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1. Invoices Waiting For Payment

1.1 Invoices Waiting For Payment
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Notes:

Welcome to this tutorial, Invoices Waiting for Payment.
1.2 Acquisitions Workflows Tutorials
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Notes:

Once physical items have been ordered, it is possible to create invoices for items using several different methods: manually, from a purchase order, and from a file.  And once the invoices have been created, they enter the Waiting for Payment stage.

1.3 Objectives
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Notes:

In this session, you will learn how to see and handle invoices waiting for payment.

1.4 Invoices Waiting for Payment
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Notes:

In Alma’s configurations, there is a parameter under General > Other settings called handle_invoice_payment.  When this parameter is set to true, the invoice reaches the payment stage so that the institution itself can manage the payment of the invoice.  These invoices have their status set to Waiting for Payment after they are approved.

To work with invoices that will have the status of waiting for payment, you will need to have an Alma user with the Invoice Manager, Invoice Operator, or Invoice Operator Extended role.
1.5 Accessing Create Invoice
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Notes:

To create a manual invoice, go to Acquisitions > Receiving and Invoicing > Waiting for Payment.
1.6 Waiting for Payment Invoices 

[image: image6.jpg]Extibrs

Facets

Voncor

Fempo()
Man Lty

r—

Waiting For Payment Invoices (1-10f 1)

3
ssspadione’) nassgred®  ssspedto e

a

Rt Cos e ; o T
HESE 7. Meinbiay FomPo 20101004 20@10DE

pre—.

[





Notes:

This brings us to the Waiting for Payment Invoices screen.  Note the three tabs - Assigned to Me, Unassigned, and Assigned to Others.  We will stay on the Assigned to Me tab, but if we had not started working with the invoice yet, it would first appear on the Unassigned tab.

If we needed to search for an invoice at any stage of the workflow, we would use the Quick search box and search by the Invoice Number or other criteria available in the dropdown.
1.7 Edit Invoice
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Notes:

Let’s select edit from the row actions list to start working with this invoice.
1.8 Accessing Waiting For Payment Screen
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Notes:

Here we have the Invoice Details.  We can see the Invoice number, the total amount, and the current status, which is approved.  We can also see more detail in the Summary tab.  If we scroll down the page, we can see the Payment Information section.
Scroll down (Slide Layer)
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1.9 Entering Payment Information Manually
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Notes:

Here in the Payment information section, we will change the payment status to Paid, and enter in the Payment Date.  The Payment Identifier is the reference number for the payment, such as an invoice or check number. When you work with an integrated external system, this field could contain an external reference number from the ERP system. Then we confirm the amount is correct, and select Save and Continue.
1.10 Waiting for Payment Queue
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Notes:

We are brought back to the Waiting for Payment screen, and now the Invoice we were working with is no longer here.  Let’s search for the Invoice to confirm its current status.
1.11 Invoice Closed
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Notes:

And here’s the invoice, with the status now set to Closed.
1.12 Review
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Notes:

Now that you’ve watched this session you should be able to view and manage invoices waiting for payment.

Please take the short quiz to test your knowledge.

1.13 Quiz: Creating an Invoice: Waiting for Payment

 (True/False, 10 points, 1 attempt permitted)
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	Correct
	Choice

	 
	True

	X
	False


Feedback when correct:

That's right! If the handle_invoice_payment parameter is set to true, the invoice status will be set to Waiting for Payment after approval.

Feedback when incorrect:

No sorry, that’s not right. If the handle_invoice_payment parameter is set to true, the invoice status will be set to Waiting for Payment after approval.

Notes:

Correct (Slide Layer)
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Incorrect (Slide Layer)
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1.14 Thank You!
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Notes:

Thank you for joining this session!
1.15 Copyrights
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TRADEMARKS

Ex Libris, the Ex Libris logo, Aleph, Alma, SFX, SFXIT, MetaLib, DigiTool,
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Ex Libris products and services referenced herein are trademarks of Ex
Libris, and may be registered in certain jurisdictions. All other product
names, company names, marks and logos referenced may be trademarks of
their respective owners.

DISCLAIMER

The information contained in this document is compiled from various sources
and provided on an “AS IS" basis for general information purposes only
without any representations, conditions or warranties whether express or
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completeness, accuracy or fitness for a particular purpose.
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disclaim any and all liability for all use of this information, including losses,
damages, claims or expenses any person may incur as a result of the use of
this information, even if advised of the possibility of such loss or damage.
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Notes:

2. Quiz Results

2.1 Results Slide

 (Results Slide, 0 points, 1 attempt permitted)
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Notes:
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Success (Slide Layer)
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Failure (Slide Layer)
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