
How toprocesspaymentsinFAMIS-Exemptscreens
Screens235-237areforpurchasesgreaterthan $5,000.00. Allowableobjectcodescanbefoundonscreen306. If thecode
youwanttouseisnotlisted,youmayhavetoenterthepurchaseonarequisition, screens250-256. Ifpurchaseis  $5000.00or

lessitwillneedtobeenteredonaLimiteddocument, screens240-242. 

IfentryisforatravelreimbursementseeEnteringEmployeeTravelReimbursementinFamis** 

Add'linformationFAMISFieldsInformationrequiredinfields
Contactpurchasing toE0ScreenDoc Type seconddigitiszeronottheletter
seeifpurchaseis235 O
exempt. RobbyBounds-  
979-458-7281

OrderDate Datethegoodsorserviceswereordered Ifcreatingdocafter
receivinginvoiceitwillbe
sameasorpriortoinvoice
date. 

Dept Defaultstocreatorsaccess Iftheaccounttobeused
hasadifferentdeptorsub
deptthancreatorsdefaultSubdept Defaultstocreatorsaccess
thenthismustbesetupvia
thePF11popup

Summaryofitemspurchasedortobe ThisfieldisonlyseenbyDocSummary
creators & signerspurchased.  
TofindVID,typeinvendorVendor AppropriateVendorIDandmailcodefor
nameandhitenter.Alistvendorandaddressoninvoice.  Verify
ofvendorswillpopup.  correctmailcodeisselectedforACH
UseF9toviewaddressto
ease selection. 

ReimburseID ( Onlyneededfordirectbilltravelorifalso
taxabletoanindividual. ALTVendor) knownas

Screen284tosearchbyUserRef Mustbe6digitaccountdashatleast4digit
infointhisfield. i.e. 244900-0001) 

FOB (freightterms) UseDAorSAtoallowanyfreightamountto
beadded.  Usea () forallchoices. 

Formonthy/contractedAllItemsReceived Shouldbemarked "", unlessusingscreensY
services,usescreen321- 321-326(seereceivingscreensfor
326tocapturemultipleinstructions) 
dates

Dategoodswerereceivedorservices NotneededifusingDateReceived
screen321-326completed. 

ShiptoAddressNbr Pickthethreedigitcodeforyour Contactpurchasing to
department.  Ifunsureofthecodeusea () setupnewdept
tosearchbydepartmentnameaddresscode. Robby

Bounds- 979-458-7281InvoicetoAddressNbrPickthethreedigitcodeforyour
department.  Ifunsureofthecodeusea ()   
tosearchbydepartmentname. 

PF9topullupNotes UsethistoenterDocnotes. Special Informationcanalsobe
instructionsforAPoranyadd'linfoshould addedtoscreen239. 
beaddedhere.  

PF5toadvancetoscreen236



Screen236

FAMISFieldsInformationrequiredinfieldsAdd'linformation
Ifaccountdept/sub-deptScreen Account Enter6digitdepartmentbankaccount
doesnotmatchheader.  236
Thecreatorwillneedto

SupportAccountEnterthe5digitdepartmentsupport add/correctdeptcode
accountforaccountentered. backonscreen235(F11) 

ObjectCodeEntercorrectobjectcodeforitem Tofind correctobject
purchased. codeseescreen806orWhenenteringanEdocacode

onlineexspenseobjectfromscreen306mustbeused. Youwillneedto
codesearchaddanote(239) withcorrectcodeandAPwill
http://apps.system.tamus.   change.  
edu/objcodes/ 

QtyEnterquantiy
1lotcanONLYbe

UOMEnterthe "UnitofMeasure" foritem usedifitems
beingentered. ( A"" willopenapopupwith combinedarebilled
choices. MostcomonlyusedisEA.) onthesameinvoice

UnitPriceAmountoftheinvoiceitembasedon receivedsameday
UOM

DescriptionDetaileddescriptionofitem(s)  
Repeatforeachlineitemontheinvoiceorcombineitemsontheinvoicebyitems
thatarecodedthesameobjectcode. Itemscanonlybecombinedifonthesame

Example-invoicehaschargesfordumpsterandrecyclefees,botharecodedinvoice) 
5030.Thiscanbe1lineiteminFAMIS.Sameinvoicehaswaterandsprinklerwater
coded5020,thiscanbeanotherlineiteminFAMIS.Descriptionwouldneedtoinclude
alltheitemsbeingcombinedonthatlineitem. 

