR number can be

located at the end of the invoice number.

Notes:

MFMP Invoice Processing
Participant’s Guide
Part B

Our file has now been attached.

If you need to add additional files, click
“Add Attachment” and follow the previous
steps.

After you have finished adding
attachments, click the “Submit” button at
the bottom of the page.

New Involce - Submitted

TNV 30201-ABASBOA-0I01 13- 3618170 - INVOK10301-A6ASAIA-020113-2618179 has been o

* PIg 3 copy of this requast
the status of yous request

i labels to tag this document
* Craate the gans type of recuest
+ Ratim b the Arba Hong Page
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Slide 51: Example IR Number

Slide 52: Objective 6

For objective eight, we will reconcile the
service-based invoice.

Slide 53: Invoice Reconciliation

InveicelReconciliation

MFMP Invoice Processing
Participant’s Guide
Part B

* In our example, the IR number is
“2618179.”

* Although it is not required, we
recommend that you write the IR number
on the top right hand corner of the
invoice for future reference.

* Now that the invoice has been created in
MFMP, you will begin the process of
reconciling the invoice.

To begin reconciling a service-based invoice,
go to the MFMP homepage and select
“Invoice Reconciliation” under the “Search”
menu.
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Slide 54: IR Number

IR Number

= b Saad S

Slide 55: Last 7 Digits of IR Number

After you enter the last seven digits of the
IR number, click “Search.”

Notes:

MFMP Invoice Processing
Participant’s Guide
Part B

From this screen, enter the last seven
digits of your “Invoice Reconciliation”
number. This number is also known as
the IR number.

This number was system generated after
successfully creating the invoice in
MFMP.

™ 1 Order ID: 2618179
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Slide 56: IR Search Results

e Here you will find the IR search results,
providing the:

“ID” number,

Status of e-invoice,
Date created, and
Total amount invoiced.

* Click on the “ID” provided to begin
reconciling.

Slide 57: IR Ready for Approval

* The service-based invoice will
automatically go to the program office or
local office for their approval, if it is
required.

* There are two ways that you can tell if an
IR is ready for your approval.

* The first way you can tell, is by
looking at the icons at the top- z
middle part of the screen. Ifitis = o —
waiting on the program office to i IR,
approve, then the “Open” will be
replaced with an “Edit” button, as shown in this example. If itis ready to be
processed, you can select “Open,” and begin processing the IR.

Notes:
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Slide 58: “Approval Flow” Tab

The second way to tell if the service-based

EAppLoyal invoice is ready for your approval is by
e | Clicking on the "Approval flow” tab.

RDK1M0M01-ASASBIA020113-2618179

Slide 59: Approval Flow Screen

* From the “Approval Flow” screen, you :
Apprevel Flow Sereen

can see who has approved the IR and if it
is ready to be processed for payment.

* Asyou can see in the example above,
the IR has been approved by the local
office and is waiting on an auditor in the
Bureau of Finance & Accounting to
approve the exception handler role.

* Click “Open” to begin approving.

Notes:
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Slide 60: Amount Variance

IAmountiVariance

[ Jrr] e | s e |

Slide 61: Description of Line Item

This screen gives you the description of
the line item you want to accept.

Note: The line item does not match the
purchase order. This is because itis a
partial payment.

You will always receive this message
when accepting the “Header Level
Exceptions,” unless it is a single invoice
with a single payment that matches the
amount of the direct order.

MFMP Invoice Processing
Participant’s Guide
Part B

From this screen, you will need to accept
the line below the “Header Level
Exceptions.” Notice the status is
currently blank. This is another
reassurance that there needs to be
approval of the service based invoice.

Check the box next to “Amount Variance”
and then click the “Accept” button.

Description of Line-ltem

nvalce’s smount, $12,000.00000 UISD, does not match the purchase order’s amount, $67,050.00000 LSO,

For example, if a direct order has been set up in the amount of $100, and an invoice
has been received in the amount of $100, this means that the invoice amount

matches the purchase order amount.

This single payment will close the purchase order after processed.

Notes:
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Slide 62: Accept the Line-ltem

Aeeept {he Hine kem

Slide 63: Line Item Exceptions

* Asyou can see, the “Status” field is no
longer blank. The line has been
successfully accepted.

* Follow the same steps for the “Line Item

Exceptions” portion.

Slide 64: Line Iltem Information

MFMP Invoice Processing
Participant’s Guide
Part B

Click “OK” from this screen to successfully
accept the line item.

iline]ltem]Exceptions

This screen gives you a brief description
of the line item or items you are about to
accept. It provides the line number,
quantity, description, price, amount, and
exception.

Click “OK” after you have verified the
information.
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Slide 65: Edit Line Item
» The status for the “Line Items”
Line em exceptions is now marked as “Accepted.”

