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#1
If you do not have an invoice number from the Vendor then use the following Invoice Number format. Use PD for Per Diem, RMB Reimbursement, TR Tool Rental.  Add up to 3 characters from the vendor’s name to keep the invoice number unique (DRG for David Real Gutierrez for example). If when posting, you get an error saying the invoice number is not Unique or Valid, add something to the end (-1, -2, or –A, -B, etc.) to make the invoice unique.

This invoice number will show in many places and help being able to find information later.  In ENTER BILLS, it will show in the Edit Report, On the Immediate Check, On the AP Invoice Posting Audit Report, and the AP GL Posting Audit Report.  Also, when you look at a GL Audit Report the Invoice Number will show up in information shown in the Expense account and the Asset (Check) account detail.
#2
If you have a PO# then put that in this field.  If not, be sure to enter a good description.  The more description you enter, the easier it will be to find information later.

The PO/Description shows up in the Edit Report, On the Check Stub, on the AP Invoice Posting Audit Report, and the AP General Ledger Posting Audit Report.  The PO/Desc is also shown in the GL posting detail when you are reviewing that information.
#3
The description field in the detail section of the Enter Bills portion of AP is extra important and in the past has not be used like it should be.  When a description is entered, it tells us if multiple expenses are being paid.  I.E. Per Diem for a week, rental of a stucco pump, and if cost of fuel for the Pump is additional then that can be shown as well.

The Detail Description is displayed on the Edit Report, AP Invoice Posting Audit Report and the AP GL Posting Audit Report.  Also, when you are looking at a GL Audit Report, each of the detail lines are shown in the expense account information.
