Contract Invoice Entry

What is a Contract Invoice?

A contract invoice is one that is associated with a contract that has been setup in
BennyBuy.

To process an invoice against a contract, the supplier must be active in the system and
the contract needs to have a status of one of the following: Executed: In Effect,
Superseded, Expired, Complete.

Creating an Invoice from a Contract

1. From the BennyBuy home page, click the Contracts tab on the left hand side
menu, go to Contracts, and select Search Contracts.

Contracts Contracts Type to Search Contracts...

Contracts Contracts Home
Accournts

Payable Approvals Search Contracts
View Saved Searches

Suppliers Libraries
Search Contract Attachments

Reports Create New Contract...

2. If you are searching for a specific contract you can use the search features
available under the simple or advanced searches to narrow your results. If you
know your contract number, you can add it to the Contract search bar and select
the search Icon K.

Search Contracts Advanced Search | 7

Contract n

Active for Shopping All v

By Start/End Date All ~

Created Date All Dates >
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Contract Invoice Entry

3. Select the Contract Number you are creating the invoice off of to review the
contract or use the drop down menu to the right-hand side to select the Create
Invoice option.

P&M123 Open Summary
Printing and Mailing
Second Party:  OSU Test Supplier ~ Start Date: 4/4/2017  Version Type:  Amendment
Contract Type: — End Date: 4/4/2099  Renewal No 0
Status Draft Active for Shopping: No Amendment No: 1
a Extension Count: 0
[ pamiz |
e arty:  OSU Test Supplier Start Date: 4/4/2017  Version Type: Original

End Date: 4/4/2099  Renewal No.: 0

Co e -
Status: TS  Active for Shopping:  Yes Amendment No: 0

Extension Count: 0

LARC-1 Open Summary |~
LARC
Second Party:  Lab Animal Resource Center  Start Date: 4/10/2017  Version Type: Original
Contract Type: - End Date: 4/10/2017  Renewal No.. 0
Status: Active for Shopping:  Yes Amendment No.: 0
Extension Count: 0

4. The Create Invoice window will open. Enter the Invoice No. and Invoice Date.
In the Line Items to Add section, note that Part No., Description, Quantity,
and Unit Price are required fields. If you do not have a Part No., you can use
NA.

Once you have added the information for an invoice line, select the Add Item

button. Repeat this process as needed to add additional invoice lines. Once all
lines have been added, select Create Invoice.

Create Invoice

Contract Information ?
Contract Name: stuff Start Date: 3/16/2021
Contract Number. 2021-000538  End Date: No Expiration

Invoice

mm/da/yyyy

Line Items to Add (1)

There are no items on the selected contract

R
[ PartNo.*  Description * Product Size Quantity * Unit Price *  Packaging ]
= A -2 + Add tem
254 enaracters remaining
100 EA - Each Remove

* Require Create Invoice Close

5. After selecting Create Invoice, you will be taken to the invoice entry screen.
Please see the Non-PO Invoice Entry tip sheets for step-by-step instructions on
how to complete the invoice.
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Adding a Contract to Your Invoice

1. Begin by creating a Non-PO invoice as per the Non-PO Invoice Entry tip sheet.
Make sure the supplier you choose is the one associated with the contract.

2. After adding your invoice line items, select the Summary tab at the top of the
page.

Invoice ~

Entry Summary Matching Supplier Messages Comments Attachments History

3. Scroll down to where the invoice lines are listed. Select the check box at the top
to select all invoice lines. Then, select the dropdown arrow and choose Assign
Contract to Selected Lines.

<No PO Number> O

E \/ N I ﬂ Correct these issues.

Remove Selected ltems

"V

Assign Contract to Selected Lines

Price

-

4. A popup box will open and a list of available contracts for that supplier will
appear. Select the contract you wish to apply and then click Assign Contract To
Lines.

Assign Contract To Lines X

| Selected 2 of 2 Total Lines

sSelect an Available Contract @

tract Number Contract Name Verson  Status Start Date End Date

Cont
@ 2021-000538 stuff Renewal 0, Amendment 0 3/16/2021 no value

1o @ @® Al selected Lines

Q only Lines with No Contract Assigned

Assign Contract To Lines Close
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5. The contract will now be associated with all invoice lines. This be confirmed by
viewing the Contract field under the Item Details section of the invoice line

items.

v Line 1 NA EA 500.00 Qty: 1 EA 500.00 -

~ ITEMDETAILS
4
2021-000538 External Note no value
S Note
3

ne value

no value
Add

no value
Add

6. Review the invoice as needed and select the Complete button to finalize the
invoice and move it to approval workflow.

Search (Alt+Q) 3,000.00USD W o D O
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