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FV60_Park Vendor Invoice-Tax Withholding
 
Overview
 
Transaction Description:
This tile is used for non-PO A/P related invoices from vendors. This invoice document is routed to Central A/P.  The A/P department reviews the invoice to ensure it is in line with like invoices.
 
Penn State Purpose:
The purpose of this transaction is to enter non-PO related invoices. Please refer to the Payment Decision Matrix for usage criteria. Invoices such as utilities, rents and car leases can be paid via the non-PO invoice. 
 
If the vendor is 1042S or 1099 reportable, proper tax withholding needs to be completed at invoice entry.  This simulation will demonstrate the tax withholding steps.

Process Steps
 
[bookmark: TS_202A95C4675D429E824D226E2CAFAEF6]In this simulation, we will demonstrate how to pay an International Vendor. The payment is an Honorarium, requiring a 30% Tax Withholding. Refer to the Non-U.S. Citizen Payment Guidelines for guidance.
If the Vendor Number is unknown, refer to the Display Business Partner simulation for guidance.
1. 860008757 is typed in the Vendor field.
[bookmark: TS_AC2C57C653DD4E4EB95884C0FC037178]2. The Vendor is selected.
[bookmark: TS_34A2836C717645E6B1924DF3476F4967]The original invoice date is entered.
3. 04/28/2020 is typed in the Invoice date field.
The Reference field should be populated with the Vendor Invoice Number (strictly the number itself without additional entry).
4. 567 is typed into the Reference field.
The invoice Amount is entered.
5. 7500.00 is typed in the Amount field.
The Text field can be filled with up to 50 characters.  This can be used to describe the reason for payment.
6. Honorarium Payment is typed in the Text field.
Note: The Text field can be used to help the vendor identify the reason for payment.  When entering an asterisk (*) before the text, this information will be output on the payment advice.
Enter is pressed.
[bookmark: TS_9510932E3EE549BFBBE5EBF61CBA8E36]When Enter is pressed, the Vendor information is populated.  It is important to validate this information to ensure the correct vendor is being paid to the correct address.
[bookmark: TS_86F679F8F5B5425487F591E91BC9BEF6]System Status Bar Confirmation:
This Vendor is subject to withholding tax per the W-9 provided by the vendor.  This information is maintained on the vendor master record.
[bookmark: TS_04A3F7CF12114F68A58A002BE1A2801D]Now we will enter the payment information.
7. The Payment tab is clicked.
[bookmark: TS_F111749C14DB4F9285467B42D7D7B544]Payment terms will default from the vendor set-up. Only change payment terms if there is an exception which overrides the vendor master data for this invoice. For this invoice, we will update the payment terms.
8. The Pyt Terms field is clicked.
[bookmark: TS_D29087F25A884A679FA3E5D66591CC7B]Terms of Payment options are displayed. For this demonstration we will select option 0001, Net due 30 days; .5% discount if paid in 10 days.
9. The 0001 Terms of Payment is clicked.
[bookmark: TS_E4BA07675F32437BAFDE2FC3AAFBF10F]10. The Apply button is clicked.
[bookmark: TS_0857DC9713B44537AEC014D315A04DF7]The Payment Method field should be left blank in most situations.  A blank indicates the invoice will be paid by the payment method selected by the vendor.
 
Note: Payment method for international vendors should be Check (C), USD Fed Wire (W), or Foreign Currency Wire (F). Foreign vendors cannot be paid as Bank Transfer/ACH (D) due to compliance.
[bookmark: TS_0A263E948BFD42CA8485C839939ED555]Next, we will enter the withholding tax information.
11. The Withholding tax tab is clicked.
[bookmark: TS_383685C89B564DD88FC246D245E8E5A8]The withholding tax base is the invoice amount in US currency. The withholding tax amount is 30% of that amount. 
 
Refer to Non-US Citizen Payment Guidelines to determine when 30% withholding tax should be applied.
[bookmark: TS_33B00DD691444302BDB433D006D42D57]12. 7500 is typed into the W/Tax Base FC field.
13. 2250 is typed into the W/Tax Amt in FC field.
Remember, the withholding tax is 30% of the withholding tax base.
[bookmark: TS_256DDC9EF59545C49719E580E862BDC7]The Line Item information is completed.
14. 52600901 is typed into the G/L acct field.
The Honorarium amount should be entered in USD. Line items should total the amount displayed in the Header. 
15. 7500 is entered into the Amount in doc.curr. field.
16. Honorarium is typed into the Text field.
Cost Center, Internal Order or WBS Element is required for a P&L G/L.
17. 6510801000 is typed into the Cost center field.
Enter is pressed.
[bookmark: TS_6576972A7D9D43DFAA83F6FF6EAFD872]When specifying a Cost Center, the Business Area, Fund Center, Fund, Grant, and Functional Area will populate when pressing Enter on the keyboard. This derivation of information also happens for an Internal Order or WBS Element.
 
