Interdepartmental Charges and Credits
(IDCC)

The Interdepartmental Charges and Credits (IDCC) form can be filled out two different ways:

. AsaRequisition Order or
. AsaSupplying Department Invoice

Below you will find the IDCC on-line documentation in the following sections:
Section 1 — Introduction

. Overview
. Structure of the Form
- How to Pull up aBlank Form

Section 2 — Use of the IDCC Form: Requisition Order

. Purpose of the IDCC — Screen 1 of 6

. Delivery Address and Destination — Screen 2 of 6
« Details Screen — Screen 3 of 6

. Accounts Charged — Screen 4 of 6

. Accounts Credited — Screen 5 of 6

. Supply Department Only

. Notepad — Screen 6 of 6

Section 3— Use of the IDCC Form: Supplying Department Invoice

. Purpose of the IDCC — Screen 1 of 6

. Delivery Address and Destination — Screen 2 of 6
. Details Screen — Screen 3 of 6

. Accounts Charged — Screen 4 of 6



. Accounts Credited — Screen 5 of 6
. Supply Department Only
 Notepad — Screen 6 of 6

Other Information

Use of Browse Interdepartmental Charges and Credits (BIDC)

Section 1 — Introduction to the IDCC Form

Overview

The IDCC (Interdepartmental Charges and Credits) form is used:

. Totransact business between two University departments for which no other specific form exists AND the transaction does NOT involve a supplier
authorized to offer direct billing under University Procedure CR2069,

. For the sharing or distribution of expenses or income previously charged or credited.

. For certain other situations where the incurring of income or expense is necessary.
The IDCC may NOT be used (the Request for Journal Voucher should be used):

. |If the goal isto correct a previous mis-entry,

. If the goal involves a central office attempting to distribute centrally-induced charges/credits (such as a credit card discount fee or Corporate Controller
year-end closings),

. #If the goal isthe sharing or distribution of expenses or income AND prior Policy FN18 approvals to do so have been obtained AND the sharing or
distribution involves ONLY ONE budget executive's area.

The IDCC may NOT be used if the transaction involves salaries or wages; a Payroll Transfer Form (PY TR) must be used.

It isstrongly recommended that you visit the | nter departmental Transaction Decision Tool to make surethat thisform isvalid for the use that you
intend.



http://guru.psu.edu/proc/CR2069.pdf
http://www.guru.psu.edu/policies/FN18.html
http://guru.psu.edu/tools/INTRAN1.html

The IDCC form does not accommodate automated back order handling. Back ordered items should be processed on a separate, new |DCC once the in-stock
items are received.

A Requisition Order is created by someone in the department receiving the goods or services and which has an estimated cost is specified on the form. The
form then routes to the indicated supplier for fulfillment of the order.

A Supplying Department Invoiceis created by someone in the department that supplied the goods or services. It details the items supplied and their actual
costs, and may result from a (paper) blanket/standing order, from a back order of items requested on a previous IDCC or from averbal request for goods (if
such requests are permitted by both the supplying and receiving departments). Once created, the invoice is routed through the approval path of the receiving
department for entry and approval of the charges to their budget(s).

After processing and approval by both departments involved, the requisition or invoice will await update by a batch job that will run every evening to update
the Central Accounting System. If the receiving or supplying department indicated that priced copies should be sent to some users, then those users will
receive EASY COPies of the form when they browse awaiting forms using BAFM or PAFM.

The IDCC forms consists of six pages:

. The Purpose of IDCC screen,

. Deliver Address and Destination screen,
. Details screen,

. Accounts Charged screen,

. Accounts Credited screen and the

. Notepad.

Structure of the Form

. ThePurpose of IDCC is completed by the forms creator. Requisition order and supplying department invoice are the only purposes that can currently
be selected.

. The Delivery Address and Destination are completed by the form's creator. Thisiswhere the delivery address for the goods is entered and the
destination of where the form isto be sent. Delivery phone number and building/location are not required on an invoice.

. TheDetail is completed by the form's creator. Thisis where a detailed description of the item or service is entered.

. The Accounts Charged is completed by the Receiving Department. Thisis the budget(s) that will be charged for the goods or services requested.



. The Accounts Credited is completed by the Supplying Department. Thisis the budget(s) that will be credited for the goods or services requested.

. The Notepad can be completed by either the Receiving or Supplying Department.

Section 2 — Use of the IDCC Form: Requisition Order

How to Pull Up a Blank Form

11A18,/95 INTEGRATED BUSIHESS IHMFORHATION SYSTER M4FL
18:32:681.5 ERSY MLP=

Anyg of the functiohs included in this system can be invaoked by
entering the corresponding function code on the command |ine next

to 'MEXT FUMCTION:'. The following functiohs are quailable:
FUMCT 10H DESCRIPT IO FUMCT 10H OESCRIFPTIOM
GREQ General Requisition Form 10CC Interdept. Charge/Credit

FLURLC Purchaze Order

ACTF Acctg P.O. Approval fReject
FOTU F.0. Fiscal Year Table Upd
ROUT F.0O. Routing

FORFP Feprint Processed Order
FOST P.O. Status

mexT FuncTion: 1ncc il PREV HEWU: 1111
Enker—FF 1---PF2--—PF 3-—-FF 4—--PF S--—PFf-—-PF 7—-—PF8---PF9-—-FF 18-—FF 1 1--FF 12---
HELF MEMU CHMPS END . : : : : KEWS PRNT

. Select CCOM from the Net-Pass Activity Table to go into the production environment.
. Select IBIS Admin Menus at the CCOM Com-Pass screen.
1. Atthe Next Function line, type IDCC.

PressENTER. A blank IDCC form will appear.

> Note:



. Tolocate the form within the IBIS menus, follow the steps below:

1. Atthe M1M1 (IBIS Main Menu) menu, enter M 2AS (EASY Electronic Approval System) at the Next Function line and press
Enter.

2. At the M 2AS menu, enter M3FM (EASY forms) at the Next Function line and press Enter.
3. Atthe M3FM menu, enter M4PU (Purchase) at the Next Function line and press Enter.

4. At the M4PU menu, enter IDCC (Interdepartmental Charges and Credits) at the Next Function lineto pull up the blank IDCC
form.

Purpose of IDCC Screen — Page 1 of 6

FLEASE EWNTER FORH ACTION OR HIT "FF16° FOR "FAWS" OR "AUY ACCTE®
Interdepar-tmental Charges and Credits FAGE 1 OF &

FORM ACTIOM: Io OOCUMEMT MUMEER : UMIT: COMF IDEMTIAL: H

Mext Approwver: Status:

MOTE: The I0CC is wnot a walid means to purchase goods from General Stores
invwentory, the Office of Phusical Plant inventory, the Microcomputer
Order Center CMOC), or the FPenn S5tate Bookstore System. The GREOQ,
FURC, or Limited Order should be used.

FPURFOSE OF I1D0CC
= REquisition Order
S tused to initiate the purchaze of materials ar services; also
may be used by an area receiving materials or services to initiate
pagment to the Supplying Department after receiving paper supportl

— Supplying Department inwvoice
tuszed by the supplying department to initiate the |DCCH

LA receiving report can be printed by entering '"PRT' in Form Action.
See Help CF1) for more information.?

1. At Form Action, enter ADD.

2. At Purpose of IDCC, select one of the two actions by placing an X beside the choice.



o Requisition Order isused to initiate the purchase of materials or services.

o Supplying Department Invoice is used to invoice the requisitioning department for back orders, standing, blanket and phone orders.

Further details on the two available options are listed below:
A Requisition Order is created by someone in the department receiving the goods or services. It will route asfollows:
. First, through the path of the department being charged (which will receive the goods),
. Second, it will route automatically to the specified supplier for entry of the actual cost,
. Third, it goesinto the Central Accounting System in a batch run that night.
A Supplying Department Invoice is created by someone in the department that supplied the goods or services. It will route as follows:

. First, through the path of the department being charged (which received the goods),

. Second, it goes to the Central Accounting System in a batch run that night.
Internal Billings:
For internal billings within a department, the Supplying Department Invoice may be more convenient because the form will NOT have to return to the
"Supplier” for entry of actual (not estimated) amounts. Instead, it routes directly to Central Accounting at the completion of the Phase 2 approval path.
Warning to Suppliers:
Please note that the Supplying Department Invoice may result from either a (paper) blanket/standing order, a back order or from averbal request for goods.
According to University policy, until FN18 APPROVALS ARE SECURED, the SUPPLYING department isat risk of not getting paid.
Press PF8 to continue.

If you are completing a Requisition Order, follow the instructions immediately below.

If you are completing a Supplying Department | nvoice, proceed to that section by clicking on this link which will forward you to Delivery Address and
Destination Screen 2 of 6 in Section 3.




Delivery Address and Destination Screen —Page 2 of 6

Interdepar-tmental Charges And Credit=s FAGE 2 OF &
FORM ACTIOM: AOO  DOCUMENT MHUMBER: UMHIT: COMFIDEMTIAL: H
Mext Apprower: Status:

DEL |VER MATER|ALS /SERV ICES TO
Mome: JOE SFH_— Fhone: # - 863 - 1234

Room: 21} Bldg/Location: SHIELDS BUILOINGE) — compus: URED

Oept. Requesting Goods or Serwices: ORS

I0OCC SUPFLIER
Select type of supplier then press Pf1 for help

Department
Individual USERID xX4x4

After Phase 2 approvals of estimated charges, this form will route
automatical ly to the supplier indicated abowe for processing of actual
amounits and credits.

1. At Name, enter the name of the individual that is receiving the goods or services.
2. At Phone, enter the telephone number of the individual that is receiving the goods or services.
3. At Room, enter the room number where the goods or services are to be delivered.

