
Accounts Payable Invoice Entry 

in

O.S.A.S

from

 

South Coast ESD          
Coos Bay, Oregon



To enter A/P 
invoices in 
OSAS, begin 
by selecting 
Master Menu 
Option #2-

Accounts 
Payable

From the A/P 
Menu 

(FN6500), 
take Option 
#13-

 

Enter/ 
Update 

Invoices.



If the invoice file is empty, this initial screen will 
be blank….

These Function keys are used to navigate and maximize efficiency

 
of invoice entry.



When entering an invoice in OSAS, it is important to work with the 
most specific information you have. 

If a P.O. was issued, but you’re not sure of the P.O. number, use the

 

F6 
key and select a vendor to see a list of all open P.O.s for that vendor.   

Was a P.O. issued for this invoice?  If you have the P.O. number

 

-

 

that is 
the most specific

 

information available.  Using the F6 key

 

and entering 
the P.O. number will allow you to automatically

 

import the $ and 
distribution already stored in the system for that P.O. to the invoice file.  

If a P.O. wasn’t issued, use the F10 key to add the invoice 
information to the file.  Let’s add one now. ……..



If you’re entering invoices for which there was no purchase 
order issued, use the F10 key

 

to access the invoice entry 
screen.  



This is the invoice entry screen.  If you are adding a new invoice, it will be indicated here.  If 
you are editing an existing invoice, the mode will display as “UPDATE”.   

If you don’t know the vendor number, 
press the F12 key to search for the 
vendor by name.  



Key the first few letters of the Vendor name

Then enter 
an “X” to 
select your 
vendor from 
the list and 
press enter.



The invoice entry 
screen is returned 
with the Vendor 
name and number.  

Now let’s look at the fields available….

P.O. Number:  Not a required field.  If this invoice were linked to a system 
generated P.O., the distribution and vendor information would populate this screen 
automatically.  A manual P.O. number can be entered here, if desired.  



Budget Account: A valid budget account number is required.  

Invoice Amount: Key the invoice amount and use the field exit key to right justify 
the figure.  What’s the field exit key?  Click here to find out.  

Invoice Date: A required field.

Invoice Number: Not required.  

Payment Period: This field, while not required, can be used to group invoices 
according to when they will be paid.  The payment period defaults to 00, but can 
be changed to any number between 01 and 99.  

http://www.scesd.k12.or.us/files/osas/OSAS HELP/Field Exit Link.pdf


When a batch of invoices is posted, the batch is added to the Accounts Payable 
Voucher file.  The Voucher file can hold multiple batches to await payment.  The 

Payment Period is used to select which invoices to include in a check run.

For example, if you do a check run every Friday, another on the 15th of each 
month, and one on the 30th of the month, you could use payment periods to 
manage this.  

Check Run                                         Payment Period

Every Friday                                              00

15th of the Month 10

30th of the Month                                        20 



In the example given, if you were doing a Friday check run, you’d ask for 
payment period 00 and the only invoice paid would be to Bay Area

 

Copier.  The 
other invoices will hold in the voucher file until they’re selected for payment.

It’s the Friday check 
run, so we’re only 
asking for Payment 
Period 00.  



P.O. Payoff (N/  ):  If this flag is left blank, the P.O. (if one is specified) will be closed 
when this invoice is posted.  If a “N” is entered here, the purchase order will remain open 
in anticipation of more billing against it.  

Hand Check (Y/  ): Enter a “Y” in this field if the invoice being entered was paid with a 
manual check.  This will post the invoice and payment information in the system without 
generating a check.  Used in conjunction with the Check Number and Check Date fields.

Ck Number: Enter the check number of the manual check.

Ck Date:  Enter the date (MMDDYY) of the manual check.  e.g. 061510



Special G/L Code: This refers to the G/L interface codes defined in the Accounts 
Payable Variables File.   The default is “N” or normal.  For more information, click here. 

Energy Code: This field is not currently in use.   

Units: This field is not currently in use.

Miles: This is not a required field, but for mileage reimbursement payment, it can be 
used to enter the number of miles being reimbursed. Query reports can extract this 
information to give total miles reimbursed by employee.  

http://www.scesd.k12.or.us/files/osas/OSAS HELP/AP to GL Interface Codes.pdf


Once the invoice fields have been added for a new invoice, press the enter key 
to add the invoice to the existing batch.  



Here’s the invoice we just added.  The Invoice Scan Screen display is 
now automatically limited to the vendor for the invoice just added.     
Let’s take a look at the options available from this screen

This is the Invoice Scan Screen.  



Each of these letter codes will enable a different view of the invoices in the 
current batch.  

To edit an existing invoice record, place an “X” in the far left column and press 
enter.  



This will present the invoice in 
“update” mode.  From here, the 
record can be changed or deleted.   



Want to see all records related to a particular Purchase Order? Find an entry with that 
P.O. number and place a “P” in the far left column.  

The resulting screen display will be limited to invoice records 
containing that P.O. number.  The dollar totals at the bottom of 
the screen will also reflect that limited view.  



In this example, we are limiting the view to records containing a particular Invoice 
Number.  P.O. 400872 has more than one invoice number, but we want to see only 
records for invoice 342-21294.   To accomplish this, place an “I” next to any transaction 
on the screen containing that invoice number, and press enter.  



