Creating an Invoice from a Contract

Creating an Invoice form a Contract Adding a Contract to your Invoice

Creating an Invoice from a Contract

1. Login to BennyBuy using your ONID ID and password.

2.

3.

From the BennyBuy home page, click Contracts, go to Contracts, and select
Search Contracts.

z." Contracts Contracts

F
Contracts

Search Contracts

Reports |
. Search Contract Requests
Requests

F =l Suppliers

View Saved Searches

Create and Manage Export Templates

Search Contract Parties

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 3.

Search Contracts Advanced Search | ?
Active for Shopping All ~

By Start/End Date All -

Created Date All Dates -

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

P&M123

printing and Mailing

Second Party:  OSU Test Supplier ~ Start Date: 4/4/2017  Version Type:  Amendment
Contract Types - End Date: 4/4/2099  RenewalNoi O
Status Draft Active for Shopping:  Ne Amendment Noi 1
a Extension Counti 0
[Paizs |
Second Party:  OSU Test Supplier Start Date: 4/4/2017  Version Type:  Original
Contract Type: — End Date: 4/4/2099  RenewalNo: 0
Status =TI Active for Shopping:  Yes Amendment Noi 0

Extension Count: 0
LARC-1 Open Summary ¥
LARC
Secand Party:  Lab Animal Resource Center  Start Date: 4/10/2017  Version Type:  Original
Contract Type: - End Date: 4/10/2017  RenewalNo: 0
Status Active for Shopping:  Yes Amendment Noi 0

Extension Counti 0

Note: If the contract does not have the option it is because invoicing is not an

available action.
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Creating an Invoice from a Contract

5. A Create Invoice window will open and from there you can enter the supplier
invoice number, invoice date, as well as your line Item information. Part number,
description, quantity, and unit price are required fields. To add additional line
items, select the +Add Item. Click Create Invoice.

Create Invoice

Contract Information
Contract Name:

Contract Number: Pa&m123

Invoice

Printing and Mailing

Start Date:

End Date:

4/4/2017

4/4/2099

[ Invoice No. |

Line Items to Add (0)
ere are no Items on the selected contract

¥ Add Additional Lines to Invoice

PartNo.®  Description®

254 characters remaining

Product Size

Invoice Date

mmydd/yyyy

Quantity ™ Unit Price ®  Packaging

[—
Create Invoice Close

Note: If you do not complete the commodity information and +Add Item before
selecting create invoice, the contract will not stay with the invoice you are
creating and you will have to add it back in. If you do not have a part number you

can use ‘NA”.

6. You will be taken back to the normal invoice entry screen to complete the final

details.

Simple Manual Entry

Invoice Number

Invoice Date

Due Date

Invoice Owner

Supplier Name
Supplier Account No.
Supplier Invoice MNo.

Remit To

Remit To | acation list

Document Actions w  History (=)

62772019 |

771272019 O Owverride due date

Michele Andersen
Select a different user...

OSU Test Supplier more info...

3435454545453

edit

Note: See PO/Non PO Invoice Entry for step-by-step instructions.
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Creating an Invoice from a Contract

Adding a Contract in your Invoice

1. Start an invoice as per the Invoice Entry tip sheet. After adding in your line items.
select the Summary view under Invoice.

Invoice: Simple Manual Entry Document Actions ¥ | Histo
201 27 andersms 02
supplier Invoice No.: Testing 627 Inveice Number
Supplier: Alex's Awesome ... Invoice Date 6/27/2019 __j
Status: Draft mmy/dd fyyyy
CeameticEr  HED Ty Due Date 772772019 O Override due date
Invoice Owner Michele Andersen

Simple Manual Entry Select a different user...

Supplier Name Alex's Awesome Air Balloons E more info...

Supplier Account No.

