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In Ameresco-AXIS
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Background:
Agencies were looking for a method to tie utility payments paid through FMMI back to the actual vendor invoices in Ameresco.  A change was recently made in Ameresco that allows users to look up an invoice and the current payment status.

Purpose:
To provide guidance to look up an invoice in Ameresco-AXIS using Ameresco’s unique invoice ID (ex: 7 digits - 2225557) since the vendor’s account number is not available through the feeder process.  The invoice ID comes across on the interface and is recorded in the “Reference” field on the FMMI Document Header Page.  
                
Roles:
Access to AMERESCO-AXIS  
FMMI AP Evaluator/Reporter

Process:
To begin the research process in Ameresco-AXIS you must know the Ameresco unique ID number.  The number can be found in FMMI through BI or EEC reports.

· Run a BI report such as the Transaction Register Detail report, including a limit for document type “UT”, once the report completes add the Free Characteristic “Reference” to the report.  The Ameresco unique number will show in the Reference field with expense GLs (610000xxxx). 

· You can use the Funds Commitment Document to locate the number, following these instructions.

1. Display Funds Commitment:  Put the Funds Commitment Document (FCD) number in the field and hit enter.
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2. Then click on – Consumption
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3. This will bring up the invoices that have processed against the FCD.  Click on the underlined document number in the “Trigger document” field that you are researching.  
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4. This will bring you to the Display Document: Data Entry View, the information in the “Reference” field will be the Ameresco unique number.
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In Ameresco:

1. Login to Ameresco-AXIS

2. Under the Dashboard tab click on:  Processing > View Invoices Processed   (Note:  AXIS is temperamental and we have found it necessary to clear delete browsing history to get this to work).

[image: ]

3. Enter Invoice ID, click on View Invoice Image
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4. The invoice will be displayed; at the bottom of the invoice will be the payment status information. 
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Ameresco Axis ScanDate:	Date invoice received by Ameresco
Date Paid:			Date Ameresco issued payment to utility company
Cleared:			Date payment cleared Ameresco’s bank

Summary Document Flow for above example
2/27/14	Ameresco received invoice from vendor (ScanDate)
2/27/14	Ameresco requested payment from USDA
2/28/14	USDA sent payment request to Treasury for processing (normally takes 3 business days 
for EFT to process) (from info #4 above under FMMI)
3/5/14		Payment received to Ameresco from USDA (TC document in FMMI (screen not included)
3/5/14		Ameresco issued payment to vendor
3/12/14	Check cleared Ameresco’s bank
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