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Dancription of prodect Of service
Descrighon of prodect or service
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Invoicing

I’'m just an
invoice...

You are here to hear and see just what we
do to get an invoice through to the
treasury.

The life cycle of Greene County invoices



I Process - Typically takes 10 days to 28 days

Receive invoice

Variety of invoices, expense reports,
invoices from all different offices on and
off campus, directly from vendors. With
and without po? Is it coded properly?

Input, verify, approval process

Print batch, create check list, then take
all to Treasurer for payment




Receiving Invoice

‘ * Yes, I’'m an Invoice. So lets see the process
of getting an invoice, just like me, through
the Auditor’s Office to the end of my
courthouse journey at the treasury

* I'm received via GCAP, snail mail, interoffice
or hand delivered

* Next step is triage — Print, open, sort and
date stamp

* |t’s a process you see, to receive via, one,
two or three. Oh, make that four if
someone comes through the Auditor’s door.


https://danga4cloudbiz.blogspot.com/2009/04/
https://creativecommons.org/licenses/by-nc-sa/3.0/

Input invoice number
Input description

Input date on invoice and date
we received

In approval department queue

Is there a contract or po? If so,
input information

Input vendor number

Type service or goods
 Service add price

* Goods add quantity and
price

Input correct coding number
listed

If on a PO the above info will
populate.

Verify remit to address

I Inputting invoices into Eden

it Record Mavigate Form Feporis Format Tab Help

R g, B@®adAS- K4y T BRI, 06,
|el o = B =., [EE] Default Vear 2026 1 o5 U |
Main
Doc # 430234 Group touyer ~ Origin ap [[) Posted
Irvoice # Year 2026 Fisoal class ov Discoun t
Description O Automatic
Invoice date 03/30/2026 Received date 03/30/2026 (Oes [ Discount tax
Mo (8 Discount freight
Transaction date (3/30/2026 ~  Approval date out
Que ~
PO #
Yendor Contract #
Tems nel 130 ~ Met30 Days Release retainage (| Manual retainage [
Due date (4/28/2026 Payment infarmation
Diepartment d OEFT (O Hand-witten check
Check t A ts Payabl
CERERE ~ |Rocounts Fasane () Single use acct () wire transfer
Check group
© Nomal check
Inveios status Check/wire date
Release date Check/wire #
0 Active (O Hold ~ e
—_— Last 4 digits -
(Pay () Paid Card helder
I ltems  Addresses Approval Queues  Totals  Project Totals
Invoice # Transaction date 03/30/2026 ear 2026 Invoice date 03/30/2026
Descri iption Queue
[FEE Validate contral tatal when pasting (]
Yendar Control total 0.00
I Type I Itemn Code Quanlilyl Urit I Unit Eustl Extension
1
a
v
Federal wH Total

It’s a lot of
information we know.

We are very thorqugh
you see and that is for
accuracy

Yes,'monlyan
invoice | know, and I’'m

in process

It must be done this
way, so our vendors
can get paid




HERC RENTALS INC

J. WHITE

JAY KEY SERVICE, INC
JOHNSTONE SUPPLY #19
LINDE GAS & EQUIPMENT INC

Does invoice have a PO:
s it a blanket PO or regular PO
If regular PO, has it been received in Eden
If yes, process if no, hold invoice until
product is received

s it an existing vendor?
s it coded?

Sort invoices alphabetically and put in file folders by
check group

File folders — Blue, Green, Yellow, Orange, Red

b i dump 1

itions  Approval Queues  Inuices

PO # 063926 Date 01/01/2028 Fiscal year 2028

File Edit Record fomn Formet Tab Help
B b, 0@,

Date |Receiving = | Quanti
00667 03/30/2026 [3+465 |

— * I’'maninvoice in the Auditor’s Office you
see, onto the next step, this is my duty.




