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PEN Products Ordering & Interagency Billing Process 

 

Step 1:  Entering Requisition 
 
You should first create a requisition by following the Creating a Requisition for QPA Items 
Quick Reference Guide. 

 
Step 2:  Creating the Purchase Order 
 
After the Requisition is Valid & Approved and if the requisition is under your streamline 
delegation, it can then be expedited to a Purchase Order just like purchasing from any other 
vendor.   
 
The steps for that process can be found in the Creating a Purchase Order Using Expedite 
Requisitions User Guide.  Otherwise send completed requisition to IDOA Procurement to 
complete the process. 

 
 Items to Note Regarding PO’s to be dispatched to PEN Products: 

 
*Vendor Selection* 

 
If you are creating a Purchase Order from a requisition that was built using PEN Products’ online 
catalog, the Vendor Name field will be populated with PENPRODUCT-001. 
 

 

 

 
*Internal Service Account Must be Selected on PO* 

 

VERY IMPORTANT! 

Prior to approving and budget checking the PO the Buyer must change the 

“account” on the purchase order to the appropriate Internal Service Expense 

Account “65xxxx” number (which indicates interagency billing).  Once the 

Account has been changed accordingly the PO can be approved, finalized, 

budget checked & dispatched. 

 
A listing of the valid Internal Service Expense Accounts can be found on the ENCOMPASS 

website using the following navigation from your ENCOMPASS menu; ENCOMPASS>Project 

Information>ENCOMPASS Documents>Chart of Accounts>ENCOMPASS 

Account Listing 

 

Step 3:  Receiving Items 
 
The receiving steps should be performed only upon delivery of items from PEN Products. 

 
Steps for entering a receipt can be found in the Receiving Against an E-pro Purchase Order 
Quick Reference Guide and is the same process as when receiving items ordered from any 
other vendor. 
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Step 4:  Payment: Interagency Billing Process 

 
For payment, PEN will load a voucher into Accounts Payable using the Voucher Build process 
copied from the PO that was issued.  This will relieve the encumbrance on the PO. 
 
Example Voucher: 
 

 

 
 
 

1. Vouchers built by PEN will be InterUnit vouchers 
 
2. Vouchers will net to $0; 

a. the invoice line or lines copied from the PO and using the Internal Service 
Expense Account will debit purchasing agency for total amount of charges 

b. an offsetting invoice line will credit PEN for total amount of charges 
 

3. Vouchers will be Document Tolerance Checked, Budget Checked & Posted by AP Batch 
Process that runs daily. 
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 Note:  For the PEN InterUnit vouchers the receipt number will not appear on the 
voucher.  However, the PO, receipt and voucher are tied together in the system 
and this can be reviewed by navigating to the Purchase Order Document Status 
screen (Purchasing>Purchase Orders>Review PO Information>Document Status) 

 
 

Step 5:  MultiUnit Voucher Approval 
 

1. PEN AP Data Entry person to initiate voucher into workflow (Navigation:  Accounts 
Payable>Vouchers>Approve>Approve Voucher) 

 
2. PEN AP Manager will approve voucher by clicking link on Worklist to display Voucher 

Approval screen or by navigating to: 
 Accounts Payable>Vouchers>Approve>Approve Voucher 

 

 
 
3. Voucher will be routed to purchasing agency’s AP Manager’s Worklist for approval; 

clicking the link will open the MulitUnit Approval screen  
 

 
 
Or by navigating to: 

 Accounts Payable>Vouchers>Approve> 
 Approve MultiUnit Voucher Line 
  Enter Purchasing Agency’s Business Unit in the GL Business Unit field 
  Enter Pen’s Business Unit (00515) in the Business Unit field 
  Click Search 
  Click on the Approval Status Link to see what vouchers are Pending Approval. 
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4. Once the voucher is approved by both PEN and the purchasing agency; the purchasing 

agency should take the following steps: 
 

 
 

a. Click the “Notify” button at the bottom of the MultiUnit Voucher Approval screen; 
this will send an e-mail to PEN notifying them that the voucher is fully approved 
at the agency level and is ready for further processing. 

 
 

 
 

b. Send notification to RCollison@idoc.in.gov or use “Lookup Recipient” link to 
search for Collison,Richard 

 

mailto:RCollison@idoc.in.gov
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c. In the “Additional Recipients” section check the “To” check box next to “Created 

By” (this will also notify the AP Data Entry person at PEN that the voucher is 
ready for further processing) 

 
  The notification e-mail will provide PEN’s designated staff members with a link that will 
 take them to the screen in ENCOMPASS where the Transmittal Form can be generated 
 and printed. 
 

 
 

5. PEN will print the Transmittal Form compile it with the original billing document and 
forward to AOS for review and final approval. 

 
6. Once fully approved by AOS voucher will get picked up in pay cycle to complete the 

process; since this is a $0 voucher a payment reference number will be assigned on the 
Payments tab of the voucher but no warrant/ACH will be issued. 

   
7. PEN will receive payment based on the voucher invoice lines that will move funds 

between the two agencies by debiting the purchasing agency and crediting PEN’s 
Internal Service Revenue Fund & Account. 

 

 

Note:  We do want to remind you that the PO, once paid, must be closed by the 

purchasing agency just as any other purchase order will need to be.  

 

 

Important Links 
 

ENCOMPASS Website:  http://myshare.in.gov/sba/encompass/default.aspx 
IDOA Procurement Training & Resources:  http://www.in.gov/idoa/2342.htm 
Auditor’s Portal:  http://auditor.in.gov/ 
PEN Products Website & On-line Catalog:  http://www.in.gov/idoc/penproducts/ 
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http://www.in.gov/idoa/2342.htm
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