Supplier Invoice No. Testing 627
General Remit To )
Remit To Location List edit
Addresses 201 Queen Ave SW - Suite ABC

New York, NY 97321
Note/Attachments

United States
Payment Information Address Id VP Vendor Payment 1

Discount, Tax. Shipping & Ha... Shipping address

Accounting Codes General

2. Scroll down to Lines and click the Edit Button on the line item that is associated
with a contract.

Add Lines fromn Contract  Addnew PO Add Men-PO ltern Hide Line Details ~ Selected Line lter Actions w

<No PO Number>

Catalog Size /

PO
- Product Description Unit Price Quantity Ext. Price []

Lin No Packaging
1 v Testing Contract 1 @  more info... EA 33.22USD 1EA 33.22usp U
PO Number External Note
PO Department Internal Note
Substitute Item x External Line Attachments
Taxable x Add Attachments
Line Match Status Unmatched

Internal Line Attachments
Matchina Summary

3. Within the Edit Line pop-out, click Select Contract... located under Unit Price.

l Edit Line ' 7 x
PO Catalog  Size/
Product Deseription Unit Price  Quant Ext. Price
Lina . o No Packaging " =
1V Testing Contract 13 A 32 1 €A 33.22USD
PO Number Externa
PO Department Note
Substitute Item x
Taxable o 000 characters expand | dear
Line Mateh Status Unmatched emaining
Matching Summary Internal
Note
Ordered | Received  Met Invoiced
Quantity:
Ext. Price: - - 0.00 USD 00 characters expand | dear
emaining
Related Documents N
Invoices: O / Credits: O / Receipts: 0 Discount, tax. shiping & handling
Invoice Owner Michele Andersen From hesder Line-level
Discount 000 USD .00
Tax1  Non-taxable [0.00
Tax 2 Non-taxable 0.00
Shipping 000 USD o0
Handling 0.00 USD 0.0
| e
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Creating an Invoice from a Contract

4. Select the desired contracts Radio Button and click OK at the bottom of the box.

5.

Select Contract

The contracts listed were al effective on the date listed in Invoice Date fiekd of the lnvaice. These may incude contracts that have
since expired or have been renewed. If the Invaice Date i blank, then the currently effective contracts will be displaysd.

Contract Effective Dates  Active

Cancal

The contract number will populate above the Select Contract... link, Click Save.
Repeat steps 2-5 for each line that needs to reference a contract.

Edit Line ? X

PO Catalog Size /
Product Descripti
ine Product Description . Packaging

I UnitPrice  Quantity  Ext. Price
ine

1 v Testing Contract 1 3 EA 33.22 1 EA 33.22USD
Contract: 2019-000320
select contract...
PO Number External
PO Department Note
Substitute Item x
Taxable =] 1000 characters expand | clear
Line Match Status Unmatched remaining
Matching Summary Internal
Ordered  Received  Netlnvoiced ™%
Quantity: -
Ext. Price: - - 0.00 USD 1000 characters expand | clear
remaining

Related Documents.

Discount, tax, shipping & handiin.
Invoices: 0 / Credits: 0 / Receipts: 0 pRIng B

Invoice Owner Michele Andersen From header Line-level
Discount 000USD  [0.00
Tx1  Non-taxable [g00
Tx2  Non-taxable 000
Shipping 0.00USD (0,00

Handling 0.00 USD 0.00

If all of the lines on the purchase order are associated with the same contract,
you can check the Ext. Price box under Lines and click the Selected line item
Actions drop-down.

Add Lines from Contract  Add new PO Add Mon-PO ltemn  Hide Line Details | Selected Line ltem Actions w

<No PO Number>

PO Si
Line Product Description Catalog No Pac::g:ng Unit Price Quantity

1 v Testing Contract 13  moare info.. EA 33.22USD 1EA 33.22usp O

PO Number External Note
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Creating an Invoice from a Contract

7. Select the Assign Contract to Selected Lines option.

Line Details ~ Selected Line [tem Actions w

Remove Selected ltems

Remove All ltems
Q
Convert To Substituted ltems

T Associateto PO Line |

[Assign Contract to Selected Lines ]

8. Select the Radio Button associated with the contract you need to assign. Under
the Assign Contract To... section select the Radio Button for the line options
available to assign the contract. Click Assign Contract to Lines.

Assign Contract to Lines

5 Per Page v

StartDate ~ End Date =

20282019 201372020

3/3172020

5 Per Page &

9. Complete your invoice.
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