
TIPS, TRICKS, AND ENHANCEMENTS



TIPS AND TRICKS
INFORMATION TO IMPROVE DOCUMENT PROCESSING



REQUISITION/PO PROCESSING

• Integration occurs with processing account lines in batches of three lines 

along with as many commodity lines as needed to match the account line 

total

• Happens as though the document is setup as “linking off” in SAM II

• Does not have direct tie between accounting and commodity lines

• Linking does occur when invoices integrate to SAM II from MissouriBUYS



REQUISITION/PO PROCESSING

• Example:



REQUISITION/PO PROCESSING

• First three account lines total $77.50

• Line 1=10.00, Line 2=65.00 and Line 3=2.50

• Only need part of commodity line 1 to process this batch

• Commodity line 1 – Quantity=5, Unit Price=17.50, Total=$87.50

• 77.50/87.50 = 88.571429%

• 0.88571429 * 5 = 4.429 (quantity needed of this commodity line)

• Adjusting unit price

• 4.429 * 17.50 = 77.5075 or 77.51 rounded (too high)

• 4.428 * 17.50 = 77.49 (too low)

• 77.50 / 4.429 = 17.498307 (4.429 * 17.498307 = 77.50)

• Used for unit price on the integration of the first batch and adjust as other batches 

using this commodity line process



RECEIVE BY AMOUNT VS. RECEIVE BY QUANTITY

• Selected at the time a request is created

• Application defaults to Receive by Quantity

• Request/orders that are being setup to encumber funds for multiple payments of 

varying amounts should be setup to Receive by Amount. 

• Example:

• Encumbering 6 months of payments for electric bill invoices

• Create request/PO for the estimated amount and check to Receive by Amount 

• Quantity will always be 1 and unit price will be encumbered amount, for example $1,000.00

• Month one payment comes in for 123.72 and receiver/invoice are setup to pay that amount

• Month two payment comes in for 158.09 and receiver/invoice are setup to pay that amount

• Etc.

• Additional funds can be added later if needed with a change order to update the unit price 

field



RECEIVE BY AMOUNT VS. RECEIVE BY QUANTITY

• Receive by Quantity Examples:

• Creating a request to encumber multiple payments of the same 

amount (encumbering six months of payments that you are billed 

the same amount each month)

• Creating request/PO for specific quantity of items.

• Creating request/PO for ONE invoice payment to be made 

against it.



ACCOUNTING MATTERS

• How to setup the invoice to pay specific amounts out of each accounting line



SETTING UP SPECIFIC AMOUNTS ON INVOICE (CONT.)



SETTING UP SPECIFIC AMOUNTS ON INVOICE (CONT.)

Receiving

Matching on the Invoice



FIXED ASSETS TIPS
• All funding for the commodity line has to be fixed asset funds

• Can’t be this

• Must be setup like this



FIXED ASSETS TIPS (CONT.)

• If a requisition/Purchase Order was not setup with fixed asset funding, but it 

is discovered that it needs to be a fixed asset at the time of invoicing, you will 

need to do a change order to update the funding.



CHANGE ORDER PROCESSING

• Change order also processes in batches of 3 account lines with matching 

commodity line(s)

• A process for all scenarios – increase/decrease of funds, quantity, unit prices 

and/or adding/removing account lines

• This process backs out accounting/commodity lines to the received values in 

the first step, then builds the document to match the change order in the 

second step

• Recommendation for successfully processing a change order is to have 

received and invoiced quantities match prior to attempting the change

• Not backing out received quantities that have not been invoiced causes mismatches in 

accounting and commodity lines that need to match up in the change order process



RECENT CHANGES

• Change order changes in SAMII

• Vendor Purge Changes

• View bids of Pending vendors



ENHANCEMENTS

COMING SOON!!!!



ACCOUNT CODING MADE 
QUICKER
DEFAULT AND FAVORITES



FAVORITE ACCOUNTING CODES









DEFAULT ACCOUNTING CODES



COPY LINE



APPLY TO ALL



WHAT IFS


