PROVINCIAL GUIDELINES


BCTS E-Invoice Process – Contract Invoices
Wording noted in PINK should be personalized at the TSO level
Wording noted in RED is optional – if your TSO does NOT follow this procedure, please disregard

Step One – Invoice Received:
Invoice received in office:

1. Paper Invoice, date stamp documents – go to Step Two.

2. Electronic Invoice (Company Invoice received in Word, Excel or .pdf file format, and if required with an attached BCTS FS1221 Contract Cost Summary (WORKBOOK), received via central TSO Invoice email account) – go to Step Three.

Step Two – Conversion to Electronic Format:

Convert paper invoice to electronic format by:

· Scanning date stamped invoices and any backup material provided and saving in .pdf file format – original paper documents are stored and will be retained as per local TSO process.  The paper document must be stamped/marked to indicate that the document has been scanned for electronic processing and is no longer the original.
Step Three – Recording Receipt of Invoice in Proper Format:

· Invoice detail is entered into the Contract Summary System (CSS).  (Only the date and invoice # & $$ are entered at this time). Create a new email and attach the invoice and any supporting documents.  If the invoice was received electronically, you can forward this invoice but be sure to amend the subject line.  This will capture the date and time the invoice was received.  The email Subject Line must include the Invoice #, the Contract Number and the name of the Supplier 
(e.g. – Bob the Builder Ltd – EN23TE#400 Invoice 1234) 
· Forward the email with all attachments to the QR for approval.  Be sure to delete the original email from the TSO Invoices inbox as this is no longer considered to be the original document.  Move the email that was sent to the QR from your personal “sent mail” to the shared TSO Invoices inbox.

**If no invoice number has been provided
The provincial format is:  invoice date space invoice amount i.e. 28FEB20 100.00.
Step Four – Review by Qualified Receiver (QR):
The QR reviews the invoice and attached supporting invoice e-documentation.

· If no changes are required, proceed to Step Five
· If minor changes/adjustments are required – where an electronic edit is possible:

· Makes changes to the Invoice documents after consulting with the contractor and proceed to Step Five
· If minor changes/adjustments are required – where an electronic edit is not possible:

· Print out the documents, make the required change(s) and scan the corrected document(s)
· Attaches the scanned document(s) to the email received from the Invoices Mailbox and proceed to Step Five.

· If major changes/adjustments are required:

· The QR may reject the invoice outright and return it to the supplier, requesting them to re-submit a corrected invoice.  Forwards the email back to the central TSO Invoices email account with a notation that the invoice has been rejected and returned to the supplier.  For information purposes, this notification will be filed in a sub-folder of the central TSO Invoices email account called “rejected invoices”.  Local TSO’s to determine retention of this file.
**  If changes are made to an invoice, the Supplier must be notified by the 
    Expense Authority or Designated Contract Coordinator.

Step Five – Receiving in i-Procurement & Coding the Invoice:

· The invoice is received in i-procurement by the Qualified Receiver following proper procedures.
· Record the i‑procurement receipt number on the code apron and complete any required re-distribution coding.

· The email is then forwarded to the TSO Invoices Mailbox for further processing.
· Even though review by the EA is not required for contract invoices as the expense has already been authorized when the Purchase Order was created, some offices have indicated that EA’s want to review invoices prior to being submitted to AP Offices for processing.  If this is the case in your Business Area, the email with the completed code apron is forwarded to the EA before being sent to the TSO Invoice Mailbox.

Step Six – Processing in CSS & Submitting Invoice to A/P

The BA/RC opens the approved invoice email and enters payment detail into the CSS and forwards the email, the company invoice and, if required, the code apron, and any supporting documentation (all attachments must be sent in .pdf format) to Accounts Payable.   Remember to check that UBI/URI numbers are entered into CAS.  No hard copies are required to be sent.
NEW: Ensure that the QR name and EA names are clearly indicated on the email submission.
Step Seven – Final Distribution of Documents:

· Files the e-invoice email sent to Accounts Payable in the local directory determined by your TSO.  The final email should be saved in .msg format.  All other emails and other electronic versions of the invoice, code apron and backup must now be deleted.
Rejections:

If there are errors, A/P to reject by forwarding the email back to the TSO Invoices Inbox with a reason for rejection and shall delete the original pending a re-send with corrections (indicate “corrected” on e-mail subject line when re-submitting to A/P).
Project #’s:
Inactive numbers will be processed as 7100000 with a note in CAS indicating the submitted project number was not available.
BCTS E-Invoice Process – Direct Invoices
Updated – January 2010
1. Direct invoice received in electronic format (Paper invoices to be scanned – retention as per local TSO process)
2. Create a Direct Invoices Code Apron or use a Table in the body of the email to capture coding information.  (see sample)
3. Forward to QR for goods and services received
4. QR reviews the invoice and either approves or rejects it
5. If approved, enters account coding on the table OR on the coding apron 
6. If rejected, invoice is sent back to the supplier – cc to TSO Invoices mailbox so they know that the invoice has been rejected
7. Approved invoices are forwarded to the TSO Invoices email account
· Optional – some TSO’s may elect to have the EA review and authorize payment prior to submission to Accounts Payable.  In this case, the QR would forward to the EA.  If the EA determines that the invoice is okay, they would forward to TSO Invoices – if not returns to QR for further investigation

8. TSO Invoices converts the code apron to .pdf file format and forwards invoice and supporting e-documentation to Accounts Payable – cc to EA if applicable.

9. Keep a copy of the email in .msg format in the local directory determined by your TSO and delete all other copies from the TSO Invoices mailbox
10. Accounts Payable processes invoice payment in CAS – the EA receives an electronic notice from CAS to approve the invoice before payment can be released.

**  If changes are made to an invoice, the Supplier/Contractor must be notified by
    the Expense Authority or Designated Contract Coordinator.

File Management

When working in an electronic environment, it is important to be aware that the most current copy of the invoice must be treated as the original.  All other copies created by the email system must be deleted in order to minimize file size and general confusion.
When scanning documents, be aware of file size and, where possible, scan to black and white with appropriate resolution (150 dpi) to retain clarity.
Sample of a Contract Code Apron:

The information contained in this contract code apron is required in order to process the invoice.   If the contractor submits an FS1221, this form will not be required.  You should complete as much of it as you can (Supplier Name, Contract Number, etc.) so that all that has to be completed by the Qualified Receiver is information in the shaded yellow cells.  Be sure to check the contract to see if a hold back applies.  This spreadsheet has a formula to deduct the holdback from the payment.  If no holdback applies, or if it is a 15% rather than a 10% holdback, the formula will have to be altered.  When the QR has completed all the information, be sure that you convert the file to a .pdf format before sending to Accounts Payable.
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HST#: PO #:  

Inv Date:  Inv #:  Date Inv. Rec'd: 

CLIENT RESP #

SERVICE 

LINE STOB PROJECT # $ AMOUNT Description

0AT 71TEC ??? 6001

0AT 71TEC ??? 6001 0 $0.00

128 71OCG 00000 1575 7100000 $0.00

0AT 71TEC ??? 6001 0 $0.00

0AT 71TEC 42406 3120 7100000 $0.00

0AT 71TEC 42406 3120 7100000 $0.00 PST on Holdback

128 71OCG 00000 1575 7100000 $0.00

$0.00

↓Amount + PST

0AT 71TEC

0AT 71TEC

0AT 71TEC

0AT 71TEC

0AT 71TEC

0AT 71TEC

0AT 71TEC

0AT 71TEC

0AT 71TEC

0AT 71TEC

  INVOICE TOTAL:

Contract Code Apron



 



PST 

(adjust if necessary)

Redistribution Coding

Please Enter Data in the Shaded Yellow Cells 

ONLY

 - Thank You!



Invoice Amount

GST 

(adjust if necessary)

Credit for redistribution

Holdback

GST on Holdback

CHEQUE AMOUNT



$0.00


***NEW – Make sure you are using stob 6002 for expenses payable if indicated in the schedule B
Direct Invoice Code Apron:

If you need to dispurse the transaction to several ubi’s or uri’s modify the Contract Code Apron by using the redistribution coding lines only.  Remove the top portion, insert into the invoice email and sent to TKA.inbox for processing. 
_____________________________________________________________________
Sample of an e-invoicing email with a table rather than a code apron:

Please review the attached invoice, and if OK, complete the fields in the table below.  If there is only one line of coding information, complete the fields; if there are more lines, please attach a manual coding apron and indicate this in the table.  FORWARD this email to TKA.Invoices@gov.bc.ca for further processing.

By forwarding this invoice for processing you are certifying that Goods andor Services were received in accordance with Section 4.3.2 of the Core Policy and Procedures Manual.

	Goods and /or Services Received:
	(Insert company name & invoice #)

	Amount:
	$

	Date Invoice Received:
	

	Date Goods Received:
	

	Qualified Receiver:
	

	Expense Authority:
	

	Expense Authority Employee #:
	

	Client:
	0AT

	Response Centre:
	

	Service Line:
	

	STOB:
	

	Project (UBI/URI):
	

	Manual Coding Apron Attached?:
	

	Comments:
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