* Click on the box to the left of the item
and click the “Edit” button to edit the
item’s information.

Slide 66: Encumbrance Numbers

» This screen provides all the accounting
for the line item selected.

. B . Encumbrance
» To check the accounting information for Number &
. Encumbrance Line
accuracy, you will need to enter the Number

“Encumbrance Number” and the

“Encumbrance Line Number” into FLAIR. Prefix of "A" or "E"
(for purchase orders
manually

encumbered)

» Next, select the “Prefix” from the drop
down menu. You will have the options
“A” or “E.H

* The only time you will use “E” as a prefix,
is if the purchase order was manually encumbered.

Notes:
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Slide 67: Highlighted Information

* Note, the highlighted information can
Highlighted change if different codes were provided
s i on the invoice or on a code sheet from
— the program office or local office.
,I " infgirg::lgigrze:an
il bl et » Please check the invoice thoroughly for
e S changes before proceeding to FLAIR.
C——) .
* Next, we will go to FLAIR to check the
‘; encumbrance line number for accuracy.
i:,g--ﬂ - e
Slide 68: FLAIR Menu
« From the FLAIR menu screen, enter “6,” oo o oo oo,

“S” in the “TYPE” field and “I” in the
“SELECT” field.

* Press the “Enter” button on your
keyboard.

Slide 69: Encumbrance Subsidiary Ledger

e From the “Encumbrance Subsidiary
Ledger” screen, enter the “A” for the
Prefix and the encumbrance number.

* Do not enter the line number, as this
number will automatically populate on the
next screen.

* Press the “Enter” button.
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Slide 70: FLAIR and MFMP Match

» All the accounting information pertaining
to the line item are found on this screen.
These items include the:

* Encumbrance number
* Line number

» Organization code

* Expansion option

* Object code

e Check to make sure the information on
this screen matches the information in
MFMP.

* The amount in FLAIR should not be less than the amount in MFMP.

* The amount for the line item should be equal to or greater than the amount invoiced
in MFMP.

» If the account coding is correct in FLAIR and incorrect in MFMP, you will need to
change the coding to match FLAIR. If not corrected, MFMP will override FLAIR.

Slide 71: FLAIR Screens in Comments

* We highly recommend, but it is not B —
required, that you copy and paste the o g
FLAIR screens into the comment section | ==
of the IR before submitting the IR for R ——
approval.

* Note: For an IR with multiple lines, it is
best to check FLAIR encumbrance
numbers by using “6, s, m.” “M” equals
multiple line searches. This will allow
you to copy and paste multiple FLAIR
screens at once.

* Return to the accounting line item in MFEMP when finished.
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Slide 72: Prefix “A”

Prefix “A”

Slide 73: Grouping Character

In the “Grouping Character” field, identify
who processed this payment using their
grouping character.

Enter your grouping character and click
“OK.”

Please be aware if you are processing an
IR with multiple lines and you do not put
your grouping character on all lines, you
will have a split voucher.

Slide 74: Approve

Approve

MFMP Invoice Processing
Participant’s Guide
Part B

After the FLAIR screen has been
checked:

Select “A” from the “Prefix” drop down
menu.

Continue to the bottom portion of the
“Accounting — By Line Item” page.

This invoice is now reconciled and ready
to be approved.

Click “Approve.”
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Slide 75: PO Balance is Correct

* Type, “PO balance is correct” in the

PO Balance is Correct™" “Comments” section.
e i » If you have chosen to provide a FLAIR
= screen, it can be pasted here as well.
Type "PO balance L. . .
.. '°.°g°"§;‘,;:;'u‘£* * When finished click “Submit.
. PO balance is comect. section.

Slide 76: View to Check Status

From this screen, select “View’ to check the
approval status.

View to Check Status

Notes:
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Slide 77: Successful Approvals

Successful Approvals'=

A check mark
indicates a role has
been successfully
approved.

Slide 78: Comment Section

» This portion of the screen is the comment
section of the IR.

* When there is no message from FLAIR, it
indicates that the IR has not completed
its final role in the approval flow.

* Once the final role is completed, the
message will appear in the comment
section. This disbursement has been
successfully recorded in FLAIR.

Notes:

MFMP Invoice Processing
Participant’s Guide
Part B

Here in the “Approval Flow” tab, a check
mark indicates a role has been
successfully approved.

The program office and exception
handler roles have also been approved.

Click “Open” to complete the invoice
manager’s role.

Lima e

70
Version: 1.0



MFMP Invoice Processing
Participant’s Guide
Part B

Slide 79: PO Balance Correct

* If you do not receive a voucher the next
business day, check to see if FLAIR sent
any comments.

PO Balance Correct

* In the comment section, the PO balance
and FLAIR screen has been successfully
copied and pasted.