The results of this are that only transactions containing 
Invoice 342-21294 are displayed.  A dollar total of these 
filtered transactions is shown at the bottom.  

OK.  So I have this limited 
view.  What happens if I want 

to switch gears and look at 
everything in the file?  

Use this F11 key.  



The F11 key will show an unfiltered view of all transactions in the file, as well as a $ total for 
the batch.  If there is more than one screen of transactions, use the page up/down keys to 
scroll through the records.   At this point, you can hit the F11 key again to see the last filtered 
view you requested.



We established earlier that when entering an invoices in OSAS, it is 
important to work with the most specific information you have. 

If a P.O. was issued for this invoice, and you know the P.O. number -

 

that 
is the most specific

 

information available.  Using the F6 key

 

and entering 
the P.O. number will save you a lot of time by automatically filling an 
invoice with the Vendor information, budget account distribution

 

and $ 
amounts that are already stored in the system for that P.O.   



If a P.O. was issued, 
but you’re not sure of 
the P.O. number, you 
can key the vendor 

number or the vendor 
name and press enter 
to see a list of all open 
P.O.s for that vendor.   

If you know the P.O. 
Number, key it here



In this example, we don’t 
know the P.O. number, so 
we’ll enter the name of the 
Vendor (or the first few 
letters) and press enter.

Here’s the 
vendor  - 
Now press 
enter.  



Vendor “Tom’s Lock & Key” has 3 open purchase orders that total 
$743.00.  Notice that P.O. 110295 has multiple lines of distribution.  To 
see only the records and $ total for P.O. 110295, we could use the filter 
at the top of the screen.   



Now the view is limited to entries for this P.O. and the $ total of those 
entries.  To view all open P.O.s for this vendor again, simply clear the 
filter at the top of the screen.  



Once we’ve identified the P.O.# from the list that we need for the 
invoice, enter that P.O. number in the “PO# for Add” field and press 
enter.



Each line of distribution for that P.O. will be displayed and selected 
for automatic addition to the invoice file.  Enter the Invoice #, date, 
description, etc. at the top of the screen and these fields will

 

be 
applied to each line of distribution for this invoice.  

What if my invoice only 
covers part of this 

P.O.? 



If the invoice being entered only covers part of the total for the P.O., simply 
remove the line(s) that aren’t included in your invoice and press enter.  The 
total at the bottom of the screen will change to reflect the revised amount.  



What if the amount of 
the invoice doesn’t 

match the amount of 
the P.O. ?  Use the F9 key to adjust 

the invoice total!!



The F9 key will present this window.  If we key an invoice total that is different 
from the total of the selected P.O. lines and press enter, the difference between 
the adjusted amount and the amount of the selected lines will be spread 
proportionally across the selected lines, if multiple lines exist.  



The difference of $4.00 will be distributed 
between these 3 accounts based on their 
percentage of the invoice total.  

If the invoice date, number, distribution, total, etc. are all correct, press the 
F8 key to add this invoice to the open batch.  



That will bring us back to the Open Invoice Display screen.  The view / $ 
total is limited to the Vendor for which the invoice was just added.  

To recap ~  From any record on this screen you can 
change the information displayed.

X - will present the invoice detail for edit or deletion. 

I - will present all invoices containing that Invoice #

P - will present all invoices containing that P.O. #

V - will present all invoices for that Vendor

C - will copy an invoice for the purpose of creating a    
new invoice with similar information.  



We’ve selected this invoice to copy by placing a “C” in the far left column 
and pressing enter.  



Only the invoice amount and 
account distribution fields are 
not copied from the original. Any  
field populated when the copy 
was made can be edited for the 
new invoice.   

The copy feature can save you time when you have multiple lines of distribution 
for an invoice, but don’t have a P.O. to add the other fields automatically.  



When you’ve finished entering invoices, you can print an edit listing to check 
your work.  



This listing will print every field associated with an invoice by 
default, except the Invoice Description field.  This field adds a 
second line to the edit listing for each record, but can be printed 
if desired.  



The only difference in the edit is that the invoice description (if one was 
entered) is printed on a line just below the invoice detail.  



To post the invoice batch, use option 15 and supply a posting date. 



When an invoice batch is posted:

• Effective the posting date used, any Purchase Orders involved in the batch are 
closed (unless you answered “N” to the Pay Off P.O. question on the invoice 
entry screen).  

• Effective the posting date used ,all funds encumbered using Purchase Orders 
in the batch will be relieved (unless you answered “N” to the Pay Off P.O. 
question on the invoice entry screen – In this case, only the amounts included in 
the invoice will be relieved and the balance of the P.O. will remain open and 
encumbered).

• Effective the posting date used, the budget expenditure accounts will show the 
increase for this batch.

• Effective the posting date used, the G/L Expenditure Control Accounts for 
Expenditure (60200) and Accounts Payable (42100) will increase. **

** This is the default effect at posting.  If a different effect is required, the use of 
Special A/P to G/L interface codes may be used to control the effect of an invoice 
on the General Ledger.   Click here to learn more.  

http://www.scesd.k12.or.us/files/osas/OSAS HELP/AP to GL Interface Codes.pdf


Call OSAS support if you 
still have questions!

1-888-997-6727
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