4. At Bldg/L ocation, enter the building or location where the goods or services are to be delivered.

At Campus, enter the campus location where the goods or services are to be delivered.

> Note:
o Thisfield defaultsto UP (University Park) but should be changed if the goods or services are to be delivered to a non-University Park location.

6. At Dept Name, enter the name of the department that is receiving the goods or services.

7. At1DCC SUPPLIER, enter either the supplying department ID or the individual userID of the supplier. Press PF1 on either field for alist of supplying
department IDs or individual userIDs.



> Note:
o If the appropriate Supplier Desk 1D islisted, it should be used instead of sending the form to an individual user.

o Departments that will be receiving many IDCC forms and may have several people authorized to process these forms will be assigned a
Supplying Department ID. Thiswill be similar to the EASY Central Desk ID. If your department needs a Supplying Department 1D set up to
receive IDCCs, ask your ASR to submit the Request IDCC Supplier Desk web form.

The Request IDCC Supplier Desk web form can aso be used to add or delete users from a supplier desk.

Press PF8 to continue.

Details Screen — Page 3 of 6

Interdepartmental Charges And Credits FAGE 2 OF &
FORM ACTIOM: AOD  DOCUMEMT HUMBER: 41T COMFIDEMTIAL: H
Mext Approver: Status:
OETAILS
Line 0Oty Unit |tem # scription Unit Price Totgl Price
Q 90— € reFrINTS FoR |DCC DOCUMENTAT 10N— )@, 08 _6_459.98
— 24 PRGES + CARDSTOCK FROMT RMD EBRACK_—
ER STAPLED, THREE HOLES
SEE . HE__ EARA DOCUMEMTAT |OM--5AME A5 ABOLUE A. 48 2A8 . 86

9 PAGES EXCLUDING FR AND BACK

0 I O O A A O O B B =

A
i

Will backorders be acceptable? N (ﬂ:r‘ M» Totol Eztimated Cost:

1. AtLine, enter the Accounts Charged letter(s) from Page 4 of thel DCC form that each item will be charged to.
Examples:

. If equipment isto be charged to budget line A (object code 710) and supplies are to be charged to budget line B (object code 301), enter


http://guru.psu.edu/cbb/FIS/forms/idccdesk.html
rql2
Request

rql2
IDCC

rql2
Supplier

rql2
Desk


A on the line describing the equipment and B on the line describing the supplies.

. If several items are being charged to one budget line (i.e., budget line A), enter an A on each line describing the supplies.

ACCOUMTS CHARGED
L Ref# Paost Code Budget Mo Furnd Mame Fund 0Obj Praj Amoun
a A1 - @23 - 45_ UP FRT 1BE1E P 1% Iy ]

I__"""‘-'-------_ - - __up _

| N

oo

| N

. At Qty (optional for most suppliers), enter the quantity of each item to be received.

. At Unit (optional for most suppliers), enter the unit of the item to be received.

Example:
ea (each), bx (box), dz (dozen), etc.

. At Description, enter afull description of the item ordered. Use as many description lines as needed. Begin the description on the line having Line and
Unit Price. Continue the description if needed, but do not enter Line or Unit Price again until describing a new item.

. At Unit Price (optional), enter the estimated cost for one unit.

> Notes:
o TheUnit Price, Line, Qty, and Unit must be on the same line.

o TheTotal Price and the Total Estimated Cost will be system-calcul ated.

. At Total Price (optional), you can enter abulk price (instead of aunit price). If aunit price exists, the total price will be calculated by the system when
PF12 is pressed.

> Note:
o A Unit Priceor aTotal Price (or both) must be entered.

. At Will Backordersbe Acceptable, indicateaY or N. Thisisfor the supplier'sinformation.

> Note:
o Once the items become available, an IDCC will have to be processed to pay for theitems. If all itemson theoriginal IDCC are back ordered,
the original IDCC may be used once the items become available.



Press PF8 to continue.

Accounts Charged Screen — Page 4 of 6

Interdepartmental Charges And Credits PAGE 4 OF B
FORM ACTION: DOCUMENT HUHEEH UNIT: CONFIDENTIAL: N
Next Approver: Status:
ESTIHHTE/HETUHL COST VARIANCE
Rejection Limit? (Y/N) H1
If yes, Total Actual CosT must not exceed § _
ACCOUNTS CHARGED

Ln Ref# Post Code Budget HNo Fund Name Fund g i Amount
a [l R B - - 1 N | 10
b S - . I B B D
clHH S . - I - R B B B
di S - . I B B D
cll NN E - B - I R B B B
+I S - . I B B D
E B EEeEE R B B B
I S - I - = B B B D
i - . R B B B
Fiscal Year: I / N Total Actual Cost: 13
Al low Supplier to Change F?7(Y/H) b 12 Paper Backup for Supplier?(Y/N) H
BILLING CONTACT Backup Maintained in Dept?(?jH}

Name: Phnne B

Budget to be used tor approval u
Send Priced Copy To: &

1. At Regection Limit, indicateY (yes) or N (no).

...__I===IHELI I

> Note:



10.

11

12.

o IfY isentered, the Supplying Department cannot change the form to have the Total Actual Cost greater than the rejection limit amount.

At If yes, Total Actual Cost must not exceed, enter the Total Actual Cost that the supplying department must not exceed.

> Note:
o Anamount isonly required if Y isentered at Regjection Limit.

At Ref#, enter the department's reference number.
A valid Post Code can be entered if the auxiliary accounting system within the IDCC is going to be used.
At Budget No, enter at least one budget to be charged for the goods or services received. The format for the budget is NN-NNN-NN_UP.

Example:
12345 UP should be entered 0102345 UP.
Zeros are placed around the first number of the budget.

At Fund Name, enter the fund name that corresponds with the budget number entered.
At Fund, enter the fund number to be charged.

At Obj, enter the object classification code of the goods or services received.

At Proj, enter a project number to be charged, if applicable.

Amount — if any page 3 amounts were entered or changed, the system will calculate the amounts on this page when PF12 is pressed. The amounts on
thispage MAY be changed during Phase 2 approvals or by the supplier.

> Note:
o The supplying Department may change the actual amounts to be charged once these charges have been determined. They will use the Line items
indicated on Screen 3 to determine which budget(s) are to be charged for which items.

At Fiscal Year, enter the current fiscal year.

Example:
1999/2000.

At Allow Supplier to change FY?, enter Y (yes) or N (no). The default valueis N (no).



13.

14.

15.

16.

17.

18.

o Y — The supplier may change the fiscal year to any currently valid fiscal year.
o N — The supplier may not change the fiscal year.

> Note:

« |If theitems are not available during the current fiscal year, anew I DCC will have to be done to purchase the items in the new fiscal year
if desired.

At Paper Backup for Supplier, enter Y (yes) or N (no). The answer will default to N (no), but can be changed to Y (yes) if backup that must be sent to
the supplier to process your order. Thisfield is used to indicate to the supplier that some paper backup is being sent for thisform. To assist the supplier,
please include the I BIS IDCC document number with the paper backup.

At Backup Maintained in Dept-- The answer will be defaulted to N (no). This can be changedto Y (yes) if backup will be maintained in the
department. You will no longer need to send this backup to Accounting Operations.

At Name, enter the person to contact for billing information.
At Phone, enter the telephone number of the person to contact for billing information.

At Budget to be used for approval routing, enter the budget number that the form will route on for approval. Thisis NOT necessarily the budget to be
charged, but should be in the same area as the budget to be charged.

At Send Priced Copy To, enter the userlD(s) of individual(s) that should receive an electronic COPy of the IDCC once the form has been APProved
by the supplier. The COPy can be viewed through BAFM (Browse Awaiting Forms) or PAFM (Process Awaiting Forms). See note below for
additional information.

> Note:
o Thelast approver of the form, whether acting as a desk, a proxy or as themselves, will not receive an electronic copy of the form they have just
approved (this is because copies are sent at the time of the last approval, so the last approver would have been sending an identical copy of the
form they have just approved).

If you want to make sure someone gets a copy of the approved IDCC, but you are not sure whether that person will be the last approver, it is OK
to list their userID to receive a priced copy. Then, if it turns out that they are the last approver, they won't receive a copy. If someone elseisthe
last approver, then the listed individual will get the electronic copy.

One example of when it is beneficia to request a priced copy iswhen you are requisitioning an item from another department. Because your
requisition contains only estimated costs, you may want to receive an electronic copy of the form once the supplier has approved it. That way
you can easily review any changes the supplier made to the dollar amounts. Note that the COPy you receive on your BAFM or PAFM screenis
actually the same form you see when you use IGFM or BFMB to view your form.



Press PF8 to continue.

Interdepar-tmental Charges And Credits FAGE 4 OF &
FORM ACTIOM: AOD  DOOCUMEMT HUMBER: UHIT: COMFIDEMTIAL: H
Mext Approwver: Status:
ESTIMATE /ACTURL COST VAR IAMCE
Fejection Limit? <Y/ H» W
If yes, Total Actual Cost must not exceed $ ___ SHBA . GG
ACCOUMTE CHARGED

L Ref# Post Code Budget Mo Fund Hame Fund Obj Proj Amount
a A1 - @23 - 45_ UP FRT @818 _o_EvEEi.EIEI

b - - - ur -

Supply Department Only
1. Amount: (on page 4 only). Thisfield may be modified by the Supply Department.

> Note:
o The actual amounts to be charged to each budget line may be modified by the supplier. In most cases, these amounts will be the same as the
estimated amounts entered by the Receiving Department on the corresponding ling(s) on Screen 3. If any changes are made by the supplier, an
explanation should be entered in the Notepad.

