Preparing Claim Vouchers for Wright Express Bills with

 Non-Fuel Charges
The Federal Government requires that the State reports the total spend with merchants/vendors for any services provided to the State.  This includes all merchants accepting a State issued Credit Card for payment.  This includes the Wright Express fuel card and the JP Morgan Chase travel and p-cards.

IDOA and the Auditor’s Office have developed the following process for preparing claim vouchers for the payment of services on a credit card bill.  The IRS has a broad definition of what is reportable.  If an item is purchased and the merchant performs the installation of the item, the entire purchase is reportable (i.e. tire purchase and mounted).  If the item is purchased and is installed by a state employee then the item’s purchase is not reportable.
If there is any doubt, it is always better to report the transaction.

Creation of Claim Voucher
Each agency must create a separate claim voucher for fuel and non-fuel charges.  
Follow this navigation to create the voucher Accounts Payable > Vouchers > Add/Update > Regular Entry.  On this screen enter Wright Express (Vendor ID 0000119208) as the vendor, the invoice number, the invoice date , and the dollar amount being paid with this voucher (Note:  This may not be the total gross amount of the invoice).  If the Billing does not contain an Invoice Number it is suggested to use the account number and the billing date for this.  Once you have added all the information to add a new value click the Add button.
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The following screen will be seen.  On this screen each service from the billing will need to be entered as an invoice line.  If multiple non-fuel items have been purchased from the same merchant either a new invoice line can be used for each item or one line with multiple distributions can be used.  Both options will be shown. 
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25 non-fuel items or less:  

One merchant, One line, One Purchase (Charge)
If an agency has 25 or less non-fuel purchases on a claim voucher each charge must be represented by on line on a claim voucher.  To create one invoice line for each non-fuel item invoiced three things must be completed.  They are the Description, the Extended Amount and the GL Chart.
The Description must be the Vendor Name and FID ID  number.

The Extended Amount is the total for the charge from the Invoice.

The GL Chart is the complete set of accounting for the individual item.
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One merchant, One line, Multiple Purchases (Charges)
If the agency chooses to combine all charges for each non-fuel item invoiced by a merchant three things must be completed.  They are the Description, the Extended Amount and the GL Chart.

The Description must be the Vendor Name and FID ID number.

The Extended Amount is the total for all charges from the Invoice for the merchant.

The GL Chart is the complete set of accounting for the individual item.

For each item a separate GL Chart must be completed for each charge.  To add a distribution line click the + sign in the GL Chart tab.  The system will ask for the amount of distribution lines to be added.  Add the number of lines based on the total number of charges for the merchant on the invoice.  If the merchant has 3 charges 2 new lines will be needed.

Once the lines have been added each must have its own accounting information added.  Make sure that the amount for each line totals the Extended Amount.
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Once all non-fuel lines have been added to the claim voucher continue processing as normal.
Before running the pay cycle
Each agency must run the query SOIAP008 in ENCOMPASS.  To access this query follow this navigation in ENCOMPASS Reporting Tools > Query > Query Viewer.  Then search by the Query name of SOIAP008.
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Click on the link to Run this query to Excel.  A new window will open where two pieces of information will be requested.  The agency business unit number and the Origin for the person creating the Wright Express voucher.  Once both pieces have been entered run the report.
Below is a sample of the Excel sheet from this query.  This Excel sheet should be sorted by vendor name or vendor number.  All lines that do not pertain to the Wright Express voucher should be removed.  This spreadsheet must be printed and submitted with the voucher to AOS.
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More than 25 non-fuel purchases:

If as a general rule your agency has more than 25 individual non-fuel purchases during the month your Director of Accounting can request to follow this procedure.  The request must be in writing (email ok) and sent to Teri Lawhorn at tlawhorn@auditor.in.gov.  Please reference the Wright Express claim voucher process.

One merchant, One line, All Charges

If an agency has more than 25 non-fuel purchases on a claim voucher the agency will create one line on a claim voucher.  To create one invoice line for all non-fuel item invoiced three things must be completed.  They are the Description, the Extended Amount and the GL Chart.

The Description must be Wright Express non-fuel charges.

The Extended Amount is the total for the charge from the Invoice.

The GL Chart is the complete set of accounting for the individual line.
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Before running the pay cycle

Each agency must download the invoice charge details from WexOnline.  All fuel items must be removed from the spreadsheet.  Also remove all columns except Posted Date, Merchant Name, Product and Non-Fuel Cost.  You will need to add columns for Merchant Tax ID.
The product will need to be changed to a description of the non-fuel item presented.  Below is an example of a completed spreadsheet that should be printed and sent with the claim voucher.
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Colleting W-9s for Non-fuel Vendors

To comply with the Federal Government 1099 reporting requirements, the Auditor’s Office requires that W-9 information be provided for each non-fuel merchant paid on the Wright Express card.  
It is the responsibility of the Program Administrator to obtain the W-9 information.  The W-9 information should be collected for all merchants not already in the vendor file (currently VinQ until AOS implements Encompass).  The W-9 for each merchant should be provided within the packet with the voucher for payment of non-fuel items.  

The agency should first determine if the merchant with the address matching the purchase address is contained in the vendor file.  VinQ should be checked for this matching information.  You may also check and see if the merchant is listed on the IDOA list of “W-9 verified merchants”.  This list will be located at http://www.in.gov/idoa/3694.htm. 
If the merchant can not be found in the current vendor file the agency must obtain a W-9 to submit with the claim voucher.  If a W-9 can not be obtained prior to payment the agency must submit a copy of correspondence with the merchant trying to obtain the W-9 in lieu of the actual W-9 form.  The agency must supply the Auditor’s Office a W-9 within 30 days of submission of the claim voucher for payment.

Claim Voucher Package

When submitting the claim voucher for payment of the non-fuel purchases with Wright Express the package must contain these items:
1)
Copy of appropriate cover sheet on the front of the pouch.

2)
Completed Wright Express claim voucher and abstract form.
3)
Invoice from Wright Express.

4)
Print out of SOIAP008 query or Spreadsheet.
5)
W-9s or letter if necessary.

6)
Other claim vouchers, abstracts and invoices.
7)
Diskette of vouchers

8)
Disk printout/PDF file from PeopleSoft.

*Note:

Vouchers may contain as many invoice/distributions lines as PeopleSoft will allow, however, there can only be 10 different objects listed on one voucher.  Minor points can be mixed as long as .8 or .9 do not appear.
