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Supplier Accounting Representative 
Procedures
· TI Invoice and Payment Flow
· Researching Past Due Payments
· TI SAP Remittance Advice Information

IQN Invoice and TI Payment Flow
· Contractor or Supplier creates and submits the invoice-able transaction.  
· If the transaction is approved by NOON CST/CDT Tuesday and there is sufficient budget for the invoice-able amount, IQN will collect all transactions and create the A/P feed for TI.  

· Once the collection operation is run, any invoice-able transaction submitted and approved after NOON CST/CDT Tuesday, will be in the following week AP file.
· On Tuesday evening, IQNavigator produces the AP file and it is sent to TI for processing.  
· On Wednesday/Thursday TI AP corrects any exceptions.
· Thursday Night TI sends payments to the suppliers per the supplier’s payment terms.
· A payment remittance advice is generated for each supplier payment.
· This same process is repeated on the last calendar of each month.
Researching Past Due Payments
If the invoice-able transactions entered either by the contractor or your firm have been approved by Tuesday, your firm should receive funds from TI based on your payment terms.  TI processes supplier payments on Thursdays.  If your firm has not received those expected funds, please follow these steps:

1. Ensure invoice-able transactions were approved and note the approval date and time
2. Initiate an amendment when you receive Budget Threshold violation emails
3. Run a supplier invoice reconciliation report to ensure the transaction has not invoiced
4. Create a STARs ticket

1). Ensure Invoice-able Transactions Were Approved

Only approved transactions will be invoiced based on the approval date and time. Please ensure that these transactions are approved.  
View Timecard List - You may check approval status of timecards by viewing the timecard list.  Select the Time tab from the Dashboard and the timecard list sub-menu link You may also search, filter or sort your list of timecards using the search & filter feature at the top of the Timecard List screen. 
View Consulting Agreement Payment Request Status -You may check approval status of a consulting agreement’s payment request by managing consulting agreements.  Select the Consulting Request tab from the Dashboard and the consulting agreements sub-menu link.  You may search, filter or sort your list of consulting agreements using the search and filter feature.  Locate the appropriate consulting agreement and under the action column choose manage consulting agreements and click the arrow to continue.  All payment requests submitted against the Consulting agreement will be listed along with their status.  Please ensure that the status of the payment requests reads as “submitted for invoicing”.  If the payment request status does not show “submitted for invoicing”, then it has not yet invoiced and you will not receive payment.  Please contact the project manager for assistance.
View Work Order Payment Request Status-You can check the status of a work order payment request by checking the payment request list.  Go to the Work Order/Assignments Tab from the Dashboard and choose payment request list sub-menu link.  Please ensure that the status of the payment requests reads as “submitted for invoicing”.  If the payment request status does not show “submitted for invoicing”, then it has not yet invoiced and will not receive payment.  Please contact the hiring manager for assistance.  

Run Custom Reports- Custom Reports can provide a wealth of information to suppliers researching payment information.  Suppliers can run reports to view various data related to consulting agreements, spend data, payment requests, timecards, etc.  (Please see Custom Reporting Directions.)
2). Work Order Budgets:

Each work order has an associated budget.  As time and expenses are approved and billed, they are subtracted from the budget.  If the invoice-able transaction’s total spend is greater than the remaining budget, the transaction will remain on hold and will not invoice until the budget is increased.  (If a work order is associated with a consulting agreement, the work order’s budget will come from the consulting agreement’s total remaining budget.)

Suppliers can check their assignment’s estimated remaining budget and timecards on hold by running reports.  Under the Reports tab choose the custom reports sub-menu.  Two reports exist to assist suppliers in researching assignment budget.

TI Supplier – Assignment Budget Check  - This report can be run for all supplier assignments.  The report will show the assignment’s budget and the estimated remaining amount.  

TI Supplier – Timecards On Hold – If you believe an assignment’s budget has been used, you can run this report on the assignment number.  This report will provide a list of timecards that have not invoiced because the budget has been depleted.  

The IQNavigator system will send out Threshold notifications to the manager and the Supplier Accounting Representative once 90% of the budget has been used.  An amendment to extend the work order must be created to increase the budget.  This can be initiated by TI or the Supplier.  It is suggested that suppliers initiate this amendment upon receiving the Threshold email.  
Initiate Amendment to Change the Budget - See job aid for instructions 
3.) Run a Supplier Invoice Reconciliation Report
Many Reports exist to help suppliers see what has invoiced.  Running the supplier invoice reconciliation report is a quick and easy way to see what has invoiced for your firm.  Select the Reports tab and then select the submit/schedule reports sub-menu link.  Highlight Financial – Supplier Organization Invoice Reconciliation and select the submit button.  This report will give you the option to choose IQNavigator buyer invoice numbers with corresponding invoice dates to see what has invoiced for your firm.  (Please see reporting directions for more information)

4.) Enter a STARs Ticket

If you have followed all of the above steps (verified the transaction was approved, noted the approval date and your payment terms, and ensured the transaction did not invoice) but you have not received payment, please submit a starts ticket. 
To submit an IQNavigator question/issue, after reading the instructions below, click on following link or copy/paste the following link into your browser:

http://icgweb.ext.ti.com/stars/docs/ExternalHome.html
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When the screen below appears, fill in all of the fields.  Your access code for the US is: 9669319182
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TI External Ticket Submit
Customer Impact: [low 5]

Access Code First Name Last Name
[9663319162 [Your FirstName: [YourLastName.
Phone Number E-Mail Company Name
[Your Phone Number [Your Email address [Your company name
Detailed Description:
Work order#, =

[Please include a detailed description about your issuer

sgreemencd, Timecard§, Consultant name, error message, etc.

Click on _SUbmMit | or Reset Defaults to start over.




· Click the ‘Submit’ button

· After you click ‘Submit’ you will see the message on your browser: 
Submit Status: Your request has been sent to TI STARS system.  You will receive email confirmation that a ticket was created.  The subject line of the email will include the ticket number.
TI SAP Remittance Advice
Suppliers can choose to receive payment in the form of a check or EFT.  Checks will arrive with remittance advice attached.  Suppliers will receive remittance advice for EFTs in email form.  The remittance advice will contain general information about your payment.  
To find the detailed breakdown for your payment, please run the custom report, TI- Supplier Organization Payment Reconciliation.  From the Report Tab, click on the custom reports sub-menu.   From the action menu on the far right hand side of the screen, choose “submit”.  In order to run the report you will need to enter the invoice numbers from the remittance advice that TI provided.  Please see the Document Number (Check Remit Advice) or the Supplier Reference # (EFT Remit Advice).  The first six digits represent the Invoice Number and can be referenced in this report to receive the detailed breakdown for your payment.  Locate the first six digits of the Document number or Suppler Reference # and enter into the text box separated by semi colons as shown below.
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Once you have entered all invoice numbers referenced in your remit advice, click submit.  The report will provide a detailed explanation of your payment.
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IQN Invoices OT by:

· Invoicing the Total # of hrs worked (including OT hrs) (*) multiplied by ST(straight time) rate
Note: The IQN invoice# & the Timecard# will be in Remittance Advice (example: 400667TA3214390) 
On a different timecard#, the net of the following will be invoiced:  
· (OT hrs * OT rate)  - (OT hrs * ST rate)  [This will remove the OT hrs that were invoiced @ ST and invoice the OT hrs @ the OT rate]

Note: The same IQN invoice# & a 2xxxxxx # will be in Remittance Advice (example: 4006672552695) 

**Always save your TI Remittance Advice for your records.
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