Accounts Credited Screen — Page 5 of 6



Interdepar-tmental Charges And Credits FAGE 5 OF &
FORM ACTIOM: OO DOCUMEMT MUMEBER: UHIT: COMF IDEMTIAL: N
Mext Approver: Status:
FOR SUPFLYIMG DEFT USE-

ACCOUMTS CREDITED
F=f# Post Code

o ©

Furnd Hame Fund 0bj Proj Amount
UF I
r 0— 000 0
F _
F

F —_

F
F
F

m
Lo
CL
0
m
i+

This is a @Finul Billing Supplying DEpE Invoice Humber: _o_

— Partial Billing Friced by:

Central Dffice Status: {8 Held Until: B0 _ ;
Send Priced Copy to:

This page to be completed by the Supplying Department.

Press PF8 to continue.

Supplying Department Only

1. At Ref#, enter the department's reference number.
2. A valid Post Code can be entered if the auxiliary accounting system within the IDCC is going to be used.

3. At Budget No, enter at |east one budget to be credited for the goods or services supplied. The format for the budget is NN-NNN-NN_UP.

Example:
12345 UP should be entered 0102345 UP.
Zeros are placed around the first number of the budget.

4. At Fund Name, enter the fund name that corresponds with the budget number entered.

5. At Fund, enter the fund number to be credited.



10.

11

12.

13.

14.

At Obj, enter the object classification code of the goods or services supplied.
At Proj, enter a project number to be credited, if applicable.

At Amount, enter the amount to be credited to each budget.

> Notes:
o Thetotal is system-calculated and must equal the total amount on the Details Screen.

o Thereceiving department can NOT alter any of the information on this page.

Enter the Supplying Dept I nvoice Number, if applicable.
Indicateif thisisaFinal Billing or Partial Billing.
At Priced By, enter the userID or initials of the individual that priced the items.

Central Office Status (N, P, H) may be used to place a document in "hold" or "pending” status for later processing. Documents placed in "hold" or
"pending” status may be browsed separately from other documents while using BIDC. (Press PF1 for help.)

> Note:
o ThedefaultisN ("not held, not pending").

If the Central Office StatusisH (held), you can enter adate for it to be " Held Until" (optional).

At Send Priced Copy To, enter the userID of individuals who should receive an electronic COPy of the IDCC once the form has been APProved by
the supplier. The COPy can be viewed through BAFM (Browse Awaiting Forms) or PAFM (Process Awaiting Forms). See note below for additional
information.

> Note:
o Thelast approver of the form, whether acting as a desk, a proxy, or as themselves, will not receive an electronic copy of the form they have just
approved (thisis because copies are sent at the time of the last approval, so the last approver would have been sending an identical copy of the
form they have just approved).

If you want to make sure someone gets a copy of the approved IDCC, but you are not sure whether that person will be the last approver, it is OK
to list their userID to receive a priced copy. Then, if it turns out that they are the last approver, they won't receive a copy. If someone elseisthe
last approver, then the listed individual will get the electronic copy.

One example of when it may be beneficial to request a copy iswhen you are processing this IDCC as an individual supplier (as yourself), but



there is someone else in your department who needs to receive an electronic COPy of the IDCC form once you approve it.

Press PF8 to continue.

Notepad — Page 6 of 6

Interdepar-tmental Charges And Credits FAGE & OF &
FORM ACTIOM: g0 DOCUMEMT MUMEER: 1T : COMFIDEMT IAL: M
Mext Approver: Status:
Mote Poad Area:
LAST ACTIOM:
Last Action Mame:
HEXT FUNCTION: CHEMU ,END >

1. Enter commentsin the Notepad, if desired.
Press PF12 to ADD the form.

Enter SUB at Form Action and press PF12 to submit the form through the approval path.

Section 3 — Use of the IDCC Form: Supplying Department Invoice

Delivery Address and Destination Screen — Page 2 of 6



Interdepar-tmental Charges And Credits PAGE 2 OF &
FORM ACTIOM: AOO DOCUMEMT HUMEBER : LMHIT: COMF IDEMTIAL:  H
Mext Approwver: Status:

DEL IVER MATER|ALS /SERVICES TO
Home: @JH0Y MYERS— Fhone: #E) - 865 - 6466
Fioom: 1054} Eldg/Location: AG ADMTHER Compus: U {E)

Oept. Requesting Goods or Serwvices: I:IFIS_G—

I0CC SURPFLIER
Select type of supplier then press Pf1 for help

Department ) ]
Individual USERID XXxX7 -Mb———— &aaeddd is sid o ica iy ganersied

Mote: only this individual Cor g proxg) will be able to browse this
10CC by using BIOC.

. At Name, enter the name of the individual that is receiving the goods or services.

. At Phone, enter the telephone number of the individual that is receiving the goods or services.

. At Room, enter the room number where the goods or services are to be delivered.

. At Bldg/L ocation, enter the building or location where the goods or services are to be delivered.

. At Campus, enter the campus location where the goods or services are to be delivered.

> Note:
o Thisfield defaults to UP (University Park) but should be changed if the goods or services are to be delivered to non-University Park location.

. At Dept Requesting Goods and Ser vices, enter the department that is receiving the goods or services.

> Notes:
o At the I DCC Supplier field: either your supplying department 1D or your individual userlD will automatically appear. If you have a Supplier
Desk ID and the message "Note: only thisindividual (or a proxy) will be able to browse this IDCC by using BIDC" appears, you should FIN out
of the form, sign on to the appropriate Supplier Desk/Central Desk using BCDK, and THEN create the IDCC form. Thus all the Central Desk users will
be able to view the form. BIDC is Browse IDCC, whereas BCDK is Begin Central Desk. Use ECDK (End Central Desk) to end your Central Desk role



o Departments that will be creating many IDCC Invoice forms and may have several people authorized to process these forms will be assigned a
Supplying Department ID. Thiswill be similar to the EASY Central Desk ID. If your department needs a Supplying Department 1D set up to
receive IDCCs, ask your ASR to submit the Request I DCC Supplier Desk web form.

Press PF8 to continue.

Details Screen — Page 3 of 6

Interdepartmental Charges And Credits FAGE = OF &
FORM ACTIOM: _ DOCUMEMT HUMBER: 1T : COMFIDEHTIAL: M
Mext Approver: Status:
OETAILS
Line Oty Unit |tem # Oescription Unit Price Total Price
— 5B6.88__ ER REPRIMTS FOE THE |DCC DOCUMEMTAT IOM— ja.gna 456 .66
EEIEI.EEI_ ER PRIMTIMG THE EARA DOCUMEMTAT I0OM A 48 bl s s

Hill bockorders be aocoeptable? H ﬂar‘- M»  Total Estimated Cost:

1. At Qty (optional for most suppliers), enter the quantity of each item to be received.

2. At Unit (optional for most suppliers), enter the unit of the item to be received.

Example:
ea (each), bx (box), dz (dozen), etc.

3. At Description, enter afull description of the item ordered. Use as many description lines as needed, beginning the description on the line having Line
and Unit Price and continue the description if needed, but do not enter Line or Unit Price again until describing a new item.


http://guru.psu.edu/cbb/FIS/forms/idccdesk.html

4. At Unit Price (optional), enter the estimated cost for one unit.

> Notes:
o TheUnit Price, Line, Qty, and Unit must be on the same line.

o TheTotal Price and the Total Estimated Cost will be system-calcul ated.

5. At Total Price (optional), you can enter abulk priceinstead of aunit price. If aunit price exists, the total price will be calculated by the system when
PF12 is pressed.

> Note:
o A Unit Priceor aTotal Price or both must be entered.

6. At Will Backordersbe Acceptable, indicateayY or N.

Press PF8 to continue.

Accounts Charged Screen — Page 4 of 6



Interdepar-tmental Charges And Credits FAGE 4 OF &
FORM ACTIOM: AOO  DOCUMEMT HUMBER: UHIT: COMFIDEMTIAL: H
Mext Apprower: Status:
ESTIMATE /ACTUAL COST UARAMCE
Fejection Limit? <Y/ H> H
If yes, Total Actual Cost must mot exceed 3
ACCOUMTS CHARGED

Lin Ref# Post Code Budget Mo Fund Hame Fynd Obj Proj Amount

a o o2z - 45_ P oA € @ @ — oo
b - - - __ur -

[ - - - P -

d - - - __ur -

= - - uF N

f - - - __ur -

g e | N

h _ - — - —_uF -

i —_ - — - —_uF -

Fizcal Year: 1993 / 19990 Total Actual Cost:

Al low Supplier to Change FY?OY MY M Faper Backup for Supplier?dYHx H
EBILLIMG COMTACT Faper Backup for Accounting Dperqtinns?(‘ﬂfﬂhml

Mame: JOE SHITHARL— Phone: 214 - 253 - (=4
Budget to be used for approval routing: B@ B2Z - 45_ UFP
Send Priced Copy To: HBDE@]EFS

. At Ref#, enter the department's reference number.

. A valid Post Code can be entered if the auxiliary accounting system within the IDCC is going to be used.

. At Budget No, enter at |east one budget to be charged for the goods or services received. The format for the budget is NN-NNN-NN_UP.
. At Fund Name, enter the fund name that corresponds with the budget number entered.

. At Fund, enter the fund number to be charged.

. At Obj, enter the object classification code of the goods or services received.

. At Proj, enter a project number to be charged, if applicable.

. At Amount, enter the amount to be charged to each budget.

> Note:
o All Budget information on this page may be changed by the receiving department while the form isin Phase 2. The receiving department may
change the allocation of charges, as long as the total charges equals the total credits.

. At Fiscal Year, enter the current fiscal year.



10.

11

12.

13.

14.

Example:
99/00.