* The amounts highlighted on the screen
proves the PO balance is correct.

Slide 80: Certification Statement

* For all service invoices, the “Certification
Statement,” signed by a contract Certification Statement
manager, should either be inserted in the '
comment section or stamped on the
invoice before the Bureau of Finance .
and Accounting can process for payment. E—

* In this example, the “Certification
Statement” is stamped on the invoice and
is not in the comment section.

* You may now submit the IR. This will T — | s
approve the invoice manager’s role.

Notes:
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Slide 81: Approval Status

Slide 82: Exceptions Tab

The invoice manager role is now
complete.

The IR is now in FLAIR integration. This
means that FLAIR is now checking the
IR line items for accuracy, and will be
approved or returned to the invoice
manager for editing and correcting.

Click the “Exceptions” tab to check the
comment section for messages from
FLAIR, and to ensure the information,
that was copied and pasted, has been
inserted.

Notes:

MFMP Invoice Processing
Participant’s Guide
Part B

From this screen, select “View” to check the
approval status.

Exceptions Tab,
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Slide 83: Review

Review

» Test your knowledge

» Use cursor to roll over the letter ii

the response you believe is oorre@&a-’

* Notice the text to the right of eac
you roll over the letter.

Slide 84: Review Question 1

* Itis not required for vendors to have a
validw-9 for MFMP invoices.

» Use your cursor to point to the correct
answer.

Slide 85: Review Question 2

Review Quesifen 2

When creating a new invoice and it is found
that an invoice already exist for the supplier,
what should you do?

A. Continue to create and process

B. Stop and research to determine if payment
has been previously made

C. Delete then start on the next invoice
D. All of the above

MFMP Invoice Processing
Participant’s Guide
Part B

Let's take a moment to review. We are
providing this review to help you better retain
the information you viewed in the previous
slides. You may continue through the review
guestions at any time or you can use these
review questions to test your knowledge.
Use your cursor to point to the letter in front
of the response you believe is correct.
Notice on the right side of the screen that
text pops up to let you know if you selected
the correct or incorrect response.

Review Quesiion 4

Itis not required for vendors to have a valid
W-9 for MFMP invoices.

A. True
B. False

* When creating a new invoice and it is

found that an invoice already exist for the
supplier, what should you do?

» Use your cursor to point to the correct

answer.
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Slide 86: Review Question 3

Review Quesiion 8

The electronic copy of the invoice must be
attached to the invoice reconciliation.

A. True
B. False

Slide 87: Review Question 4

* How would you determine the invoice
received date when creating an invoice?

» Use your cursor to point to the correct

answer.

Slide 88: Review Question 5

Review Quesifion 8

The certification statement should be entered in
the comment section of the invoice
reconciliation for consulting service invoices
only.

A. True
B. False

MFMP Invoice Processing
Participant’s Guide
Part B

The electronic copy of the invoice must
be attached to the invoice reconciliation.

Use your cursor to point to the correct
answer.

Revfiew Cuesifen 4

How would you determine the invoice received
date when creating an invoice?

A. The latter of the 3 date stamp on the
invoice
B. The service start date

C. The date the invoice is received by the
location designated

D. All of the above

The certification statement should be
entered in the comment section of the
invoice reconciliation for consulting
service invoices only.

Use your cursor to point to the correct
answer.
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Slide 89: End of Part B

» Congratulations! You have completed .
part B of the “MFMP Invoice Processing” End of PartB
training module. 8 -

+ You have completed Part B

of the MFMP Invoice

« Return to the TRAIN Florida home page [ ==l Processing training module. ===
and select “My Learning,” then the : S bsmmead . Retun to the TRAIN home 48
“Current Courses” button. : _page. SRS N

SR &% + Complete the post-

« To the right of the course title, select the [ (@ assessment and part.

“M” button, then select the “M” button B M - Complete Part C atyour
next to Part B. Click the “Completed” : it depte Yk o o
button to get credit for this part in TRAIN.
You must complete all sections to get
credit on your “TRAIN Transcript” for the “MFMP Invoice Processing” training
module.

* Then, return to the “My Learning” section to review and complete part C at your
convenience.

Notes:
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Part C

Slide 1: Welcome!

* Welcome to part C of the Florida
Department of Health’s
“MyFloridaMarketPlace Invoice
Processing” training. Throughout this
training, we will refer to
MyFloridaMarketPlace as MFMP.

* If you have not done so already, you are
encouraged to download the participant’s
guide from the MFMP Invoice Processing
course page. It contains training aids
that will be helpful for this training, as
well as the slides and notes for future
reference. This may take some time depending on your network connection.

