USEFUL TIPS ON HOW TO AVOID DELAYS IN INVOICE PROCESSING
AND PAYMENT OF SUPPLIER INVOICES

Invoices sent by departments/units to must
meet the following criteria:

1. Supplier invoice must be billed to McGill University or ANY of the other legal entities
affiliated to McGill (see APPENDIX A)

2. Must be an invoice — Accounts Payable do not process proforma invoices, statements,

quotations etc.

Must have an invoice date

Must have a unique invoice number that will not be re-used on future sales to McGill

5. Supplier invoices must include a valid PO number (i.e. P10xxxxxx). PO numbers included
in the body of the email are not acceptable.

6. Supplier invoices must be in PDF format

W

7. The PDF document must only include ONE supplier invoice (i.e. multiple supplier
invoices combined into one PDF document will be rejected)

8. One email = one PDF = one supplier invoice

Note: The accountspayable@mcgill.ca email is only used to receive invoices.

Inquiries/questions/follow-ups will not be responded to.
e McGill community is to submit a ticket to the FIS Service Desk
e Reminder that suppliers must write to apinfo@mcgill.ca
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INVOICE

: INVOICE #
Company Name Invoice date and DATE:
_ Inveice no.
¥zgx Main Road
Howhare, QC HOH OHO
Phone (111} 111-1111
Email address
TO Mrs SN o
McGill University
Building and Address . .
- Billed to McGill
(114) 111-1411 University
SALESPERSON PURCHASE ORDER HUMEER PAYMENT TERMS DUE DATE
P Qoo HET 45
aTy A DESCRIFTION UNIT PRICE LINE TOTAL
—— —
McGill
Purchase
Order

G5T #:

QST & ?L GST/QST registration nymbers (if applicable)

SUBTOTAL

Please make check payable to: Cornpany Name SALES TAX

TOTAL

Please refrain from sending supplier invoices more than once. Sending supplier invoices more
than once causes significant delays in the timely processing and payment of supplier invoices.

Invoices that do not meet the above criteria will be considered in dispute and will not be
processed by McGill, nor will any statement as they pertain to such invoices (more information
- https://www.mcgill.ca/procurement/supplier-corner/do-business-mcgill/procurement-pay-
instructions ).
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How to avoid delays in processing of invoices and issuing payments to

suppliers?

Prior to submitting an invoice to accountspayable@mcgill.ca, please ensure that the invoice

matches the PO.

To verify the available balance on a Purchase Order, Purchase Order status (open/closed), use
the Banner form FGIENCD. Instructions on how to query detail encumbrance activity (FGIENCD)
are available on the Financial Services website: https://www.mcgill.ca/financialservices/gfm/fis-

system/banner

Banner > FGIENCD

This form is used to query the
history and balance of
encumbrances.

* You will need the Document
Number assigned to the
encumbrance (I.E. Exxxxxxx -
Manual Encumbrance,
ROxxxxxx - Purchase
Requisition, POxxxxxx -
Purchase Order).

» The Balance field refers to the
amount of money still
encumbered on a fund (Ex.:
Purchase Order created for
$100, two invoices paid
totaling $70, the remaining
balance would be $30).

5@ Detaill Encumbrance Activity FGIENCD 8.3 (Banner)

Encumbrance: poranzos [+ Encumbrance Period: |
Description: | (gt_aws; Ic. Fype: [

Date Established: [14-Mav-2018 @alance: [

0.00 ) Vendor: |

@ https: / /vavnve. megill.ca/financialservices/gfm/fis-system/banner
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Item: | 1]

Sequence: [ ﬂ Fiscal Year: i'.s' Status: IC Commit Indicator: [u. =
CoA Index Fund Orgn Acct Prog Acty Locn Proj

(Encumbram:e: l 3.103.9‘1_) iquidation: -3.103.99‘Elance: | 0.00 ! =l |
Transaction Date Type Document Code Action Transaction Amount Remaining Balance
|14-mav-2018 PORD |Po730205 B [ 2,269.50 229950 =
|07-MAR-2019 INEL | |— [ -215.30 2,084.20
[o2-apr-2019 INEl | [ [ 94,08 199012

Note: Purchase orders issued in
other currencies will be posted to
the appropriate FOAPAL(s) in the
Canadian dollar equivalent.

2


mailto:accountspayable@mcgill.ca
https://www.mcgill.ca/financialservices/gfm/fis-system/banner
https://www.mcgill.ca/financialservices/gfm/fis-system/banner

What to do if the invoice cannot be processed for one of the following
reasons below?

1. The PO is closed:

a. If the PO was closed in a prior FY, create a new PO and Indicate in the Vendor
Notes: "This is a replacement PO and is only for billing purposes. Do not ship any items."

b. Re-submit the invoice to accountspayable@mcgill.ca with the new PO on the
invoice.

c. If you believe that the PO was closed by mistake, submit a ticket to the FIS Service
Desk and request to open the PO.