At Paper Backup for Accounting Operations, enter Y (yes) or N (no). Thisfield will default to N but can be changed if there is paper backup
associated with the form which will be sent to Accounting Operations. (Press PF1 for help).

> Note:
o Any paper backup sent to Accounting Operations should have the corresponding I1BIS IDCC document number. The Financial Officer must
forward the paper backup to Accounting Operations at the end of the fiscal year, when requested by Accounting Operations.

At Name, enter the person to contact for billing information.
At Phone, enter the telephone number of the person to contact for billing information.

At Budget to be used for approval routing, enter the budget number that the form will route on for approval. Thisis NOT necessarily the budget to be
charged but should be in the same area as the budget that will be charged. The first approver on the routing budget approval path should change the
routing budget if a different routing budget is more appropriate (more closely matches the budget(s) to be charged).

At Send Priced Copy To, enter userlD(s) of individual(s) that should receive an electronic COPy of the IDCC once the form has been approved by the
last Phase 2 approver (FO). The COPy can be viewed through BAFM (Browse Awaiting Forms), or PAFM (Process Awaiting Forms). See note bel ow
for additional information.

> Note:
o Thelast approver of the form, whether acting as a desk, a proxy, or as themselves, will not receive an electronic copy of the form they have just
approved (thisis because copies are sent at the time of the last approval, so the last approver would have been sending an identical copy of the
form they have just approved).

If you want to make sure someone gets a copy of the approved IDCC, but you are not sure whether that person will be the last approver, it is OK
to list their userID to receive apriced copy. Then, if it turns out that they are the last approver, they won't receive a copy. If someone elseisthe
last approver, then the listed individual will get the electronic copy.

One example of when it may be beneficial to request a copy iswhen you are not the last approver in your department and you want to receive an
electronic copy of the form once your departmental approvers have al approved this IDCC.

Note that the COPy you receive on your BAFM or PAFM screen is actually the same form you would see when using IGFM or BFMB to view
your form.

Press PF8 to continue.



> Note:

. The document's creator must enter arouting budget on the form. This can be obtained from the area receiving the goods and services.
The first Phase 2 approver can change the routing budget if necessary, if the budget entered by the supplier isincorrect.

Accounts Credited Screen — Page 5 of 6

Interdepartmental Charges And Credits FAGE 3 OF &
FORM ACTIOM: AOO  DOCUMEMT MHUMBER: UHIT: COMFIDEMTIAL: H
Mext Approver: Status:
FOR SUFPFLYIMG DEFT USE-

ACCOUMTS CREDITED
Fef# Fost Code
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Furnd Hame Fund 0Obj Proj Amount
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Thi=s iz a @Fihql Billing Suppluing Depi Invoice MHumber: _0_

— Partial Billing Priced by:

Cantral Office Status: (E) Held Untit: K80 _ /
Send Priced Copy to:

* This page to be completed by the Supplying Department.
Press PF8 to continue.
Supplying Department Only

1. At Ref#, enter the department's reference number.

2. A valid Post Code can be entered if the auxiliary accounting system within the IDCC is going to be used.



. At Budget No, enter at |east one budget to be credited for the goods or services supplied. The format for the budget is NN-NNN-NN_UP.
Example:

12345 UP should be entered 0102345 UP.
Zeros are placed around the first number of the budget.

. At Fund Name, enter the fund name that corresponds with the budget number entered.
. At Fund, enter the fund number to be credited.

. At Obj, enter the object classification code of the goods or services supplied.

. At Proj, enter a project number to be credited if applicable.

. At Amount, enter the amount to be credited to each budget.

> Notes:
o Thetotal is system-calculated and must equal the total amount on the Details Screen.

o Thereceiving department CAN NOT alter any of the information on this page.
. Enter the Supplying Dept I nvoice Number, if applicable.
. Indicate if thisisaFinal Billing or Partial Billing.

. At Priced By, enter the userID or initials of the individual that priced the items.

. Central Office Status (N, P, H) may be used to place adocument in "hold" or "pending” status for later processing. Documents placed in "hold" or
"pending” status may be browsed separately from other documents while using BIDC. (Press PF1 for help.)

> Note:
o Thedefault valueis N ("not held, not pending").

. If the Central Office StatusisH (held), you can enter adate for it to be " Held Until" (optional).

. At Send Priced Copy To, enter the userlD of individuals who should receive an electronic COPy of the IDCC once the form has been APProved by
the last Phase 2 approver (FO). The COPy can be viewed through BAFM (Browse Awaiting Forms) or PAFM (Process Awaiting Forms). See note
below for additional information.



> Note:
o Thelast approver of the form, whether acting as a desk, a proxy, or as themselves, will not receive an electronic copy of the form they have just
approved (thisis because copies are sent at the time of the last approval, so the last approver would have been sending an identical copy of the
form they have just approved).

If you want to make sure someone gets a copy of the approved IDCC, but you are not sure whether that person will be the last approver, it is OK
to list their userlD to receive a priced copy. Then, if it turns out that they are the last approver, they won't receive a copy. If someone elseisthe
last approver, then the listed individual will get the electronic copy.

One example of when it may be beneficial to request a copy iswhen you are billing another department and you want to receive an electronic
copy of the form once the other department has approved it.

Note that the COPy you receive on your BAFM or PAFM screen is actually the same form you would see if you were using BIDC to review
your forms.

Press PF8 to continue.

Notepad — Page 6 of 6



Interdepartmental Charges And Credits FAGE & OF &
FORM ACTIOM: AOO  DOCUMEMT MHUMBER: UMHIT: COMF IDEMT IAL: M
Mext Approver: Status:
Mote Pad Area:
LAST ACTION:
Last Action Mame:
HEXT FUNCTIOM: CHEMU ,END )

1. Enter commentsin the Notepad, if desired.
Press PF12 to ADD the form.

Enter SUB at Form Action and press PF12 to submit the form through the approval path.

Use of BIDC (Browse Interdepartmental Charges and Credits)

Browse IDCC By Supplier ID

IDCC forms can be viewed, like al EASY forms, by using the standard EASY browses (BAFM, PAFM, BFMB, BFMS). However, these browses can be used
ONLY by those individuals listed on the path of the form's routing budget. Since IDCCs can affect two departments, BIDC was created to allow a supplier of
goods or services to browse the IDCC forms.



12/18,/03 ERSY EIDC
12:37:28.6 BROHSE 1DCC BY SUPPLIER 1D MLPZ

FLEASE EMTER THE USER-I10 OF THE |ITEMS SUFFLIER: BHI]HO_

FLEARSE EMTER STARTIMG DOATE FOR EROLSE : So1a s 1995

¢ DATE FORM REACHED THE CEMTRAL OFF ICE ! S oo g oY
If any date is entered, only forms which howe completed Phase 2 will displag!?
OPT I0M5:

IMCLUCE ©CHOOSE OME»: FORMS AWAITIMG SUPPLIER ACTIOM OMLY:#*:
oMLY UPDATED FORMS -
oMLY PROCESSED FORMS

IMUOICES WHICH HAUVE HOT COMPLETED PHASE 2 APPROUALS®::
AMY FORM STATUS @ _
#* IMCLUDE FORMS IM THE FOLLOWIMG SITUATIOMNS:
MOT HELD, MOT PEMDIMG: _ HELD: _ ¢ __ f ¢ - __ ¢/ /1
FEMDIMG: - AMY -
#+ |MCLUDES IMUOICES WITH THESE FORM STATUSES: HMEMW, SUE, AFF, REJ
CYCLE AMD MEW IHUDICES AWAITIMG SUEBMISSION BY SUPFLIER
HEZT FUHCTION: CEEYS  HEWU  END)

1. Enter the User|D of supplier.

2. Starting date:
This date is the date that aform was processed by the last Phase 2 approver.

For IDCC Invoices, this date applies ONLY to invoices which have completed all user processing and are waiting to update the accounting files that
night (UPDate) or have already done so (PROcessed). Therefore, this date is NOT applicable to invoices which have not yet completed Phase 2
approvals.

For Requisitions, this date specifies the date that the requisition "arrived at" the Central desk (supplier) for processing.

BIDC Options: You must select the type of IDCC forms that you want to browse. The aternatives are described below:

3. Formsawaiting supplier action only:
This option will display Requisitions having a status of "CEN" and are awaiting "central” supplier action.

Also displayed will be Invoices having an EASY status of "NEW", which must be submitted by the supplier before they can be processed through the
approval path of the receiving department.

When "forms awaiting supplier action only" is selected, you must also specify what "situations' to include. All IDCC forms default to a "situation” of



"not held, not pending”. The "Central Office status' on page 5 of the IDCC form determines its situation. "Central Office status' may be changed
ONLY by the supplier in order to categorize IDCCs for browsing separately.

o Central Office status of N (default) - formis"not held, not pending.”
o Central Office status of P - form is"Pending."
o Central Office statusof H - form is"Held."

> Note:
« For Central Office status of H, a date may be assigned as "held until" date. Each supplier may use these statuses to categorize IDCCs
according to that office's processing methods. Thisfield isNOT required by EASY or by accounting. It is merely provided for the
supplier's use so that the supplier may categorize forms for separate browsing.

4. Only Updated Forms:
This option alows the supplier to view forms which have completed all supplier and Phase 2 processing, and are now awaiting the nightly batch job to
update the accounting files.

5. Only Processed Forms:
This option alows the supplier to view forms which have completed all supplier and Phase 2 processing, and have been sent to Accounting by a nightly
batch job.

6. Invoices Which Have Not Completed Phase 2 Approvals:
This option provides a means for the supplier to track invoices prior to and during the Phase 2 approval path.

> Note:
s No date should be specified for this option, since these invoices will not have a "date processed” through Phase 2.