Slide 2: Training Organization

In part C, we will cover the process of
liainingl@Liganization auditing a commodity invoice.
Part A Part B
— Section 1 — Section 5
— Section 2 - Objective 4 — 6
= Objective 1
— Section 3 Pat©
« Objective 2 — Section 6
= Segﬁon 4 X + Objective 7 -9
+ Objecti &
e Post-Assessment in
TRAIN

Notes:
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Slide 3: Objectives 7 -9

Objectives 7 -9

7. ldentify the requirements for auditing a
commodity invoice.

8. Create a commodity invoice in MFMP.

9. Editand approve the line items of a
commoadity invoice in MFMP.

Slide 4: Section 6

In this last section, we will cover commodity

invoices in MFMP.

Slide 5: Objective 7

ST Objective!7
= ~ldentify the requirements
- forauditing a commodity

invoice.

MFMP Invoice Processing
Participant’s Guide
Part C

For this part, we will cover the following
objectives:

7. ldentify the requirements for auditing
a commodity invoice.

8. Create a commodity invoice in MFMP.

9. Edit and approve the line items of a
commodity invoice in MFMP.

Section 6
Commodity Invoices

For this objective, we will identify the
requirements for auditing a commodity
invoice.
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Slide 6: Auditing Commodity Invoices

When auditing a commaodity invoice, check
the following information:

+ “Bill To” address so the TR date can
be determined,

* The vendor name on the invoice and
direct order match,

» Line descriptions to make sure the
description matches the invoice, and

» Unit price to confirm the invoice total
IS correct.

Slide 7: Process of Auditing

Notes:

MFMP Invoice Processing
Participant’s Guide
Part C

Auditing Commodity Invoices

« When auditing commodity invoice check:

—"Bill To" address .
—Vendor name '

3 PR
2k L ‘:}.\"ﬁ.‘
L!n'e de_scnpt!ons s S
= Unit price . /. p Ry et
é;?e:»‘:““
Qri:::_

First, we will go through the process of
auditing a commaodity invoice.

On the MFMP homepage, go to “Search”
and select “Purchase Order.”

This search feature will allow you to find
the direct order in MFMP.
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Slide 8:

Insert Direct Order

MFMP Invoice Processing
Participant’s Guide
Part C

-

Insert Direct Order

AB2058

{select a value) [ select ]

Insert your direct order number in the “Order
ID” field and then click “Search.”

Slide 9: Search Results Field

In the “Search Results” field, click on the
“Order ID” or title link in order to be taken to

the contract page.

Slide 10:

Print Button

-~ Search Results Field
-y

r.

Print Button

When you are at this page, click on the
“Print” button to view the contract in an easy
to read format.
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Slide 11: Multiple Lines

Multiple Lines

Slide 12: Multiple Line Direct Order

If you have a multiple line direct order, make

sure you choose the correct line if the
invoice does not close the order out.

Slide 13: Receipt Number

~ Receipt Number

MFMP Invoice Processing
Participant’s Guide
Part C

If there are multiple lines, make sure to note
which lines this invoice should be paid from.
This helps with creating the invoice later in
MFMP and ensures that the receipt on the
“Receipt” tab has been approved.

Multiple Line Direct Order

* This invoice has multiple receipts. Make
sure to look at each receipt until you find
the correct one for this particular invoice.

* Once you find the correct receipt
number, click on the “Receipt ID” link.
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Slide 14: Verify Quantity

Slide 15: “6S” Screen
At the “6S” screen, you will need to:
* Insert a prefix “A” for automatic
encumbrance or “E” for manual
encumbrance,

e Your direct order number, and

e Press “Enter.”

Notes:

MFMP Invoice Processing
Participant’s Guide
Part C

Once you find the correct receipt, verify that
the quantity accepted is more or the same
as the quantity on the invoice. Next, go into
FLAIR to verify there is a sufficient balance
in order to process the invoice.

81
Version: 1.0



MFMP Invoice Processing
Participant’s Guide
Part C

Slide 16: Verify Balance

e At this screen, you will see:

« How many lines are on this direct
order,

» The total remaining balance, and

* How much money is left on each line.

» This is where you will check to make
sure there is a sufficient balance in order
to process the invoice.

Slide 17: More Than 4 Lines

« If the encumbrance has more than four
lines press the “F8” key to go to the next

page.

* You can now create the invoice in MFMP
once you have verified there is sufficient
funding to pay this invoice.

Notes:
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Slide 18: Objective 8

F——

B . @

Create a corhmodity
invoice in MFMP.

Slide 19: PO-Based Invoice

From the MFMP home page, select “PO-

based Invoice” under the “Create” heading.

