
How toprocesspaymentsinFAMIS-Limitedscreens
Screens240-242canonlybeusedforpurchasesthatare $5,000.00orless. Ifpurchaseisover $5000.00itwillneedtobe
enteredonapurchaserequisition, screen250-256. Ifcontinuospurchasesfromthesamevendorinayearstimewillbeover
5,000.00, youwillneedtocontactpurchasing. 

Add'linformationFAMISFieldsInformationrequiredinfields
ContactpurchasingiftotalofScreenDoc Type "" seconddigitiszeronottheL0
orderisover $5,000.00. RobbyletterO240
Bounds- 979-458-7281
IfcreatingdocafterreceivingOrderDate Datethegoodsorserviceswere
invoiceitwillbesameasorordered
priortoinvoicedate. 

Dept Defaultstocreatorsaccess Iftheaccounttobeusedhasa
differentdeptorsubdeptthan
creatorsdefaultthenthismust

Subdept Defaultstocreatorsaccess besetupviathePF11popup

ThisfieldisonlyseenbyDocSummary Summaryofitemspurchasedortobe
creators & signerspurchased.  
TofindVID,typeinvendorVendor AppropriateVendorIDandmailcode
nameandhitenter.Alistofforvendorandaddressoninvoice.   
vendorswillpopup. UseF9toVerifycorrectmailcodeisselectedfor
viewaddressselection. ACH

ReimburseID Onlyneededfordirectbilltravelorifalsoknown
taxabletoanindividual. asALTVendor) 

Screen284tosearchby infoUserRef Mustbe6digitaccountdashatleast4
inthisfield. digit (i.e. 244900-0001) 

LDTCdLeaveBlank
FOB (freightterms) UseDAorSAtoallowanyfreightamounttobeadded.  Usea ()  

forallchoices. 
Formonthy/contractedAllItemsReceived Shouldbemarked "", unlessusingY
services,usescreen321-326toscreens321-326(seereceivingscreens
capturemultipledatesforinstructions) 

DateReceivedDategoodswerereceivedor Notneededifusingscreen
321-326servicescompleted. 

ShiptoAddressNbr Pickthethreedigitcodeforyour Contactpurchasing toset
department.  Ifunsureofthecodeuse upnewdeptaddress
a () tosearchbydepartmentnamecode. RobbyBounds- 979- InvoicetoAddressNbr 458-7281

PF9topullupNotes UsethistoenterDocnotes. Special Informationcanalsobe
instructionsforAPoranyadd'linfo addedtoscreen244. 
shouldbeaddedhere.  

PF5toadvancetoscreen241



Screen241
FAMISFieldsInformationrequiredinfieldsAdd'linformation

Ifaccountdept/sub-deptScreen Account Enter6digitdepartmentbank
doesnotmatchheader. The241 account
creatorwillneedto

SupportAccountEnterthe5digitdepartment add/correctdeptcodeback
supportaccountforaccount onscreen240(F11) 
entered. Tofind correctobjectcodeObjectCodeEntercorrectobjectcodeforitem

seescreen806oronlinepurchased.                                   
expenseobjectcodesearchContactErinKrauterforasset http://apps.system.tamus.   

information. 979-458-7263. edu/objcodes/ 

QtyEnterquantiy 1lotcanONLYbeusedifUOMEnterthe "UnitofMeasure" foritem itemscombinedare
beingentered. ( A"" willopenapopup billedonthesame
withchoices. MostcomonlyusedisEA.) invoice & receivedsame

UnitPriceAmountoftheinvoiceitembased day
onUOM

DescriptionDetaileddescriptionofitem(s)  
purchased.         

Repeatforeachlineitemontheinvoiceorcombineitemsontheinvoicebyitemsthatarecodedthe
sameobjectcode. Example- invoicehaspens,  Itemscanonlybecombinedifonthesameinvoice)  
paperandstaples-allcoded4010. Thiscanbe1lineiteminFAMIS. Sameinvoicehasbindersand
stapler-coded4085, thiscanbeanotherlineiteminFAMIS. Descriptionwouldneedtoincludeallthe
itemsbeingcombinedonthatlineitem. 

PF5toadvancetoscreen242

ScreenCloseDocument Enter "Y" toclosedocument, hitenter. Thefundshavenowbeen
Apopwillopen, typein "Y" ontheline encumberedanddocis242
andhitenter. Youwillseeamessage readyforsignerto
thatdochasclosedsuccessfullyand approve. 
routedIfdocwasonlyclosedandisreadytobeapproved. UseF7andhitenter. 

Ifdocwasrecalled/reopenedforchangesitmustbeclosedandroutedagain. 

DocMUSTbeapprovedbysignerbeforeitcanbeprocessed.*** 
Besureitemshavebeenaccepted(screen240or321-326) 

Proceedtoscreen341
MaintenancescreenforLdocs
ScreenDeleteorundeleteline Enterlineitem # youwanttoremoveoraddbackin. Ex.     There

are3lineitemsentered. Youwillnolongerbeordering/receiving243 items.  
line2. youwouldenteritem2thruitem2, hitenter. Nowline2on
241willshowDLandtotalamountofPOhaschanged. 

CompletePO Entera andhitenter. ThiswilldisencumberthefundsforthispoY" 



HowtoenterinvoiceinformationinFAMIS- screen341
FAMISFieldsInformationrequiredinfieldsAdd'linfo
ScreenDoc# Checkthatcorrectdoc # isshowingDoc # willautofillifcoming

directlyfromscreen237. 341
Invoice # Entertheinvoicenumberasit FAMISrunsachecktoseeif

inv# hasalreadybeenappearsoninvoice. Removeany
entered. SeeDupInvOvrdspaces, butenterdashes. 

HitenterVendornumberandaltvendor Messageshowsthat
pullsfromscreen240invoicedoesnotexist, hit

enteragain
InvoiceAmountEntertotalamountofthisinvoice. Ifapartialpaymentanote

mustbeaddedtoINV
notes(F9)    

InvoiceDateThedate listedontheinvoice
DupInvOvrdNorallyblank, butifyoureceivethis
duplicateinvoiceoverride) error,thenmarkfieldwitha "" Y

Gotoscreen160. VID & Inv # willautofill. LookatlisttogetDoc #   
ofsame inv#.  Checkthatpotoseeifit'ssameinvoice/purchase. If
so,cancelthis341screen (F11) andcompletepo(238) 

IfinvwasdisputedusedateReceivedDtInvoiceDateinvoiceswasreceivedin
problemwasresolved(newdepartment
inv, creditmemo. Notes(F9
INVnotes) needtobeaddedEnclCd Normallyblank. Ifpaperworkneedsto Ifmarked addnotesMUST

besentwithcheckorneedcheck toInvnotes(F9) with
back, markwitha "" . (?) willshow instructionsY
otheroptions

CustARNbr Enterthecustomeracct # givenon Thisprintsonthecheckstub
andmayhelpvendorpostcustomeraccountnumber) theinvoice. Ifno # isgivenusedept
paymentname. 

ICEnter "" foremployee/student MusthaveitinwritingfromR
thevendorthatpaymentisreimbursementsoradvance
dueinadvance.    Ifotherpayments.(?) willshowotheroptions
optionschosennotes (F9)  RsnEnter ""-employeereimb., ""- ERAD
mustbeaddedtoexplain. studentreimb. "" advanceAP

payments.(?) willshowotheroptions

Tocanceloruncancela341screenusetheF11key
Everyinvoicemusthavea341setupforit

Every341musthaveaseparatescanwithtemplatesenttoAP