G Invoices

File Edit Record MNavigate Form Feporis Format Tab Help

@O rwH, I®AAS K4y NEEHEMm 2, 0|6,
I ™ e = [ Default Year 2026 3 =5 [ |
* Yes, I’'monlyan
Dos # 489597 Group Ipemyman Oign ap () Posted ’ y
Inwoice # 2026-033 Year 2026 Fizcal class oy Discount H H I k d
Description SPANISH INTERFRETATION - CASE 2431-CRO4461-01 © Automatic Ap p rova IS I nVO I Ce n O \N a n
Irweice date 02/27/2026 Received date 03/13/2025 Oes [ Discount tax h . f
—_— —_— Discaunt freight t t t
Trangaction date  03/16/2026 Approval date out 03/16/2026 OnNe e g IS pa r 0 e
Queue court nopo Courts Invaices withaut PO
2 process maybe
Wendor 037363 - DZARK TRANSLATORS, LLC Cortract #
Temsz net30 Met 30 Days Release retainage || Manual retainage [ S I OW
Due date 03/29,/2026 Payment informatior
Department pat PROSECUTING ATTORMEY OEFT () Handwaritten check
Check A tz Payabl
SR crounts Payable () Single use acct () Wire transfer

Check group aud

: w - It takes five

Inwoice status

Items  Addresses  Approval Quewes  Totals  Project Totals b
. approvers before |

—E Irevoice # 2026-039 Transaction date  03/16/2026 Year 2026 lrvoice date 02/27/2026 .
%l Description SPANISH INTERPRETATION - CASE 2431-CRO4461-01 Queue coutnopo - Coutts Invoices witha a rnve b a C k at t h e
FO #

4 Wendor 037363 OZARK TRAMSLATORS, LLC Au d ito r

Requestor PERRYMAN, L. A

Requested for PERRYMAN, L A

.
Current approver  DOTY. DEMVER Level E  Previous approver DIOM, BOB W hy’ b eca u Se t h IS

Date In I Drate Out | Action | Approver Comments |

L] .
03/16/2026 11:03:30 AM 03/24/2025 07:15:40 AM [pproved)  BORUFF. DARREN a - | S t h e po I l Cy
L 4

03/24/2026 07:15:40 AWM 03/25/2026 09:07:00 AM [&pproved) PERSHING, ANMELYSE

Lewvel 2

03/25/2026 09.07:00 &AM 03/26/2026 03:07:37 PM [Approved) COULTER. CHRIS Paszing for Camm MacLachlan
Lewvel 3

03/26/2026 03:07:37 PM 03/26/2026 04:13:07 PM [Approved) RUSSELL, JOHM
Lewvel 4

03/26/2026 041207 P 03/27/2026 031433 PM [&pproved) DIX0N, BOB

Lewel 5




Auditors approval

Print a batch list - Expedite, Aud or Paymode which * Well, I've made it this far, with 5 approvers

includes vendor, invoice number & amount. From sending me on to the final steps of this long
the list, pull invoices from file journey

In Eden, use document # and open invoices in our o
approval queue * Once again, I’'m checked & checked & checked

for accuracy before being paired with a check

On opposite screen, pull up scanned invoice :
& mailed to the payee

Check again for accuracy

Check any coding changes made by previous
approvers

Approve




EIEr Check Pracessing
- w5 Create Checks

----- = Update Checks

----- =3 Check Edit List

-ﬁ Tnal/Final Check Lizting

Whew here we go,
Look at the steps we do,
before we convert the invoice into a check.
Here we go the next steps you see, a check batch
to the Treasury.
Off we go down the stairs to the Treasurer’s,
where they will cut a check to the payee.
Yippee.

Our job is now done you see the check will be
mailed, or sent via paymode to payee.

Back up the stairs | go. Oh no... while | was
away looks like we received more invoices
today.

What can | say. That’s what we do.
Thank you for your time and have a good day!

NNNNNNNNNNNN
FFFFF




Thank you for all
you do and
remember we are
here to help you
and the vendors
too!

Don’t forgot when
we receive, we
need coding
accuracy.

WEEICE]
connected and
everything you do
helps get the
invoices through
the process.

Please remember
we check, check
and triple check to
make sure the
entries are as

accurate as can
be.




Questions or Comments??

_