Notes:

MFMP Invoice Processing
Participant’s Guide
Part C

In this part, we will discuss the process of
creating a commaodity invoice. You will notice
that creating a commodity invoice is very
similar to creating a service invoice.

i, lasas ntat The B Psetattasstbace Cisarmtr Sarion tubsk o (B4 31

P
"'
ﬁ Commen Actions

catalog

;/ Create

2 A Requisition
e PO-bazed Invoice
----- =
2 ontract-base: nvolce

% Cancel Requisition

..._Manage
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Slide 20: “On Behalf Of”

* This will open the “PO-based Invoice
Create Header” page, which will be used to

enter information about the supplier and

the invoice.

« We will start with the “On Behalf Of” field

that will default to the name of the user

currently signed into MFMP.

» After verifying that the “On Behalf Of” field
is correct, we move to the “Supplier Invoice

Number.”

Slide 21: “Supplier Invoice Number”

“Supplier Invoice Number”

Notes:

MFMP Invoice Processing
Participant’s Guide
Part C

“On Behalf Of”

On the invoice, locate the appropriate
invoice number. In this example, the
invoice number is “486582.”

Remember, that the “Supplier Invoice
Number” field will hold up to thirty
characters, but only the last nine
characters will be available to search in
the Financial Information System,
referred to as FIS.
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Slide 22: “Supplier Invoice Date”

“Supplier Invoice Date”

Slide 23: Invoice Date

In this example, the invoice date is February
fifth.

Slide 24: “Vendor Location”

bL]

“Vendor Location

MFMP Invoice Processing
Participant’s Guide
Part C

Next, we need to fill in the “Supplier
Invoice Date.” The supplier invoice date
is the date indicated on the invoice.

Please note this field defaults to the
current days date.

Invoice Date

“Vendor Location” is found by clicking on
the “Select” link and choosing the
vendor’s ID number.

For this example, we need to locate the
vendor ID number, so we will sign into
FLAIR and use our “Encumbrance
Subsidiary File” to locate the proper
vendor ID number.
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Slide 25: “TYPE” and “SEL” Fields

From the FLAIR main menu: Key “6,” “S,” in
the “TYPE” field and key “M” in the
“SELECT” field and press “Enter.”

Slide 26: Encumbrance Number

Under the encumbrance number field, key
the entire encumbrance number.

In this example, the prefix is “A” and the
encumbrance number is “A62058.”

Slide 27: Vendor ID Number

When the encumbrance subsidiary is
opened, we will need to locate the
“Vendor ID” number.

* In this example, the “Vendor ID” number
for “MTSP” is “F593150941001.”

« We will now return to the MFMP
application.
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Slide 28: Vendor Federal ID Number

Vendor Federal ID Number

Slide 29: W9 File

» This displays information for the vendor,
which can be cross-referenced in FLAIR.

* We can verify that the federal ID number
and the vendor name is correct.
Additionally, we can verify that the
vendor has a valid W-9 on file with the
Department of Financial Services.

* Remember, if the W-9 status in invalid
you will not be able to process payment
using the given federal ID number.

MFMP Invoice Processing
Participant’s Guide
Part C

Select “Legacy ID” under the “Field”
dropdown menu.

Selecting “Legacy ID” will allow you to
enter the correct federal ID number to
locate the vendor associated with the
invoice.

» After verifying that the vendor information is correct, click “Select.”

Notes:
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Slide 30: Purchase Order

Purchase Order

Purchase Order: * (no value) [ zelect ]

yyyy

Slide 31: “Order ID” Field

* Inthe “Order ID” field, type the
“Purchase Order” number.

» Click “Search” once you have entered
the correct “Purchase Order” number.

Slide 32: “Order ID” and “Supplier”

“Order ID” and “Supplier”

Vo |y | Rt

MFMP Invoice Processing
Participant’s Guide
Part C

Next, we will need to enter the “Purchase
Order” pertaining to the invoice that has
been received.

Click on the “Select” link.

“Order ID” Field

marin | betp | Eageat

Crsats  Gawrk  Maeags  Hwenst

_ Choosa Valus for Purchass Order

[E] Asert: Thecn s too esaay matches 1o display he satkin
i, Rafine yos search criteria and by sgan.

......

Verify the “Order ID” and “Supplier” are
correct.

Click “Select.”
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Slide 33: “Invoice Received Date”

“Invoice Received Date”

o | il * | Lot

Slide 34: Invoice Header

» Since this is a commodity invoice, you
will not need to enter a “Service Start
Date” or a “Service End Date.”

* You have finished creating the invoice
header.

* Click “Next” to continue.

Slide 35: Purchase Order

1 Purchirie of 50 bust cords o Mo paist o

3 erdhie of Misters for packiglog o . {330 8

B Perchurs of Misters ot kg s &

4 Purchse o cants tor st pockagieg o 430§

MFMP Invoice Processing
Participant’s Guide
Part C

« The “Invoice Received Date” is the date
that the invoice is first received at the
location designated by the DOH.