Last Revised: 07/22/2003



Interdepartmental Charges and Credits
(IDCC)

The Interdepartmental Charges and Credits (IDCC) form can be filled out two different ways:

. AsaRequisition Order or
. AsaSupplying Department Invoice

Below you will find the IDCC on-line documentation in the following sections:
Section 1 — Introduction
. Overview

. Structure of the Form
. How to Pull up aBlank Form

Section 2 — Use of the IDCC Form: Requisition Order

. Purpose of the IDCC — Screen 1 of 6

. Delivery Address and Destination — Screen 2 of 6
. Details Screen — Screen 3 of 6

. Accounts Charged — Screen 4 of 6

« Accounts Credited — Screen 5 of 6

. Supply Department Only

. Notepad — Screen 6 of 6

Section 3— Use of the IDCC Form: Supplying Department Invoice

. Purpose of the IDCC — Screen 1 of 6

. Delivery Address and Destination — Screen 2 of 6
. Details Screen — Screen 3 of 6

« Accounts Charged — Screen 4 of 6




. Accounts Credited — Screen 5 of 6
. Supply Department Only
. Notepad — Screen 6 of 6

Other Information

. Use of Browse Interdepartmental Charges and Credits (BIDC)

Section 1 — Introduction to the IDCC Form

Overview

The IDCC (Interdepartmental Charges and Credits) form is used:

. Totransact business between two University departments for which no other specific form exists AND the transaction does NOT involve a supplier
authorized to offer direct billing under University Procedure CR2069,

. For the sharing or distribution of expenses or income previously charged or credited (except the case below #),

. For certain other situations where the incurring of income or expense is necessary.
The IDCC may NOT be used (the Request for Journal Voucher should be used):

. |If the goal isto correct a previous mis-entry,

. If the goal involves a central office attempting to distribute centrally-induced charges/credits (such as a credit card discount fee or Corporate Controller
year-end closings),

. #If the goal isthe sharing or distribution of expenses or income AND prior Policy FN18 approvals to do so have been obtained AND the sharing or
distribution involves ONLY ONE budget executive's area.

The IDCC may NOT be used if the transaction involves salaries or wages; a Payroll Transfer Form (PY TR) must be used.

It isstrongly recommended that you visit the | nterdepartmental Transaction Decision Tool to make surethat thisform isvalid for the use that you
intend.



http://guru.psu.edu/proc/CR2069.pdf
http://www.guru.psu.edu/policies/FN18.html
file:///C|/sites/aistest/IBISWORK/SUBSYSTE/DOCUMENT/PayEffort/PayEffort.htm
http://guru.psu.edu/tools/INTRAN1.html

The IDCC form does not accommodate automated back order handling. Back ordered items should be processed on a separate, new |DCC once the in-stock
items are received.

A Requisition Order is created by someone in the department receiving the goods or services and which has an estimated cost is specified on the form. The
form then routes to the indicated supplier for fulfillment of the order.

A Supplying Department Invoiceis created by someone in the department that supplied the goods or services. It details the items supplied and their actual
costs, and may result from a (paper) blanket/standing order, from a back order of items requested on a previous IDCC or from averbal request for goods (if
such requests are permitted by both the supplying and receiving departments). Once created, the invoice is routed through the approval path of the receiving
department for entry and approval of the charges to their budget(s).

After processing and approval by both departments involved, the requisition or invoice will await update by a batch job that will run every evening to update
the Central Accounting System. If the receiving or supplying department indicated that priced copies should be sent to some users, then those users will
receive EASY COPies of the form when they browse awaiting forms using BAFM or PAFM.

The IDCC forms consists of six pages:

. The Purpose of IDCC screen,

. Deliver Address and Destination screen,
. Details screen,

. Accounts Charged screen,

. Accounts Credited screen and the

. Notepad.

Structure of the Form

. ThePurpose of IDCC is completed by the forms creator. Requisition order and supplying department invoice are the only purposes that can currently
be selected.

. The Delivery Address and Destination are completed by the form's creator. Thisiswhere the delivery address for the goods is entered and the
destination of where the form isto be sent. Delivery phone number and building/location are not required on an invoice.

. TheDetail is completed by the form's creator. Thisis where a detailed description of the item or service is entered.

. The Accounts Charged is completed by the Receiving Department. Thisis the budget(s) that will be charged for the goods or services requested.



. The Accounts Credited is completed by the Supplying Department. Thisis the budget(s) that will be credited for the goods or services requested.

. The Notepad can be completed by either the Receiving or Supplying Department.

Section 2 — Use of the IDCC Form: Requisition Order

How to Pull Up a Blank Form

11A18,/95 INTEGRATED BUSIHESS IHMFORHATION SYSTER M4FL
18:32:681.5 ERSY MLP=

Anyg of the functiohs included in this system can be invaoked by
entering the corresponding function code on the command |ine next

to 'MEXT FUMCTION:'. The following functiohs are quailable:
FUMCT 10H DESCRIPT IO FUMCT 10H OESCRIFPTIOM
GREQ General Requisition Form 10CC Interdept. Charge/Credit

FLURLC Purchaze Order

ACTF Acctg P.O. Approval fReject
FOTU F.0. Fiscal Year Table Upd
ROUT F.0O. Routing

FORFP Feprint Processed Order
FOST P.O. Status

mexT FuncTion: 1ncc il PREV HEWU: 1111
Enker—FF 1---PF2--—PF 3-—-FF 4—--PF S--—PFf-—-PF 7—-—PF8---PF9-—-FF 18-—FF 1 1--FF 12---
HELF MEMU CHMPS END . : : : : KEWS PRNT

. Select CCOM from the Net-Pass Activity Table to go into the production environment.
. Select IBIS Admin Menus at the CCOM Com-Pass screen.
1. Atthe Next Function line, type IDCC.

PressENTER. A blank IDCC form will appear.

> Note:



. Tolocate the form within the IBIS menus, follow the steps below:

1. Atthe M1M1 (IBIS Main Menu) menu, enter M 2AS (EASY Electronic Approval System) at the Next Function line and press
Enter.

2. At the M 2AS menu, enter M3FM (EASY forms) at the Next Function line and press Enter.
3. Atthe M3FM menu, enter M4PU (Purchase) at the Next Function line and press Enter.

4. At the M4PU menu, enter IDCC (Interdepartmental Charges and Credits) at the Next Function lineto pull up the blank IDCC
form.

Purpose of IDCC Screen — Page 1 of 6

FLEASE EWNTER FORH ACTION OR HIT "FF16° FOR "FAWS" OR "AUY ACCTE®
Interdepar-tmental Charges and Credits FAGE 1 OF &

FORM ACTIOM: Io OOCUMEMT MUMEER : UMIT: COMF IDEMTIAL: H

Mext Approwver: Status:

MOTE: The I0CC is wnot a walid means to purchase goods from General Stores
invwentory, the Office of Phusical Plant inventory, the Microcomputer
Order Center CMOC), or the FPenn S5tate Bookstore System. The GREOQ,
FURC, or Limited Order should be used.

FPURFOSE OF I1D0CC
= REquisition Order
S tused to initiate the purchaze of materials ar services; also
may be used by an area receiving materials or services to initiate
pagment to the Supplying Department after receiving paper supportl

— Supplying Department inwvoice
tuszed by the supplying department to initiate the |DCCH

LA receiving report can be printed by entering '"PRT' in Form Action.
See Help CF1) for more information.?

1. At Form Action, enter ADD.

2. At Purpose of IDCC, select one of the two actions by placing an X beside the choice.



o Requisition Order isused to initiate the purchase of materials or services.

o Supplying Department Invoice is used to invoice the requisitioning department for back orders, standing, blanket and phone orders.

Further details on the two available options are listed below:
A Requisition Order is created by someone in the department receiving the goods or services. It will route asfollows:

. First, through the path of the department being charged (which will receive the goods),

. Second, it will route automatically to the specified supplier for entry of the actual cost,

. Third, it goesinto the Central Accounting System in a batch run that night.
A Supplying Department Invoiceis created by someone in the department that supplied the goods or services. It will route as follows:

. First, through the path of the department being charged (which received the goods),

. Second, it goes to the Central Accounting System in a batch run that night.
Internal Billings:
For internal billings within a department, the Supplying Department Invoice may be more convenient because the form will NOT have to return to the
"Supplier” for entry of actual (not estimated) amounts. Instead, it routes directly to Central Accounting at the completion of the Phase 2 approval path.
Warning to Suppliers:
Please note that the Supplying Department Invoice may result from either a (paper) blanket/standing order, a back order or from averbal request for goods.
According to University policy, until FN18 APPROVALS ARE SECURED, the SUPPLYING department isat risk of not getting paid.
Press PF8 to continue.

If you are completing a Requisition Order, follow the instructions immediately below.

If you are completing a Supplying Departmen Invoice proceed to Delivery Address and
Destination Screen 2 of 6 in Section 3.



file:///C|/sites/aistest/IBISWORK/SUBSYSTE/DOCUMENT/IDCC/IDCC.htm#gen10

Delivery Address and Destination Screen —Page 2 of 6

Interdepar-tmental Charges And Credit=s FAGE 2 OF &
FORM ACTIOM: AOO  DOCUMENT MHUMBER: UMHIT: COMFIDEMTIAL: H
Mext Apprower: Status:

DEL |VER MATER|ALS /SERV ICES TO
Mome: JOE SFH_— Fhone: # - 863 - 1234

Room: 21} Bldg/Location: SHIELDS BUILOINGE) — compus: URED

Oept. Requesting Goods or Serwices: ORS

I0OCC SUPFLIER
Select type of supplier then press Pf1 for help

Department
Individual USERID xX4x4

After Phase 2 approvals of estimated charges, this form will route
automatical ly to the supplier indicated abowe for processing of actual
amounits and credits.

