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OVERVIEW 

Spectrum‘s custom Accounts Payable (A/P) Vendor Invoice Import program offers the ability to 
create multiple General Ledger (G/L) distribution lines for a single invoice. The import includes 
the standard Spectrum Multi Company, Credit Card, Accounts Payable Inter-company logic and 
the option to include images built into the import. The program creates ‘unposted’ or 
‘unapproved’ A/P invoice transactions that pass validation rules.  

Vendor Invoice Import provides the following benefits: 

• Save time by avoiding manual entry of multiple headers (invoices) and details (line 
items). 

• Gain visibility into the accuracy of your invoices by vendor job, item type, etc. 

• Manage your intercompany transactions using the same invoice template. 

 
Vendor Invoice Import provides the following features: 

• Standard templates for you and your vendors. 

• Standard Spectrum Accounts Payable validation rules for invoices and accuracy. 

• Automatic transfer of invoices into either unposted or approval locations based on your 
preferences. 

 
Vendor Invoice Import needs the following: 

• Product serialization key defined within Spectrum. 

• The following modules must be installed: 
o Accounts Payable 
o General Ledger 

 

IMPORTANT: This custom import does NOT support user-defined fields at this time. 
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VENDOR INVOICE IMPORT 

To use the Vendor Invoice Import, click Accounts Payable | Data Entry | Vendor Invoice Import 
as shown below. 
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The Vendor Invoice Import screen page (shown without Cost Centers) is used to provide the 
necessary default information, review the file layout, review the errors, and allows you to upload 
the file into Spectrum.  

Shown without Cost Centers 

 

Shown with Cost Centers 

 

The start screen has the following four buttons at the top of the screen: 

• Continue 
o Click here to proceed with the uploading of the Vendor Invoice Import file into 

Spectrum. 
o See Importing the File section for more details. 

• Cancel 
o Click here to leave the screen. 

• File Layout 
o Click here to see the file layouts for the header record and the detail record. 
o See File Layout section for more details. 

• Errors 
o Click here to view the Error Correction Screen. 
o See Error Correction section for more details. 
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Selections 
The start screen has the following fields which are required with the exception of the Remarks 
and Image Path (when available). 

• Batch code: The code to be assigned to the imported Accounts Payable transactions if 
the import file does not include the code on the header file. 

• G/L Distribution Account: The default G/L account that is assigned to the Accounts 
Payable detail lines if the code does not exist on the detail line import record. 

• A/P G/L Account: The default A/P trade account that is assigned to the Accounts 
Payable header transactions. The field auto populates from the A/P Installation screen. 

• Remarks: The default remarks for the header if the import file does not include remarks 
on the header record. The header remarks print on the check when the invoices are 
paid. 

• Server image path:  Define the server path where the images will be stored and are 
defined in the import layout.  This is a temporary directory and the images are 
automatically deleted from this directory once there is a successful import of the invoice 
and the Vendor Invoices Created report is displayed. 

NOTE: If the Enterprise module is installed and Cost Centers are turned on, then two 
additional fields will appear on the start screen (as shown above). If Cost Centers are not 
turned on then these two fields will be hidden (as shown above). 

• Header Cost Center: The default Cost Center if the header import record is blank. Used 
for indirect cost entries only. 

• Detail Cost Center: The default Cost Center if the detail import record is blank. Used for 
indirect cost entries only. 

FILE LAYOUT 

The import process reads a comma-separated text file for the information about the invoices. 
Each imported invoice in the file has a header record and at least one detail record. For each 
invoice, the first line represents the header record and is labeled with an identifier “H”. All 
subsequent lines with the same invoice number are interpreted as detail records and will have 
the identifier “D”. The file must have at least one header and detail record per invoice or credit 
memo. 