* The invoice in this example was received
in central office on March fifth, so this
becomes the invoice received date.

Invoice Header

The “Purchase Order” for this commodity
has six lines. However, the invoice indicates
that we will only be paying from lines one,
three, and six.
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Slide 36: Update Total

We begin by entering the information for
lines one, three, and six, as indicated on
the invoice.

+ After we have verified the information is
correct, click “Update Total.”

Slide 37: Unused Lines

» Since we will not be using lines two, four,
or five, we will need to delete them from
the invoice header. Simply click the
boxes next to the line items that you do
not need and click “Delete.”

* Please note, once you delete the lines,
they cannot be recovered or added back.
If you delete a line inadvertently, you will
have to delete the PO based invoice and
start over from the beginning.

Notes:
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Slide 38: Verify Total Amount

Slide 39: Attachment

* Now we need to attach the electronic
copy of the invoice. Scroll down to the
bottom of the page.

¢ Click on the “Add Attachment” button
under the “Attachments-Enter Invoice”
section.

Slide 40: “Browse” Button

“Browse” Button

e
§  Add Attachment

Browse...

MFMP Invoice Processing
Participant’s Guide
Part C

Now verify that the total amount of the
invoice matches the total in MFMP.

Click “Summary.”

Click the “Browse” button and locate the
file containing the invoice.
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Slide 41: Add Attachment

Add Attachment

Slide 42: More Attachments

* The file has now been attached. If you
need to add additional files, click the

“Add Attachment” button and follow the

previous steps.

» After you have finished adding

attachments, click on the “Submit” button

at the bottom of the page.

Slide 43: Invoice Reconciliation Number

MFMP Invoice Processing
Participant’s Guide
Part C

The file location will prefill in the “File”
field.

Next, check the confidential disclosure
statement. This statement confirms that
you have not disclosed any confidential
information.

Finally, click the “OK” button.

More Attachments

Attachments

You have now created a commodity
invoice in MFMP. Write the “Invoice
Reconciliation” number on the top right
hand corner of the invoice for future use.

Now that the invoice has been created in
MFMP, you will begin the process of
reconciling the invoice.
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Slide 44: Objective 9

For this last objective, we will discuss the
: 2 process of editing and approving a

9 commodity invoice. You will notice that

: approving a commodity invoice is very

similar to creating a service invoice.

Edit and abpro_ve the line
items of a commodity
invoice in MFMP.

Slide 45: Invoice Reconciliation

To begin reconciling a commodity invoice,
go to the MFMP homepage and select
“Invoice Reconciliation” under the “Search”
menu.

- Invoice Reconciliation

Slide 46: IR Number

* From this screen, enter the last seven
digits of your “Invoice Reconciliation”
number. This number is also known as
the IR number.

IR Number

* This number was system generated after
successfully creating the invoice in
MFMP.
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Slide 47: Last 7 Digits of IR Number

Last 7 Digits of IR Number

IR Sequence #: 2621372 3

Slide 48: IR Search Results

Here you will find the IR results specific
to your search. It provides the ID
number, status of the invoice, date and

time created, and total amount invoiced.

Click on the ID provided to begin
reconciling.

Notes:

MFMP Invoice Processing
Participant’s Guide
Part C

After you enter the last seven digits of the IR
number, click “Search.”
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Slide 49: IR Ready for Approval

— e Click “Open” to begin editing and approving
S - the lines for this IR,

=]

Slide 50: Header Level Exceptions

 From this screen, you will need to accept | izl
the line under “Header Level Exceptions.” e i ——

+ Notice the status is currently blank. .

Slide 51: Brief Description

* This page also gives you a brief
description of the line items you are
about to accept. It provides the

¢ Line number,

—_ e Quantity,
» Description,
* Price,

* Amount, and
* Exception.

* Click “OK” if proven correct.
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Slide 52: Line Item Exceptions

- Line Item Exceptions

Slide 53: “Accept” Button

» All lines are automatically checked and
highlighted in this section.

» Click “Accept” to approve all lines at
once.

Slide 54: “OK” Proven Correct

MFMP Invoice Processing
Participant’s Guide
Part C

As you can see, the status field is no
longer blank. The line has been
successfully accepted.

Follow the same steps for the “Line Item
Exceptions” section of the page.

When you click the first box, this will
automatically select each box in the Line
Item Exception section. See the
example on the next slide.

Here it gives you a brief description of the
line items you are about to accept. It
provides the line number, quantity,
description, price, amount, and
exception.

Click “OK” if proven correct.
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Slide 55: Status of Line Item Exceptions

Slide 56:

Notice there is only two lines shown in
this example when there are actually
three lines. When processing an IR that
has three or more lines, you can scroll
down to see all lines accepted under
“Line Item Exceptions.”