1. At Name, enter the name of the individual that is receiving the goods or services.
2. At Phone, enter the telephone number of the individual that is receiving the goods or services.
3. At Room, enter the room number where the goods or services are to be delivered.

4. At Bldg/L ocation, enter the building or location where the goods or services are to be delivered.

At Campus, enter the campus location where the goods or services are to be delivered.

> Note:
o Thisfield defaultsto UP (University Park) but should be changed if the goods or services are to be delivered to a non-University Park location.

6. At Dept Name, enter the name of the department that is receiving the goods or services.

7. At1DCC SUPPLIER, enter either the supplying department ID or the individual userID of the supplier. Press PF1 on either field for alist of supplying
department IDs or individual userIDs.



> Note:
o If the appropriate Supplier Desk 1D islisted, it should be used instead of sending the form to an individual user.

o Departments that will be receiving many IDCC forms and may have several people authorized to process these forms will be assigned a
Supplying Department ID. Thiswill be similar to the EASY Central Desk ID. If your department needs a Supplying Department 1D set up to
receive IDCCs, ask your ASR to submit the Request I DCC Supplier Desk web form.

The Request IDCC Supplier Desk web form can aso be used to add or delete users from a supplier desk.

Press PF8 to continue.

Details Screen — Page 3 of 6

Interdepartmental Charges And Credits FAGE 2 OF &
FORM ACTIOM: AOD  DOCUMEMT HUMBER: 41T COMFIDEMTIAL: H
Mext Approver: Status:
OETAILS
Line 0Oty Unit |tem # scription Unit Price Totgl Price
Q 90— € reFrINTS FoR |DCC DOCUMENTAT 10N— )@, 08 _6_459.98
— 24 PRGES + CARDSTOCK FROMT RMD EBRACK_—
ER STAPLED, THREE HOLES
SEE . HE__ EARA DOCUMEMTAT |OM--5AME A5 ABOLUE A. 48 2A8 . 86

9 PAGES EXCLUDING FR AND BACK

0 I O O A A O O B B =

A
i

Will backorders be acceptable? N (ﬂ:r‘ M» Totol Eztimated Cost:

1. AtLine, enter the Accounts Charged letter(s) from Page 4 of thel DCC form that each item will be charged to.
Examples:

. If equipment isto be charged to budget line A (object code 710) and supplies are to be charged to budget line B (object code 301), enter


http://guru.psu.edu/central/fis/forms/IDCCdesk.html

A on the line describing the equipment and B on the line describing the supplies.

. If several items are being charged to one budget line (i.e., budget line A), enter an A on each line describing the supplies.

ACCOUMTS CHARGED
L Ref# Paost Code Budget Mo Furnd Mame Fund 0Obj Praj Amoun
a A1 - @23 - 45_ UP FRT 1BE1E P 1% Iy ]

I__"""‘-'-------_ - - __up _

| N

oo

| N

. At Qty (optional for most suppliers), enter the quantity of each item to be received.

. At Unit (optional for most suppliers), enter the unit of the item to be received.

Example:
ea (each), bx (box), dz (dozen), etc.

. At Description, enter afull description of the item ordered. Use as many description lines as needed. Begin the description on the line having Line and
Unit Price. Continue the description if needed, but do not enter Line or Unit Price again until describing a new item.

. At Unit Price (optional), enter the estimated cost for one unit.

> Notes:
o TheUnit Price, Line, Qty, and Unit must be on the same line.

o TheTotal Price and the Total Estimated Cost will be system-calcul ated.

. At Total Price (optional), you can enter abulk price (instead of aunit price). If aunit price exists, the total price will be calculated by the system when
PF12 is pressed.

> Note:
o A Unit Priceor aTotal Price (or both) must be entered.

. At Will Backordersbe Acceptable, indicateaY or N. Thisisfor the supplier'sinformation.

> Note:
o Once the items become available, an IDCC will have to be processed to pay for theitems. If all itemson theoriginal IDCC are back ordered,
the original IDCC may be used once the items become available.



Press PF8 to continue.

Accounts Charged Screen — Page 4 of 6

Interdepartmental Charges And Credits PAGE 4 OF B
FORM ACTION: DOCUMENT HUHEEH UNIT: CONFIDENTIAL: N
Next Approver: Status:
ESTIHHTE/HETUHL COST VARIANCE
Rejection Limit? (Y/N) H1
If yes, Total Actual CosT must not exceed § _
ACCOUNTS CHARGED

Ln Ref# Post Code Budget HNo Fund Name Fund g i Amount
a [l R B - - 1 N | 10
b S - . I B B D
clHH S . - I - R B B B
di S - . I B B D
cll NN E - B - I R B B B
+I S - . I B B D
E B EEeEE R B B B
I S - I - = B B B D
i - . R B B B
Fiscal Year: I / N Total Actual Cost: 13
Al low Supplier to Change F?7(Y/H) b 12 Paper Backup for Supplier?(Y/N) H
BILLING CONTACT Backup Maintained in Dept?(?jH}

Name: Phnne B

Budget to be used tor approval u
Send Priced Copy To: &

1. At Regection Limit, indicateY (yes) or N (no).

...__I===IHELI I

> Note:



10.

11

12.

o IfY isentered, the Supplying Department cannot change the form to have the Total Actual Cost greater than the rejection limit amount.

At If yes, Total Actual Cost must not exceed, enter the Total Actual Cost that the supplying department must not exceed.

> Note:
o Anamount isonly required if Y isentered at Regjection Limit.

At Ref#, enter the department's reference number.
A valid Post Code can be entered if the auxiliary accounting system within the IDCC is going to be used.
At Budget No, enter at least one budget to be charged for the goods or services received. The format for the budget is NN-NNN-NN_UP.

Example:
12345 UP should be entered 0102345 UP.
Zeros are placed around the first number of the budget.

At Fund Name, enter the fund name that corresponds with the budget number entered.
At Fund, enter the fund number to be charged.

At Obj, enter the object classification code of the goods or services received.

At Proj, enter a project number to be charged, if applicable.

Amount — if any page 3 amounts were entered or changed, the system will calculate the amounts on this page when PF12 is pressed. The amounts on
thispage MAY be changed during Phase 2 approvals or by the supplier.

> Note:
o The supplying Department may change the actual amounts to be charged once these charges have been determined. They will use the Line items
indicated on Screen 3 to determine which budget(s) are to be charged for which items.

At Fiscal Year, enter the current fiscal year.

Example:
1999/2000.

At Allow Supplier to change FY?, enter Y (yes) or N (no). The default valueis N (no).



13.

14.

15.

16.

17.

18.

o Y — The supplier may change the fiscal year to any currently valid fiscal year.
o N — The supplier may not change the fiscal year.

> Note:

« |If theitems are not available during the current fiscal year, anew I DCC will have to be done to purchase the items in the new fiscal year
if desired.

At Paper Backup for Supplier, enter Y (yes) or N (no). The answer will default to N (no), but can be changed to Y (yes) if backup that must be sent to
the supplier to process your order. Thisfield is used to indicate to the supplier that some paper backup is being sent for thisform. To assist the supplier,
please include the I BIS IDCC document number with the paper backup.

At Backup Maintained in Dept-- The answer will be defaulted to N (no). This can be changedto Y (yes) if backup will be maintained in the
department. You will no longer need to send this backup to Accounting Operations.

At Name, enter the person to contact for billing information.
At Phone, enter the telephone number of the person to contact for billing information.

At Budget to be used for approval routing, enter the budget number that the form will route on for approval. Thisis NOT necessarily the budget to be
charged, but should be in the same area as the budget to be charged.

At Send Priced Copy To, enter the userlD(s) of individual(s) that should receive an electronic COPy of the IDCC once the form has been APProved
by the supplier. The COPy can be viewed through BAFM (Browse Awaiting Forms) or PAFM (Process Awaiting Forms). See note below for
additional information.

> Note:
o Thelast approver of the form, whether acting as a desk, a proxy or as themselves, will not receive an electronic copy of the form they have just
approved (this is because copies are sent at the time of the last approval, so the last approver would have been sending an identical copy of the
form they have just approved).

If you want to make sure someone gets a copy of the approved IDCC, but you are not sure whether that person will be the last approver, it is OK
to list their userID to receive a priced copy. Then, if it turns out that they are the last approver, they won't receive a copy. If someone elseisthe
last approver, then the listed individual will get the electronic copy.

One example of when it is beneficia to request a priced copy iswhen you are requisitioning an item from another department. Because your
requisition contains only estimated costs, you may want to receive an electronic copy of the form once the supplier has approved it. That way
you can easily review any changes the supplier made to the dollar amounts. Note that the COPy you receive on your BAFM or PAFM screenis
actually the same form you see when you use IGFM or BFMB to view your form.



Press PF8 to continue.

Interdepar-tmental Charges And Credits FAGE 4 OF &
FORM ACTIOM: AOD  DOOCUMEMT HUMBER: UHIT: COMFIDEMTIAL: H
Mext Approwver: Status:
ESTIMATE /ACTURL COST VAR IAMCE
Fejection Limit? <Y/ H» W
If yes, Total Actual Cost must not exceed $ ___ SHBA . GG
ACCOUMTE CHARGED

L Ref# Post Code Budget Mo Fund Hame Fund Obj Proj Amount
a A1 - @23 - 45_ UP FRT @818 _o_EvEEi.EIEI

b - - - ur -

Supply Department Only
1. Amount: (on page 4 only). Thisfield may be modified by the Supply Department.

> Note:
o The actual amounts to be charged to each budget line may be modified by the supplier. In most cases, these amounts will be the same as the
estimated amounts entered by the Receiving Department on the corresponding ling(s) on Screen 3. If any changes are made by the supplier, an
explanation should be entered in the Notepad.