If a Balance sheet G/L is used, Business Area, Fund, and Grant will need to be entered instead of a Cost Center, Internal Order, or WBS Element. The Grant value NOTRELEVANT is used when a Grant does not apply.
[bookmark: TS_D076A381CBEB47F69DF1CF39319E6AC8]A parked document is saved, but not yet posted. 
18. The Save parked document button is clicked.
[bookmark: TS_4C1096581A1643779EFD4AE609A91180]System Status Bar Confirmation:
Document 1900013824 1855 was parked.
[bookmark: TS_2E59D72A42404FB1990F649A8008395A]Note: The Park Vendor Invoice screen is cleared for the entry of another invoice after Saved parked document is clicked.
[bookmark: TS_49B1997812664627B2A022F0FA5985F4]To add attachments before workflow is triggered, the document must first be parked.  We will open the newly created document.  Note the document number displayed in the System Status Confirmation Bar - 1900013824.
[bookmark: TS_B4FB26C62B274CC98C70345836B66942]19. The More dropdown is clicked.
[bookmark: TS_1A3CC576D2D041ECAEDAD04A1D500489]20. The Document menu item is selected.
21. The Display menu item is selected.
[bookmark: TS_FE3A984E8886415EA527EE07E2E46284]Document 1900013824 is now open.  The information is grayed out.
Clicking the Document button will change the display options, enabling us to edit the document before submitting it to the workflow.
22. The Document tab is selected.
[bookmark: TS_0C7F5C5C52DD4D31AE140AF57F1C71AC]The Services for Object dropdown is used to attach the invoice and any supporting documentation.
Refer to the following websites to determine which documents must be attached:  
 
Non-U.S. Citizen Documentation Chart
 
Non-U.S. Citizen Payment Guidelines 
23. The Services for Object dropdown is selected.
[bookmark: TS_832F4B615CC7429DAA36006DA77FDBAB]24. The Create menu item is clicked.
25. The Create Attachment menu item is selected.
[bookmark: TS_5A11A6D975514C0A9D38D442657CF555]The File Upload pop-up is displayed. The OK button is clicked to confirm we would like to upload a file to the SAP system.
26. The OK button is clicked.
[bookmark: TS_55C79D274A984E58970BBFCA7D3079C6]27. The 01 Sample attachment File is clicked.
[bookmark: TS_F993BDCC06204F9BB92A71240EFE02F3]28. The Open button is clicked.
[bookmark: TS_E971F463346A4C36995A3DDF17DAFB0E]The document attached should be verified as correct by selecting the Services for Object dropdown.
29. The Services for Object dropdown clicked.
[bookmark: TS_EF5F1BCDAD264E139297D623A9C1F65D]30. The Attachment list item is selected.
[bookmark: TS_7C82E494A79F40D784405CF9A08EF056]The attached document is displayed. Multiple attachments can be created for this invoice.
[bookmark: TS_D00A19BE26A64989A3D287B3850A15FF]31. The Continue button is clicked.
[bookmark: TS_1995115B3E4743B2B9F6FE2434BA4283]32. The Save as Completed button is clicked.
[bookmark: TS_1BA719C9E3FF48E083A45EF2EB62E2E2]System Status Bar Confirmation:
Preliminarily posted document 1900013824 1855 was changed and workflow has been triggered.
[bookmark: TS_D25743D097E84DBCAB0E75A75AB545E7]Once workflow is kicked off, do not make any changes through the Park Vendor Invoice tile. Adjustments must be made by going through the Inbox.  Refer to the Business Workplace_Inbox simulation for guidance with this process.

Disclaimer
 
Alternative Format Statement 
This publication is available in alternative media upon request. 
 
Statement of Non-Discrimination 
The University is committed to equal access to programs, facilities, admission, and employment for all persons. It is the policy of the University to maintain an environment free of harassment and free of discrimination against any person because of age, race, color, ancestry, national origin, religion, creed, service in uniformed services (as defined in state and federal law), veteran status, sex, sexual orientation, marital or family status, pregnancy, pregnancy-related conditions, physical or mental disability, gender, perceived gender, gender identity, genetic information, or political ideas. Discriminatory conduct and harassment, as well as sexual misconduct and relationship violence, violates the dignity of individuals, impedes the realization of the University’s educational mission, and will not be tolerated. Direct all inquiries regarding the nondiscrimination policy to Affirmative Action Office, The Pennsylvania State University, 328 Boucke Building, University Park, PA 16802-5901; Email: aao@psu.edu; Tel: 814-863-0471.
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