The status for all three of the lines under
“Line Item Exceptions” has now been
accepted.

Proceed to edit the first line below “Line
Item Exceptions” by checking the box.

Then click “Edit.”

“Prefix” Field

Notes:

MFMP Invoice Processing
Participant’s Guide
Part C

This screen provides all the accounting
for the line item selected. The
“Encumbrance Number” and the
“Encumbrance Line Number” are the
numbers you will need to enter into
FLAIR to check the accounting
information for accuracy.

Select the “Prefix” from the drop down
menu. The options are “A” or “E.”
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Slide 57: “E” Option

* The only time you will use “E” as a prefix,
is if the purchase order was manually
encumbered.

* Note: The information highlighted could
change if different codes were provided
on the invoice or a code sheet from
program office or local office. Please
check the invoice thoroughly for changes
before proceeding. Stop here and go to
the FLAIR screen to check encumbrance
line number for accuracy.

Slide 58: Encumbrance Subsidiary

* From the “Encumbrances Subsidiary
Ledger” screen, enter the “A” for the
Prefix and the encumbrance number. Do
not enter the line number, as this
number will automatically populate on the
next screen.

* Click “Enter.”

Notes:
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Slide 59: Accounting Information

* All the accounting information pertaining
to the line item is found on this screen. It
includes the:

* Encumbrance number
e Line number

» Organization code

* Expansion option and
* Object code.

e Check to make sure it matches what is in
MFMP. The amount in FLAIR should not
be less than the amount invoiced in
MFMP.

* The amount for the line in FLAIR should be equal to or greater than the amount for
the line item invoiced in MFMP. If desired, copy this screen. Paste it in the
comment section of the IR before submitting the IR for approval.

* Return to the accounting line item in MFMP.

Slide 60: “A” Option

» After the FLAIR screen has been
“A” Option checked, select the “A” from the
dropdown menu.

» Continue to the bottom portion of
“Accounting — By Line Item.”

Notes:
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Slide 61: Grouping Character

— \

R |

Slide 62: Line ltem 2

Follow the same steps for line two.

Slide 63: Encumbrance Line Number 3

'Encumbrance Line Number 3

)

MFMP Invoice Processing
Participant’s Guide
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Here you will enter your “Grouping
Character” to identify who processed this
payment.

Enter your “Grouping Character” then
click “OK.”

Line Item 2

Notice that the “Encumbrance Line
Number” here is three, whereas under
“Line Item Exceptions” it is line number
two.

The encumbrance line numbers will
change according to how the direct order
was set up. Pay close attention to the
encumbrance line number when
checking FLAIR balances.
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Slide 64: Line Item 3

Line Item 3

Slide 65: Encumbrance Line Iltem 6

Notice that the “Encumbrance Line

Number” here is six, whereas under “Line

Item Exceptions” it is line number three.

The encumbrance line numbers will

change according to how the direct order

was set up. Pay close attention to the

encumbrance line number when checking

FLAIR balances.

Slide 66: “Comments” Section

2 “Comments” Section

MFMP Invoice Processing
Participant’s Guide
Part C

Follow the same steps for line number three.

‘Encumbrance Line Item 6

j IR I8 TR

Here in the comment section, type, “PO
balance is correct.”

If you have chosen to provide a FLAIR
screen, it can be pasted here as well.

Click “Approve.”
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Slide 67: Approval Screen

* On this page, you can see where the
-~ Approval Screen information has been copied and pasted
| =i successfully.

* Verify the information and click “Submit.”

Slide 68: Invoice Reconciliation — Submitted

From this screen, select “View the status of

your request” to check the approval status. Invoice Reconciliation -

S Submitted

Slide 69: “Approval Flow” Tab

* Here in the “Approval Flow” tab a check
- “Approval Flow” Tab mark indicates a roll has been

N e 5 —r successfully approved. In this example,
the program office and exception
handler’s role have been approved.

» Click “Open” to complete the invoice
manager’s role.
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Slide 70: Entire Invoice Reconciliation
* This is the bottom portion of the invoice
re— 5 reconciliation. This screen also verifies

that the information copied and pasted
from FLAIR has been saved to the
invoice reconciliation successfully.

e Click the “Submit” button, which is not
shown on this screen, to complete the
) invoice manager’s role.

'i"-\

ATTACENTS

Slide 71: Invoice Reconciliation — Approved

From this screen, select “View the status of

your request” to check the approval status. Al_nvcnce Reconciliation -

- Approved

Notes:
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Slide 72: Invoice Manager Role

The invoice manager role is now

complete! The invoice reconciliation is = Invoice Manager Role
now in FLAIR Integration. This means -

that FLAIR is now checking the invoice -

reconciliation line items for accuracy. —————

The invoice reconciliation and will be . _

either approved or returned to the invoice =G — \)

manager for editing and correcting.