Accounts Credited Screen — Page 5 of 6



Interdepar-tmental Charges And Credits FAGE 5 OF &
FORM ACTIOM: OO DOCUMEMT MUMEBER: UHIT: COMF IDEMTIAL: N
Mext Approver: Status:
FOR SUPFLYIMG DEFT USE-

ACCOUMTS CREDITED
F=f# Post Code

o ©

Furnd Hame Fund 0bj Proj Amount
UF I
r 0— 000 0
F _
F

F —_

F
F
F

m
Lo
CL
0
m
i+

This is a @Finul Billing Supplying DEpE Invoice Humber: _o_

— Partial Billing Friced by:

Central Dffice Status: {8 Held Until: B0 _ ;
Send Priced Copy to:

This page to be completed by the Supplying Department.

Press PF8 to continue.

Supplying Department Only

1. At Ref#, enter the department's reference number.
2. A valid Post Code can be entered if the auxiliary accounting system within the IDCC is going to be used.

3. At Budget No, enter at |east one budget to be credited for the goods or services supplied. The format for the budget is NN-NNN-NN_UP.

Example:
12345 UP should be entered 0102345 UP.
Zeros are placed around the first number of the budget.

4. At Fund Name, enter the fund name that corresponds with the budget number entered.

5. At Fund, enter the fund number to be credited.



10.

11

12.

13.

14.

At Obj, enter the object classification code of the goods or services supplied.
At Proj, enter a project number to be credited, if applicable.

At Amount, enter the amount to be credited to each budget.

> Notes:
o Thetotal is system-calculated and must equal the total amount on the Details Screen.

o Thereceiving department can NOT alter any of the information on this page.

Enter the Supplying Dept I nvoice Number, if applicable.
Indicateif thisisaFinal Billing or Partial Billing.
At Priced By, enter the userID or initials of the individual that priced the items.

Central Office Status (N, P, H) may be used to place a document in "hold" or "pending” status for later processing. Documents placed in "hold" or
"pending” status may be browsed separately from other documents while using BIDC. (Press PF1 for help.)

> Note:
o ThedefaultisN ("not held, not pending").

If the Central Office StatusisH (held), you can enter adate for it to be " Held Until" (optional).

At Send Priced Copy To, enter the userID of individuals who should receive an electronic COPy of the IDCC once the form has been APProved by
the supplier. The COPy can be viewed through BAFM (Browse Awaiting Forms) or PAFM (Process Awaiting Forms). See note below for additional
information.

> Note:
o Thelast approver of the form, whether acting as a desk, a proxy, or as themselves, will not receive an electronic copy of the form they have just
approved (thisis because copies are sent at the time of the last approval, so the last approver would have been sending an identical copy of the
form they have just approved).

If you want to make sure someone gets a copy of the approved IDCC, but you are not sure whether that person will be the last approver, it is OK
to list their userID to receive a priced copy. Then, if it turns out that they are the last approver, they won't receive a copy. If someone elseisthe
last approver, then the listed individual will get the electronic copy.

One example of when it may be beneficial to request a copy iswhen you are processing this IDCC as an individual supplier (as yourself), but



there is someone else in your department who needs to receive an electronic COPy of the IDCC form once you approve it.

Press PF8 to continue.

Notepad — Page 6 of 6

Interdepar-tmental Charges And Credits FAGE & OF &
FORM ACTIOM: g0 DOCUMEMT MUMEER: 1T : COMFIDEMT IAL: M
Mext Approver: Status:
Mote Poad Area:
LAST ACTIOM:
Last Action Mame:
HEXT FUNCTION: CHEMU ,END >

1. Enter commentsin the Notepad, if desired.
Press PF12 to ADD the form.

Enter SUB at Form Action and press PF12 to submit the form through the approval path.

Section 3 — Use of the IDCC Form: Supplying Department Invoice

Delivery Address and Destination Screen — Page 2 of 6



Interdepar-tmental Charges And Credits PAGE 2 OF &
FORM ACTIOM: AOO DOCUMEMT HUMEBER : UMIT: COMFIDEMTIAL: ™

Mext Approwver: Status:
DEL IVER MATER|ALS /SERVICES TO
Home: @JH0Y MYERS— Fhone: #E) - 865 - 6466
Fioom: 1054} Eldg/Location: AG ADMTHER Compus: U {E)

Oept. Requesting Goods or Serwvices: I:IFIS_G—

I0CC SURPFLIER
Select type of supplier then press Pf1 for help

Department ) ]
Individual USERID XXxX7 -Mb———— &aaeddd is sid o ica iy ganersied

Mote: only this individual Cor g proxg) will be able to browse this
10CC by using BIOC.

. At Name, enter the name of the individual that is receiving the goods or services.

. At Phone, enter the telephone number of the individual that is receiving the goods or services.

. At Room, enter the room number where the goods or services are to be delivered.

. At Bldg/L ocation, enter the building or location where the goods or services are to be delivered.

. At Campus, enter the campus location where the goods or services are to be delivered.

> Note:
o Thisfield defaultsto UP (University Park) but should be changed if the goods or services are to be delivered to non-University Park location.

. At Dept Requesting Goods and Services, enter the department that is receiving the goods or services.

> Notes:

o At thelDCC Supplier field: either your supplying department ID or your individual userID will automatically appear. If you have a Supplier
Desk ID and the message "Note: only thisindividual (or a proxy) will be able to browse this IDCC by using BIDC" appears, you should FIN out
of the form, sign on to the appropriate Supplier Desk using BCDK, and THEN create the IDCC form. Thisway, all the Supplier Desk users will
be able to view the form.



o Departments that will be creating many IDCC Invoice forms and may have several people authorized to process these forms will be assigned a
Supplying Department ID. Thiswill be similar to the EASY Central Desk ID. If your department needs a Supplying Department 1D set up to
receive IDCCs, ask your ASR to submit the Request I DCC Supplier Desk web form.

Press PF8 to continue.

Details Screen — Page 3 of 6

Interdepartmental Charges And Credits FAGE = OF &
FORM ACTIOM: _ DOCUMEMT HUMBER: 1T : COMFIDEHTIAL: M
Mext Approver: Status:
OETAILS
Line Oty Unit |tem # Oescription Unit Price Total Price
— 5B6.88__ ER REPRIMTS FOE THE |DCC DOCUMEMTAT IOM— ja.gna 456 .66
EEIEI.EEI_ ER PRIMTIMG THE EARA DOCUMEMTAT I0OM A 48 bl s s

Hill bockorders be aocoeptable? H ﬂar‘- M»  Total Estimated Cost:

1. At Qty (optional for most suppliers), enter the quantity of each item to be received.

2. At Unit (optional for most suppliers), enter the unit of the item to be received.

Example:
ea (each), bx (box), dz (dozen), etc.

3. At Description, enter afull description of the item ordered. Use as many description lines as needed, beginning the description on the line having Line
and Unit Price and continue the description if needed, but do not enter Line or Unit Price again until describing a new item.


http://guru.psu.edu/central/fis/forms/IDCCdesk.html

4. At Unit Price (optional), enter the estimated cost for one unit.

> Notes:
o TheUnit Price, Line, Qty, and Unit must be on the same line.

o TheTotal Price and the Total Estimated Cost will be system-calcul ated.

5. At Total Price (optional), you can enter abulk priceinstead of aunit price. If aunit price exists, the total price will be calculated by the system when
PF12 is pressed.

> Note:
o A Unit Priceor aTotal Price or both must be entered.

6. At Will Backordersbe Acceptable, indicateayY or N.

Press PF8 to continue.

Accounts Charged Screen — Page 4 of 6



Interdepar-tmental Charges And Credits FAGE 4 OF &
FORM ACTIOM: AOO  DOCUMEMT HUMBER: UHIT: COMFIDEMTIAL: H
Mext Apprower: Status:
ESTIMATE /ACTUAL COST UARAMCE
Fejection Limit? <Y/ H> H
If yes, Total Actual Cost must mot exceed 3
ACCOUMTS CHARGED

Lin Ref# Post Code Budget Mo Fund Hame Fynd Obj Proj Amount

a o o2z - 45_ P oA € @ @ — oo
b - - - __ur -

[ - - - P -

d - - - __ur -

= - - uF N

f - - - __ur -

g e | N

h _ - — - —_uF -

i —_ - — - —_uF -

Fizcal Year: 1993 / 19990 Total Actual Cost:

Al low Supplier to Change FY?OY MY M Faper Backup for Supplier?dYHx H
EBILLIMG COMTACT Faper Backup for Accounting Dperqtinns?(‘ﬂfﬂhml

Mame: JOE SHITHARL— Phone: 214 - 253 - (=4
Budget to be used for approval routing: B@ B2Z - 45_ UFP
Send Priced Copy To: HBDE@]EFS

. At Ref#, enter the department's reference number.

. A valid Post Code can be entered if the auxiliary accounting system within the IDCC is going to be used.

. At Budget No, enter at |east one budget to be charged for the goods or services received. The format for the budget is NN-NNN-NN_UP.
. At Fund Name, enter the fund name that corresponds with the budget number entered.

. At Fund, enter the fund number to be charged.

. At Obj, enter the object classification code of the goods or services received.

. At Proj, enter a project number to be charged, if applicable.

. At Amount, enter the amount to be charged to each budget.

> Note:
o All Budget information on this page may be changed by the receiving department while the form isin Phase 2. The receiving department may
change the allocation of charges, as long as the total charges equals the total credits.

. At Fiscal Year, enter the current fiscal year.



10.

11

12.

13.

14.

Example:
99/00.

At Paper Backup for Accounting Operations, enter Y (yes) or N (no). Thisfield will default to N but can be changed if there is paper backup
associated with the form which will be sent to Accounting Operations. (Press PF1 for help).