Below are the formats for the Header and Detail records.  
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Header Record 
 

Name Type Len Req. Field Information 

1 Record ID Alpha 1 Yes “H” 

2 Vendor Code Alpha 10 Yes Validate to Vendor Master 

3 Invoice Number Alpha 20 Yes Unique for each vendor – no duplicates 

4 Type Alpha 1 Yes “I” or “C” 

5 Invoice Date Date 8 Yes Format = MMDDYYYY 

6 Tran Date Date 8 Yes 

This is the G/L date. Must be within AP Min/Max dates. Format = 

MMDDYYYY 

7 Batch Code Alpha 10  Import file or start screen 

8 Subcontract # Alpha 10  Validate to A/P Subcontract master 

9 Status Alpha 1  “O”pen; “H”old; “C”redit Card or “P”repaid 

10 

Bank Account 

Code OR Credit 

Card Account Code Alpha 15 

No if 

‘P’ 

Yes if 

‘C’ 

If status (field 9) = “P” this is the Bank Account code.* 

If status (field 9) = “C” this is the Credit Card Account Code 

which is validated to the Cash Management module 

11 Check # Alpha 6 Yes *If status = “P” 

12 Cash GL Account Numeric 12  *If status = “P”  

13 Check Date  Date 8 Yes *If status = “P”  Format = MMDDYYYY 

14 Invoice Amount  

(also known as 

Total before tax) 

Num 9.2 

 

Invoice Amount + Tax (if applicable)  Must be positive 

(If the Sales Tax code is used in the detail line, the sales tax 

amount for the detail will be added to that detail line and it will 

make the adjustment to the total invoice amount to keep the 

header and details in balance.  If the Use Tax is in the detail line 

it will not adjust the total invoice amount during the import.) 

15 

Retention 

(Holdback) Numeric 9.2  

Positive Amount only. G/L Installation option for Value added tax 

controls field name change. 

16 PO # Alpha 10  DO NOT USE 

17 Remarks Alpha 30   

18 Routing  Alpha 10  Validate to Invoice Approval Routing Maintenance. 

19 Card Number Alpha 10 No 

If status = “C” - Validate to Bank Account Maintenance, if sub 

accounts are checked, then the card number is required.  

20 Image filename Alpha 40 No 

File name will be used to create a document image attachment 

within the Document Imaging Master. 

21 Cost Center Alpha 10 No Validate to A/P GL Account and also Vendor Master. 

22  VAT Code Alpha 10 No 

G/L Installation option for Value added tax controls the use of 

this field.  Ignores if option is not selected. Validates to Value 

Added Tax Maintenance. If blank then defaults from G/L 

Installation. 

23 VAT Tax Amt Num 10.2 No 

G/L Installation option for Value added tax controls the use of 

this field.  Ignores if option is not selected. If field is blank then it 

will be calculated. 

24 Discount Amt Num 9.2 No 

Enter the Discount amount for this invoice. The amount entered 

here will override the Vendor Defaults for the discount due 

calculation. 
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Detail Record 
 

Name Type Len Req. Field Information 

1 Record ID Alpha 1 Yes “D” 

2 Vendor Code Alpha 10 Yes Validate to Vendor Master 

3 Invoice Number Alpha 20 Yes Unique for each vendor – no duplicates 

4 Type Alpha 1 Yes “I” or “C” 

5 GL Dist. Account Numeric 12 Yes Import file or start screen 

6 

Amount              

(Total before tax) Numeric -9.2 Yes This is the detail total before tax. 

7 Job Number Alpha 10 Yes* *If GL Dist. Acct is Direct Cost = Y 

8 Phase Code Alpha 20 Yes* *If GL Dist. Acct is Direct Cost = Y 

9 Cost Type Alpha 3 Yes* *If GL Dist. Acct is Direct Cost = Y 

10 

Remarks/Message 

Line Alpha 30  Import file or start screen 

11 Equip. Code Alpha 10 Yes* *If GL Dist. Acct is Equip. Cost = Y 

12 Equip. Cost Cat Alpha 4 Yes* *If GL Dist. Acct is Equip Cost = Y 

13 UOM Alpha 3    

14 Quantity Num -7.2   

15 Bill Item Alpha 10  Subcontract Bill Item 

16 Company Code Alpha 3  Used for Inter-company transactions 

17 Tax Code Alpha 15  

Validate to Tax Master - if the sales tax code is entered after the 

invoice is imported, the sales tax amount will be added to the 

detail line and it will be added to the header total amount. 

