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“PO only” and “A/P only” Vendor Account Numbers 

Companies will have 2 vendor numbers because the address where the purchase order will be 

sent is different than the Accounts Receivable Department where payment is sent . There are 2 

options depending on whether or not you are aware of the different payment address at the 

time the PO is created. 

Example: Dell Corporation, PO Vendor  # - 106083,  AP Vendor # - 100333 
 

Option 1: If you know  the Paym ent w ill be sent to a different address  

Option 2: If you did not know  the Payment will be sent to a different address  

 Please also see the FIS website for further details.  

Good to Know 

Broaden your understanding of current processes. 

Create Purchase Order Screen [ME21N]: 

1. Go to the Partners tab in the Header section 

2. Enter PI in the Funct field and the A/P Only vendor # in the Number field  

3. Notes: it is not too late to add the A/P Only vendor # in the Partners tax after the P.O. has 

been created using the Change P.O. transaction (ME22N), as long as you have not processed 

the invoice receipt yet.  

You can re-direct t0 the A/P Only vendor when processing Invoice Receipt   

Enter Incoming Invoice Screen [MIRO]: 

1. Go to the Details tab in the Header section 

2. Enter the A/P Only vendor # in the Inv. Party  field  

http://finance.utoronto.ca/wp-content/uploads/2015/11/Purchase-Order-Create-Converted.pdf


 

 

 

Changes to Revenue Tax Codes  

The University has revoked the special quick method (SQM) election for HST effective 

Sept 1, 2017. This will mean that the University will no longer keep any of the HST it 

charges on sales. All HST revenue tax codes have been updated to reflect this change. 

No changes in processes are required by departments. Please continue to use the reve-

nue tax code that reflects the type of sales activity.  

Please also see the FIS website for further details.  

Good to Know...continued 

Broaden your understanding of current processes. 

http://finance.utoronto.ca/wp-content/uploads/2015/09/hstcodes1.pdf


 

 

 

     Updating Lease Purchase Orders for New Fiscal Year 

At the start of a new fiscal year, year, Procurement Services need to update the net 

price for existing lease orders to ensure reserves are accurately reflected. 

Please also see the FIS website for further details.  

Good to Know...continued 

Broaden your understanding of current processes. 

To Update your Lease PO:  

Contact Procurement Services through email: purchasing.help@utoronto.ca 

In your email, include the following:  

1. Your Lease PO number  

3. The line item  number(s) to be updated  

4. The payment amount to be updated  

To Find Out Which Leases have Outstanding Invoices:  

1. Run the List Displays by PO Number Report [ME2N] 

2. Filter for the 47-series docum ent num bers (for  lease orders)  

3. Enter your Purchasing Group 

4. Select RECHNUNG from the dropdown menu in the Selection Parameters field to limit the 

search to leases with outstanding invoice receipts  

5. Execute the Report.  

http://finance.utoronto.ca/wp-content/uploads/2015/10/Logistics-Part-1-PR-PO.pdf


 

 

 

Expense Reimbursement Dual Currency  

To reimburse individuals who have personally paid for authorized expenses related to University busi-
ness. This reference guide details the process where the payment is issued in a currency other than Cana-
dian dollars and the expenses are entered in both Canadian dollars and one other foreign currency (i.e. 
cheque issued in $USD and expenses entered in both $CAD and $USD).  

Transaction Code: FB60  

Path: Accounting > Financial Accounting > Accounts Payable > Docum ent Entry > 
Invoice  

Good to Know...continued 

Broaden your understanding of current processes. 

Please also see the FIS website for more detailed instructions.  

Step #1: Basic Data Tab 

1. Enter the vendor number. (For OTA 

vendors, use 990004). 

2. Enter the invoice date. 

3. Enter the Reference text.  

4. Change the document type to (KE) 

Expense Reimbursement.  

5. Leave the amount field blank! This 

will be entered at a later step.  

6. Enter the currency that the cheque 

should be issued in. In order to pro-

cess using the dual currency proce-

dure, the currency must be other 

than CAD.  

7. Enter a description related to the 

payment being made.  

Step #2: Details Tab 

1. Enter the allocation in the Assign-

ment field.  

2. Enter text relevant to the payment in 

the Header Text field (ie. Doc # and 

Name) 

Local Currency Tab 

 Showcases the exchange rate be-

tween the currency entered that the 

cheque will be issued in against the 

CAD.  

