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RECEIVING & ACCOUNTS PAYABLE: ACTIVITIES 
Visit https://trn.one.iu.edu and click on the BUY.IU TUIT task tile to access the training environment. 

ACTIVITY 1: LOGGING RECEIPTS 
For each scenario below, determine if receiving is required in order to pay the Invoice. If receiving is 
required, log the Receipt. 

1. In the Non-Catalog Orders class, you placed a one-time order with Pier Group for 13 Surface Pro 6 
tablets. The order totaled $13,845. So far, your department has received one tablet. The remaining 
tablets are on backorder. 
 
Pier Group submits an invoice to DMR, totaling $1,065, which books against the Purchase Order.  
 
Is a Receipt required in order to pay this Invoice? If yes, which type of Receipt:  Cost or Quantity? 

 

 

2. In the Catalog Orders class, you placed an order with CDW-G for three Ethernet cables and one 
Microsoft docking station. The order totaled $171.76. The items have shipped and CDW-G already 
invoiced IU for the goods. 

 
Is a Receipt required in order to pay this Invoice? If yes, which type of Receipt:  Cost or Quantity? 
 
 
 
 

3. You work in the Kelley School of Business on the Bloomington campus. Each year, your department 
establishes a Recurring order with a local Coca Cola distributor. The blanket order is used to 
purchase refreshments for student recruitment events throughout the year.  
 
Coca Cola submits an invoice, totaling $6,095, for payment, and the Invoice books against 
PO0005155.  
 
Is a Receipt required in order to pay this Invoice? If yes, which type of Receipt:  Cost or Quantity? 

 
 
 

  

https://trn.one.iu.edu/


Office of Procurement Services 
Indiana University 

Receiving & AP Activities Page 2 Last updated 11/13/2019 
 

ACTIVITY 2: MATCHING RULES AND INVOICE REVIEW 
1. The School of Medicine holds a welcome celebration for its newly accepted med students. 

Chartwells, the preferred caterer on the IUPUI campus, catered the event. In total, catering for 
the event was estimated to cost $1,170. Chartwells submits an invoice for the event which is 
undergoing matching in BUY.IU. 

a. What matching rules apply to this Invoice? 

 

b. Will this Invoice route for fiscal review? 

 

c. The Invoice fails matching rules and routes to Matching Exceptions for review and 
approval. Review the matching summary below and determine why matching failed. 

 Ordered Received Net Invoiced 
Quantity: 1 -- 47 
Unit Price:   1,170.00 USD -- 2.00 USD – 37.00 USD 
Ext. Price:   1,170.00 USD -- 1,285.63 USD 
Document DTS&H: 0.00 USD -- 110.57 USD 

 

 
2. You work in the Center for Rural Engagement on the Bloomington campus. In May, you 

established a Recurring order with Lamar Outdoor Advertising to purchase billboard space along 
Interstate 69 in Indiana. Lamar Outdoor Advertising bills your department quarterly. 
 
It’s October and the first invoice is submitted to DMR. The invoice’s value is $6,750. 

a. What matching rules apply to this Invoice? 

 

b. Will this Invoice route for fiscal review? 
 

 

ACTIVITY 3: LOCATING INVOICES 
You are responsible for reviewing Invoice activity for your organization. Login to the production 
environment of BUY.IU, create, and save searches which return Invoices meeting the criteria described 
below. 

1. Invoices which have been paid in the past 30 days. 

2. Invoices which did not require fiscal review and approval prior to being considered OK to Pay. 

3. Invoices which require the logging of a Receipt prior to being considered OK to Pay. 

Next, Create a dashboard in BUY.IU which contains your saved searches. 
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