18 Work Order Alpha 10 Yes* *If GL Dist. Account is Work Order Cost = Y 

19 Item Code Alpha 15 Yes* 

*If GL Dist. Acct is Work Order Cost = Y; validate item code to 

item master. Non-stock items are allowed – item code must start 

with “!” (an exclamation point). 

20 Item Desc. Alpha 35   If item code is non-stock, description is required. 

21 Unit-Cost Numeric -12.2  Used for non-stock items only 

22 WO Site Equipment Alpha 8  Validate to Site ID Equipment (if populated); field is not required. 

23 

WO Site Equip / 

Component Alpha 2  

Validate to Site ID Equipment Component (if populated; field is 

not required. 

24 Service Contract Alpha 10  Validate to Service Contract Maintenance. (if populated) 

25 

Unit Bill (was called 

Unit-price) Numeric -12.2  If left blank, programming defaults based on item code 

26 Image filename Alpha 40  

If there are multiple images for one invoice transaction, the 

image file can be assigned to each detail line. 

27 PM Work Order Alpha 10 Yes* *If cost category requires PM work Order 

28 Cost Center Alpha 10 No 

Used for indirect cost detail lines only; validate to GL distribution 

account 

29 

Contract Labor 

Hours - Reg Numeric 4.2 No Positive or Negative numbers allowed. 

30 Labor Ext. - Reg Numeric 9.2 No Enter the dollar amount for the Regular time. 

31 

Contract Labor 

Hours - OT Numeric 4.2 No Positive or Negative numbers allowed. 

32 Labor Ext. - OT Numeric 9.2 No Enter the dollar amount for the Overtime. 

33 

Contract Labor 

Hours – DT Numeric 4.2 No Positive or Negative numbers allowed. 

34 Labor Ext. - DT Numeric 3.3 No Enter the dollar amount for the Doubletime. 

35 Labor Bill Code Alpha 2 No Validates to T+M Labor Billing Rate Maintenance 

36 T+M Message Alpha 30 No Entered text displays within T+M Billing 
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File Layout Examples 
The following example displays one header and seven detail records.  

• The detail records are direct job cost, but the example below displays a majority of the 
fields above.  

• The programming uses the GL Account field to determine which other import fields to 
use. 

• The job cost, equipment, work order, and service contract fields are populated on the 
detail record.  

• The programming looks for the required fields for indirect cost when the import is 
performed. 

 

It is important that the import file (whether it is a ‘.txt’ or ‘.csv’ file) have the required format 
defined above. The file must be comma-delimited, which means each field needs a comma to 
separate the information; therefore, if no data is entered for a field it still must have a comma to 
define the field and create a placeholder for that field. For example, if there is an indirect cost 
example (shown below), the Job / Phase / Cost Type fields are not needed, but there should be 
a comma placeholder or the import file will have an invalid format.  

 

If the file has too many or too few commas in the record, then an ‘Invalid Record Layout’ error 
will appear and the records must be reviewed. 



 
 
 
 
 

Vendor Invoice Import Add-On Product | 11 

 

IMPORTING THE FILE  

The Vendor Invoice Import allows up to 5000 total import records (this includes header and 
details lines).  Due to the complexity and time it takes to import images attached to the invoices 
within the import, we recommend that you limit the total number of import records to less than 
1000 (i.e. combined header and detail lines).  Once the file is created you can then define the 
selection information on the start screen and then click Continue to import the Vendor Invoice 
Import file.  

 

 

Once the PROIV Upload window opens click Browse to find where you stored your file that is 
ready to import.  
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Once the file has been defined, click Upload to continue. 

 

The import runs its programming routine then provides you with three possible reports based on 
the status of the import.  

1) Vendor Invoices Created Report  
o Displays when the file contains no errors. 
o The invoices are created and based on the A/P Installation screen option; they 

will be displayed either in the Vendor Invoice Entry or in Unapproved Vendor 
Invoices. 

 
2) Vendor Invoice Import Errors Report  

o Displays when the file contains errors. 
o The invoices are stored in the Error Correction screen for review and necessary 

corrections. 
 