 Amount: Indicates amount entered 

on basic data tab. Populates at end.  

 Amt. In loc.cur: Indicates the 

amount in local currency (CAD). 

Populates at end.  

http://finance.utoronto.ca/wp-content/uploads/2015/11/Expense-Reimbursement-Dual-Currency-Create-Converted.pdf


 

 

 

Expense Reimbursement Dual Currency Cont’d 
 

After completing the required entries on all tabs, select the following menu path:  
Environment > Complex posting  

 

Good to Know...continued 

Broaden your understanding of current processes. 

Please also see the FIS website for more detailed instructions.  

Step #4: Display Overview 

1. In the “Other line item” section, for 

Debit  entries, enter “40” in the 

PstKy field.  

2. Enter the G/L account number iden-

tifying the type of expense.  

3. Click Enter.  

Step #5: Add G/L Account Item 

1. Amount: Use this field to enter the 

expense amount (including taxes) 

incurred in the document currency 

(ie. EUR) 

2. Amount in LC: Use this field when 

entering the expense amount in-

curred in the local currency, CAD 

3. Enter the appropriate tax code.  

4. Enter the Cost Center or Internal 

Order.  

5. Enter the Funds Center and any as-

sociated Funds.  

6. Enter a description of the expense in 

the Text field.  

Step #6:  

1. Repeat Step #5 and #6 until all ex-

penses have been entered.  Use the 

“Next line item” in place of “Other 

line item” in Step #5.  

Step #7: Display Document 

1. Once all expense line items have 

been entered, click on the “Display 

Document Overview” icon  

2. To balance the Debit and Cred-

it, double click on the Vendor line 

item.  

3. If the amounts balance, post the doc-

ument. 

http://finance.utoronto.ca/wp-content/uploads/2015/11/Expense-Reimbursement-Dual-Currency-Create-Converted.pdf


 

 

 

Excel Feature: Transpose Tables  

This feature allows one to convert a row to a column, without altering or having to re-
enter any information.  

 

Tips and Tricks 

Increase efficiency with the latest tips, shortcuts, and tools in various programs.  

See these detailed instructions for further information  

Step #1 

Select the table/cells containing the headings 

and data you want to transpose. 

Step #3 

Click a blank cell where you want to copy the 

transposed data. The cell you select becomes 

the top, left corner of what you’re copying.  

Step #4 

Click the down arrow key under the “Paste” 

button, and then click the “Transpose” button 

on the dropdown menu.  

Step #2 

Click the “Copy” button or press Ctrl + C to 

copy the selected cells.  

Step #5 

Your data has now been transposed, where 

your rows become columns and your columns 

https://www.howtogeek.com/howto/12366/convert-a-row-to-a-column-in-excel-the-easy-way/


 

 

 

 

Planned Payment Schedule for 2017 Holiday Break 

 

 

 

 

Stay Fresh  

Stay on top of the latest U of T Policies and Procedures.  

SUGGESTIONS 

If you have any suggestions on the topic you want to know about and/or if you want to share 

something you know with your colleagues, please email Rushain Abbasi at 

rushain.abbasi@utoronto.ca. 

Deadlines Payment Type 

Tuesday  — December 5, 2017 Wire Payment (Honorarium — T4A-NR  Payments) 

 Form deadline to Accounts Payable  

 These wire payments will be processed by Friday 

December 8, 2017 

Friday  — December 8, 2017 Ancillary Fees  

- Due to OISE Finance  

Thursday — December 14, 2017 Wire Payment (Regular) Forms  

- Submission Deadline of Forms to Accounts Payable 

department but be done by noon, at the latest 

Friday — December 15, 2017 Final Cheque Run : 

 Foreign Draft payments 

 A/P Vendor payment Cheques 

 Expense Reimbursement Cheques 

 Accountable Advance Cheques, 

 Petty Cash/Imprest Reimbursements 

Tuesday  — December 19, 2017 Expense Reimbursement Direct Deposit  (ERDD) 

- ERDD claims must be posted in FIS by the end of 

day on Monday December 18th, 2017 

See this memorandum for detailed information.  

mailto:rushain.abbasi@utoronto.ca
http://finance.utoronto.ca/wp-content/uploads/2016/11/Memo-to-Business-Officers-Dec-2017-Holiday-Payments-Schedule.pdf