2. The quantity on the invoice is greater than the quantity on the PO:

a. Submit a Change Order through MMP by following the instructions available under
Quick Links on MMP.
mp Mfﬁié'tpuace Al~ Search (Alt+Q) Q

Shop * Shopping Dashboard

uick Links
_
Simple Advanced Goto: Favorites | Forms | Non-Catalog Item | Quick Orde: Browse: Suppliers | Categories | Contracts | Chemicals @ Cancelling 2 PO directly in MMP /

& How to Process an Order in MMP
Search for products, suppliers, forms, part number, ett Q © How to Process a Change Order

@ How to Create Receipts

000CAD W O w A §

3. The unit price on the invoice does not match the unit price on the PO:
a. If the invoice unit price is less than the PO unit price, submit the invoice to
accountspayable@mcgill.ca following the criteria above.
b. If the invoice unit price is greater than the PO unit price:
o Submit a Change Order through MMP by following the instructions available
under Quick Links on MMP.
OR,

o Ifitisthe supplier’'s mistake, request from supplier to issue a credit memo.
Note: The acceptable tolerance is $2, i.e. if the total invoice amount is = < $2
compared to the PO, then submit the invoice to accountspayable@mcgill.ca
following the criteria above.

4. Shipping/freight that is on the invoice but not on the PO:
a. Submit the invoice to accountspayable@mcgill.ca following the criteria above.
b. Submit a Change Order through MMP by following the instructions available under
Quick Links on MMP, if:
i. the freight/shipping is greater than invoice amount.
ii. the total invoice is greater than S10K.
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5. When there is a mismatched item on the invoice compared to the PO:
a. Submit a Change Order through MMP by following the instructions available under
Quick Links on MMP.
OR,
b. Ifitisthe supplier’s mistake, contact the supplier and ask to send a revised invoice.
Note: New/corrected invoice is to be forwarded to accountspayable@mcgill.ca for
processing.

6. The supplier’s name on the invoice and PO do not match:
a. Cancel the PO by following the instructions available under Quick Links on MMP.

MMP Nieioace ALY Search (Alv0) Q ococao W O™ AR

Shop * Shopping Dashboard

Simple Advanced Goto: Favorites | Forms | Non-Catalog Item | Quick Order ~ Browse: Suppliers | Categories | Contracts | Chemicals © Cancelling a PO directly in MMP

© How to Process an Order in MMP
Search for products, suppliers, forms, part number, etc. @ How to Process a Change Order

@ How to Create Receipts

a. If the correct supplier exists in MMP, create a new PO and indicate in the Vendor
Notes: "This is a replacement PO and is only for billing purposes. Do not ship any items."

b. Re-submit the invoice to accountspayable@mcgill.ca with the new PO on it.

c. If the supplier’'s name does not exist in MMP, submit the New Supplier Request form
available on MMP.

Supplier Request Forms v
£l ol
R
h-kk hhu
New Supplier Reguest Supplier Reactivation/
Form Change

7. The currency on the invoice does not match the currency on the PO:
a. Cancel the PO by following the instructions available under Quick Links on MMP.
b. Issue a new PO by selecting the correct vendor code to match the currency on the
invoice.

c. Indicate in the Vendor Notes: "This is a replacement PO and is only for billing
purposes. Do not ship any items."
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APPENDIX A
Legal Entities Affiliated to McGill

UNIVERSITE MCGILL 2008-02-12 En
vigueur
BIBLIOTHEQUE DE L'HISTOIRE Ik 2001-11-22 En
DE LA MEDECINE ® vigueur
BIBLIOTHEQUE QOSLER. ® 2001-11-22 En
vigueur
CHAPELLE DE L'UNIVERSITE 2001-11-22 En
MCGILL ® vigueur
COLLEGE MACDONALD ® 2001-11-22 En
vigueur
DOMAINE GAULT & 2001-11-22 En
vigueur
GAULT ESTATE ® 2001-11-22 En
vigueur
INSTITL:IT NEUROLOGIQUE DE 2001-11-22 En
MONTREAL @ vigueur
L'ARBORETUM MORGAN & 2001-11-22 En
vigueur
LE STADE PERCIVAL MOLSON 2001-11-22 En
vigueur
LIBRAIRIE DE L'UNIVERSITE 2001-11-22 En
MCGILL ® vigueur
LYMAN ENTOMOLOGICAL 2001-11-22 En
MUSEUM & vigueur
MACDONALD COLLEGE ® 2001-11-22 En
vigueur
MCGILL CHAPEL ® 2001-11-22 En
vigueur
MCGILL UNIVERSITY 2001-11-22 En
BOOKSTORE ® vigueur
MONTREAL NEUROLOGICAL 2001-11-22 En
INSTITUTE ® vigueur
MUSEE D'ENTOMOLOGIE ET 2001-11-22 En
LABORATOIRE DE RECHERCHE vigueur
LYMAN &
MUSEE REDPATH ® 2001-11-22 En
vigueur
OSLER LIBRARY OF THE 2001-11-22 En
HISTORY OF MEDICINE ® vigueur
PERCIVAL MOLSON STADIUM 2001-11-22 En
vigueur
POLLACK CONCERT HALL ® 2001-11-22 En
vigueur
REDPATH MUSEUM ® 2001-11-22 En
vigueur
SALLE DE COMCERT POLLACK ® 2001-11-22 En
vigueur
THE MORGAMN ARBORETUM ® 2001-11-22 En
vigueur
THE MEUROC ®& 2001-11-22 En
vigueur
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