> Note:
o Any paper backup sent to Accounting Operations should have the corresponding I1BIS IDCC document number. The Financial Officer must
forward the paper backup to Accounting Operations at the end of the fiscal year, when requested by Accounting Operations.

At Name, enter the person to contact for billing information.
At Phone, enter the telephone number of the person to contact for billing information.

At Budget to be used for approval routing, enter the budget number that the form will route on for approval. Thisis NOT necessarily the budget to be
charged but should be in the same area as the budget that will be charged. The first approver on the routing budget approval path should change the
routing budget if a different routing budget is more appropriate (more closely matches the budget(s) to be charged).

At Send Priced Copy To, enter userlD(s) of individual(s) that should receive an electronic COPy of the IDCC once the form has been approved by the
last Phase 2 approver (FO). The COPy can be viewed through BAFM (Browse Awaiting Forms), or PAFM (Process Awaiting Forms). See note bel ow
for additional information.

> Note:
o Thelast approver of the form, whether acting as a desk, a proxy, or as themselves, will not receive an electronic copy of the form they have just
approved (thisis because copies are sent at the time of the last approval, so the last approver would have been sending an identical copy of the
form they have just approved).

If you want to make sure someone gets a copy of the approved IDCC, but you are not sure whether that person will be the last approver, it is OK
to list their userID to receive apriced copy. Then, if it turns out that they are the last approver, they won't receive a copy. If someone elseisthe
last approver, then the listed individual will get the electronic copy.

One example of when it may be beneficial to request a copy iswhen you are not the last approver in your department and you want to receive an
electronic copy of the form once your departmental approvers have al approved this IDCC.

Note that the COPy you receive on your BAFM or PAFM screen is actually the same form you would see when using IGFM or BFMB to view
your form.

Press PF8 to continue.



> Note:

. The document's creator must enter arouting budget on the form. This can be obtained from the area receiving the goods and services.
The first Phase 2 approver can change the routing budget if necessary, if the budget entered by the supplier isincorrect.

Accounts Credited Screen — Page 5 of 6

Interdepartmental Charges And Credits FAGE 3 OF &
FORM ACTIOM: AOO  DOCUMEMT MHUMBER: UHIT: COMFIDEMTIAL: H
Mext Approver: Status:
FOR SUFPFLYIMG DEFT USE-

ACCOUMTS CREDITED
Fef# Fost Code

o O

Furnd Hame Fund 0Obj Proj Amount

m
)
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I T Y Y Y T B |
I T I R O O N |
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Thi=s iz a @Fihql Billing Suppluing Depi Invoice MHumber: _0_

— Partial Billing Priced by:

Cantral Office Status: (E) Held Untit: K80 _ /
Send Priced Copy to:

* This page to be completed by the Supplying Department.
Press PF8 to continue.
Supplying Department Only

1. At Ref#, enter the department's reference number.

2. A valid Post Code can be entered if the auxiliary accounting system within the IDCC is going to be used.



. At Budget No, enter at |east one budget to be credited for the goods or services supplied. The format for the budget is NN-NNN-NN_UP.
Example:

12345 UP should be entered 0102345 UP.
Zeros are placed around the first number of the budget.

. At Fund Name, enter the fund name that corresponds with the budget number entered.
. At Fund, enter the fund number to be credited.

. At Obj, enter the object classification code of the goods or services supplied.

. At Proj, enter a project number to be credited if applicable.

. At Amount, enter the amount to be credited to each budget.

> Notes:
o Thetotal is system-calculated and must equal the total amount on the Details Screen.

o Thereceiving department CAN NOT alter any of the information on this page.
. Enter the Supplying Dept I nvoice Number, if applicable.
. Indicate if thisisaFinal Billing or Partial Billing.

. At Priced By, enter the userID or initials of the individual that priced the items.

. Central Office Status (N, P, H) may be used to place adocument in "hold" or "pending” status for later processing. Documents placed in "hold" or
"pending” status may be browsed separately from other documents while using BIDC. (Press PF1 for help.)

> Note:
o Thedefault valueis N ("not held, not pending").

. If the Central Office StatusisH (held), you can enter adate for it to be " Held Until" (optional).

. At Send Priced Copy To, enter the userlD of individuals who should receive an electronic COPy of the IDCC once the form has been APProved by
the last Phase 2 approver (FO). The COPy can be viewed through BAFM (Browse Awaiting Forms) or PAFM (Process Awaiting Forms). See note
below for additional information.



> Note:
o Thelast approver of the form, whether acting as a desk, a proxy, or as themselves, will not receive an electronic copy of the form they have just
approved (thisis because copies are sent at the time of the last approval, so the last approver would have been sending an identical copy of the
form they have just approved).

If you want to make sure someone gets a copy of the approved IDCC, but you are not sure whether that person will be the last approver, it is OK
to list their userlD to receive a priced copy. Then, if it turns out that they are the last approver, they won't receive a copy. If someone elseisthe
last approver, then the listed individual will get the electronic copy.

One example of when it may be beneficial to request a copy iswhen you are billing another department and you want to receive an electronic
copy of the form once the other department has approved it.

Note that the COPy you receive on your BAFM or PAFM screen is actually the same form you would see if you were using BIDC to review
your forms.

Press PF8 to continue.

Notepad — Page 6 of 6



Interdepartmental Charges And Credits FAGE & OF &
FORM ACTIOM: AOO  DOCUMEMT MHUMBER: UMHIT: COMF IDEMT IAL: M
Mext Approver: Status:
Mote Pad Area:
LAST ACTION:
Last Action Mame:
HEXT FUNCTIOM: CHEMU ,END )

1. Enter commentsin the Notepad, if desired.
Press PF12 to ADD the form.

Enter SUB at Form Action and press PF12 to submit the form through the approval path.

Use of BIDC (Browse Interdepartmental Charges and Credits)

Browse IDCC By Supplier ID

IDCC forms can be viewed, like al EASY forms, by using the standard EASY browses (BAFM, PAFM, BFMB, BFMS). However, these browses can be used
ONLY by those individuals listed on the path of the form's routing budget. Since IDCCs can affect two departments, BIDC was created to allow a supplier of
goods or services to browse the IDCC forms.



12/18,/03 ERSY EIDC
12:37:28.6 BROHSE 1DCC BY SUPPLIER 1D MLPZ

FLEASE EMTER THE USER-I10 OF THE |ITEMS SUFFLIER: BHI]HO_

FLEARSE EMTER STARTIMG DOATE FOR EROLSE : So1a s 1995

¢ DATE FORM REACHED THE CEMTRAL OFF ICE ! S oo g oY
If any date is entered, only forms which howe completed Phase 2 will displag!?
OPT I0M5:

IMCLUCE ©CHOOSE OME»: FORMS AWAITIMG SUPPLIER ACTIOM OMLY:#*:
oMLY UPDATED FORMS -
oMLY PROCESSED FORMS

IMUOICES WHICH HAUVE HOT COMPLETED PHASE 2 APPROUALS®::
AMY FORM STATUS @ _
#* IMCLUDE FORMS IM THE FOLLOWIMG SITUATIOMNS:
MOT HELD, MOT PEMDIMG: _ HELD: _ ¢ __ f ¢ - __ ¢/ /1
FEMDIMG: - AMY -
#+ |MCLUDES IMUOICES WITH THESE FORM STATUSES: HMEMW, SUE, AFF, REJ
CYCLE AMD MEW IHUDICES AWAITIMG SUEBMISSION BY SUPFLIER
HEZT FUHCTION: CEEYS  HEWU  END)

1. Enter the User|D of supplier.

2. Starting date:
This date is the date that aform was processed by the last Phase 2 approver.

For IDCC Invoices, this date applies ONLY to invoices which have completed all user processing and are waiting to update the accounting files that
night (UPDate) or have already done so (PROcessed). Therefore, this date is NOT applicable to invoices which have not yet completed Phase 2
approvals.

For Requisitions, this date specifies the date that the requisition "arrived at" the Central desk (supplier) for processing.

BIDC Options: You must select the type of IDCC forms that you want to browse. The aternatives are described below:

3. Formsawaiting supplier action only:
This option will display Requisitions having a status of "CEN" and are awaiting "central” supplier action.

Also displayed will be Invoices having an EASY status of "NEW", which must be submitted by the supplier before they can be processed through the
approval path of the receiving department.

When "forms awaiting supplier action only" is selected, you must also specify what "situations' to include. All IDCC forms default to a "situation” of



"not held, not pending”. The "Central Office status' on page 5 of the IDCC form determines its situation. "Central Office status' may be changed
ONLY by the supplier in order to categorize IDCCs for browsing separately.

o Central Office status of N (default) - formis"not held, not pending.”
o Central Office status of P - form is"Pending."
o Central Office statusof H - form is"Held."

> Note:
« For Central Office status of H, a date may be assigned as "held until" date. Each supplier may use these statuses to categorize IDCCs
according to that office's processing methods. Thisfield isNOT required by EASY or by accounting. It is merely provided for the
supplier's use so that the supplier may categorize forms for separate browsing.

4. Only Updated Forms:
This option alows the supplier to view forms which have completed all supplier and Phase 2 processing, and are now awaiting the nightly batch job to
update the accounting files.

5. Only Processed Forms:
This option alows the supplier to view forms which have completed all supplier and Phase 2 processing, and have been sent to Accounting by a nightly
batch job.

6. Invoices Which Have Not Completed Phase 2 Approvals:
This option provides a means for the supplier to track invoices prior to and during the Phase 2 approval path.

> Note:
s No date should be specified for this option, since these invoices will not have a "date processed” through Phase 2.

Last Revised: 07/22/2003
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