Click the “Exceptions” tab to check the
“Comment” section for messages from
FLAIR. - _

Come back to the approval flow periodically to check the FLAIR approval status.

Once FLAIR has approved the invoice reconciliation, your invoice will now voucher
and you may move on to the next invoice.

Slide 73: Review

Let's take a moment to review. We are
providing this review to help you better
retain the information you viewed in the
previous slides. You may continue
through the review questions at any time
or you can use these review questions to
test your knowledge.

r A Review

b o
» Test your knowledge

e response you believeis correct

ic E__‘Qe text to the right of each answer as
U follover the letter.

Use your cursor to point to the letter in :
front of the response you believe is
correct. Notice on the right side of the
screen that text pops up to let you know if
you selected the correct or incorrect
response.
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Slide 74: Review Question 1

Review CQuesifion 1

In the event a purchase order has several lines,
an invoice can only be created and processed
against it using each line of the purchase order.

A. True
B. False

N x e

Slide 75: Review Question 2

+ |f the FLAIR balance is less than the

MFMP balance, what should you do first?

» Use your cursor to point to the correct
answer.

Slide 76: Review Question 3

Review Quesiien 3

How can you tell if a role has been successfully
completed in MFMP?

A. By checking the “Exceptions” tab

B. By checking the “Receipt” tab

C. By checking the “Approval Flow" tab

D. All of the above

MFMP Invoice Processing
Participant’s Guide
Part C

In the event a purchase order has several
lines, an invoice can only be created and
processed against it using each line of
the purchase order.

Use your cursor to point to the correct
answer.

Review Cuesien 2

If the FLAIR balance is less than the MFMP

balance, what should you do first?

A. Send the invoice back to the program office

B. Research pre\'.ffibus_ payments to see why
the balance is left off

C. Let a supervisor know

D. All of the above

How can you tell if a role has been
successfully completed in MFMP?

Use your cursor to point to the correct
answer.
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Slide 77: Review Question 4

Review Quesifon 4

How are the invoice reconciliation numbers
assigned to each invoice?

A. System generated

B. Contract manager

C. FLAIR

D. All of the above

Slide 78: Review Question 5

* The “Line Item Exceptions” line number
must match the line number in FLAIR.

» Use your cursor to point to the correct
answer.

MFMP Invoice Processing
Participant’s Guide
Part C

How are the invoice reconciliation
numbers assigned to each invoice?

Use your cursor to point to the correct
answer.

Review Quesifion 8

The “Line [tem Exceptions” line number must
match the line number in_ FLAIR.

A. True _
B. False
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Slide 79: Congratulations!

Congratulations! You have completed
part C of the “MFMP Invoice Processing
training module, and all of the required
training screens for this module.

Please return to the TRAIN home page
and select “My Learning,” then the
“Current Courses” button.

To the right of the course title, select the
“M” button, then select the “M” button
next to Part C. Click the “Completed”

button to get credit for this part in TRAIN.

MFMP Invoice Processing
Participant’s Guide
Part C

Congratulations!

You have completed Part C of the “MFMP
Invoice Processing” training module

Return to the TRAIN home page
Complete Part C in TRAIN for credit

Take post-assessment and complete entire
course

Complete course evaluation

Thank you!

To complete the entire course, click the “Completed” button after you have
completed each part. You must complete the post-assessment before this course
will show as complete in your transcript. It is an open-book test, so refer to your

participant’s guide if necessary.

When you are finished, please take the course evaluation so we can better improve

the course.

Thank you!

Notes:
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Appendix A: Resources

Approved Membership List
http://cor.sharepoint.doh.ad.state.fl.us/admin/gen_services/purchasing/Memberships/Fo
rms/Allltems.aspx

DH1772: Certification of Compliance with Florida Public Records Law Form
http://dohiws/Divisions/Administration/Gen_Services/PurchasingOffice/DH1722form.pdf

DH554: Request for Membership
http://dohiws/Divisions/Administration/Gen_Services/PurchasingOffice/DH554form.pdf

Finance and Accounting Functional Directory
http://dohiws.doh.state.fl.us/Divisions/Administration/Fin_Acct/FA_Funct_Dir.htm

General Services Functional Directory
http://dohiws/Divisions/Administration/Gen_Services/BureauChief/functional_directory.ht
m

Master Glossary of Terms and Acronyms
http://cor.sharepoint.doh.ad.state.fl.us/admin/Master%20Glossary/Forms/Allitems.aspx

Policy and Procedure Search Engine
http://esetapps2.doh.ad.state.fl.us/PolicyWebSearch/home.aspx

TRAIN
https://fl.train.org/DesktopShell.aspx
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