PF5toadvancetoscreen237
ThefundshavenowbeenScreenCloseDocumentEnter "Y" toclosedocument, hitenter. A
encumberedanddocis237 popwillopen, typein "Y" onthelineand
readyforsignertohitenter. Youwillseeamessagethat approve. 

dochasclosedsuccessfullyandrouted
Ifdocwasonlyclosedandisreadytobeapproved. UseF7andhitenter. 

Ifdocwasrecalled/reopenedforchangesitmustbeclosedandroutedagain. 

DocMUSTbeapprovedbysignerbeforeitcanbeprocessed.*** 
Besureitemshavebeenaccepted(screen235or321-326) 

Proceedtoscreen341

MaintenancescreenforEdocs
ScreenDeleteorundeleteEnterlineitem# youwanttoremoveoraddbackin. Ex. 
238 lineitems. Thereare3lineitemsentered. Youwillnolongerbe

ordering/receivingline2.youwouldenteritem2thruitem2,hit
enter.Nowline2on236willshowDLandtotalamountofPO
haschanged. 

CompletePOEnteraandhitenter.ThiswilldisencumberthefundsforthisY" 
po



HowtoenterinvoiceinformationinFAMIS- screen341

FAMISFieldsInformationrequiredinfieldsAdd'linfo
Doc # willautofillifScreenDoc# Checkthatcorrectdoc # isshowing
comingdirectlyfrom341
screen237. FAMISrunsachecktoseeInvoice # Entertheinvoicenumberasitappears
ifinv# hasalreadybeenoninvoice. Removeanyspaces, but
entered. SeeDupInventerdashes. Ovrd

MessageshowsthatHitenterVendornumberandaltvendorpulls
invoicedoesnotfwdfromscreen235
exist, hitenteragain

InvoiceAmountEntertotalamountofthisinvoice. Ifapartialpaymenta
notemustbeadded
toINVnotes(F9)    

InvoiceDateThedate listedontheinvoice
DupInvOvrdNorallyblank, butifyoureceivethis

error,thenmarkfieldwitha "" Yduplicateinvoiceoverride) 

Gotoscreen160. VID & Inv # willautofill. LookatlisttogetDoc
ofsame inv#.  Checkthatpotoseeifit'ssame

invoice/purchase. Ifso,cancelthis341screen (F11) and
completepo(238) 

ReceivedDtInvoiceDateinvoiceswasreceivedin Ifinvwasdisputedusedate
problemwasresolved(newdepartment inv, creditmemo. Notes(F9
INVnotes) needtobe
addedtoexplain. 

EnclCdNormallyblank. Ifpaperworkneedsto Ifmarked addMUST
notestoInvnotes(F9)  besentwithcheckorneedcheck
withinstructionsback, markwitha "" . (?) willshowotherY

options
ThisprintsonthecheckCustARNbr Enterthecustomeracct # givenonthe
stubandmayhelpcustomeraccountnumber) invoice. Ifno # isgivenusedeptname. 
vendorpostpayment

IC MusthaveitinwritingEnter "" foremployee/studentR
fromthevendorthatreimbursementsoradvance
paymentisdueinpayments.(?) willshowotheroptions
advance.    IfotherRsnEnter "" -employeereimb., ""- ERAD
optionschosennotesstudentreimb. "" advancepayments.  AP
F9) mustbeaddedtowillshowotheroptions explain. 

Tocanceloruncancela341screenusetheF11key
Everyinvoicemusthavea341setupforit

Every341musthaveaseparatescanwithtemplatesenttoAP