3) The Vendor Invoice Import Failed – Bad Record Error Report  
o Displays when the file layout itself is invalid. 
o The file layout needs to be reviewed, corrected and resubmitted into Spectrum. 
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Report Examples 

Vendor Invoices Created Report 
 

 

This report shows you which invoices were created from the file that was imported. The invoices 
that have been created and based on the A/P Installation screen option will be displayed either 
in the Vendor Invoice Entry or in Unapproved Vendor Invoices. 

The program assigns records to either one of these two places based on the following Accounts 
Payable Installation setting: 
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If the “Use Invoice Approval processing?” box is selected, the programming will then route the 
transaction to the appropriate operator (hierarchy to be discussed later). If the “Use Invoice 
Approval processing?” box is selected and there is no routing code defined for the Invoice (or 
using the hierarchy rules), the program will send the transaction to Vendor Invoices and the 
transaction will sit as an un-posted transaction waiting to be updated. 
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Vendor Invoice Import Errors Report 

 

This report provides you with a listing of the errors that occurred, which records in the file were 
affected, and if they are available to be corrected in the Error Correction screen. 

 

 Vendor Invoice Import Failed Report 

 

This report prints if the import file contains any invalid record layouts. The field layout needs to 
be reviewed, corrected and resubmitted into Spectrum. 
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AFTER RECORDS ARE VALIDATED 

The Vendor Invoices Created report lists all of the invoice transactions that were successfully 
imported whether they are part of the initial import or after the errors have been corrected in the 
Error Correction screen. 

 

Once the records are imported successfully, they can be modified or added to (if needed) by 
accessing the transaction through Vendor Invoice Entry (or Vendor Invoice Approval screen if 
routing is turned on) as shown in the screen below. 

 

 

 

 

 

 

 

 

 

 

 

Vendor Invoice Entry 
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VALIDATIONS 
The Vendor Invoice Import program performs the following validations on all header and detail 
records within the import file:  

➢ Must have at least one header and one detail record per invoice or credit memo.  
➢ Invoice detail lines must have less than 900 lines per invoice. 
➢ A valid vendor code must be used and have a status of “active” or “inactive”. 
➢ Does a duplicate invoice number exist within the following locations? 

o Vendor Invoice Entry as an “un-posted” invoice. 
o Vendor Invoice Approval Routing Process. 
o A/P Aged Payables Report as an “open” payable item. 
o A/P Check Register History Report as a “paid” item. 

➢ Transaction Date (GL Posting Date) – must be within A/P Installation Min/Max dates. 
➢ The Invoice header amount must be greater than zero. If the detail lines net to zero, then 

the invoice is not created. 
➢ Subcontract master validation:  

o Invoice header records with both a “job #” and “subcontract #”. 
o Invoice detail validation on subcontract “phase codes” and “billing items”. 

➢ Invoice amount on header must equal the sum of all detail line amounts. 
➢ GL account validation: 
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o GL Distribution Account on detail record exists within the GL Account 
Maintenance with a status code of “active” or “inactive”. 

o Valid Job / Phase / Cost type if GL Account is “Direct Cost = Job”. 
o Valid Equipment Code and Cost category if “Direct Cost = Equipment Cost”. 
o Valid Work Order with a status not equal to “C” (Complete) if “Direct Cost = Work 

Order”. 
o Cash GL Account on header (if assigned) exists within the GL Account 

maintenance with a status code of “active” or “inactive”. 
➢ Tax Code validation on invoice detail record (if assigned). 
➢ Invoice Approval Routing Code on header record (if assigned). 
➢ Company Code validation on detail line: 

o Is the company valid? 
o Does the GL Distribution Account exist for the company? 
o Do the Job / Phase / CT exist for the company – if GL Account is “Direct Job 

Cost”? (See above). 
o Do the Equipment / Cost Category exist for the company – if GL Account is 

“Equipment Cost”? (See above). 
o Does the Work Order exist for the company – If GL Account is “Work Order 

Cost”? (See above). 
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➢ Status “P” for “Pre-Paid” has the following validations: 
o Requires Bank Account Code, Check #, Cash GL Account, and Check Date 

fields to be populated on the invoice header. 
o Bank Account is validated to Cash Management Bank master. 
o Check Number is not a duplicate from payment history. 

➢ Status “C” for ‘Credit Card’ has the following validations: 
o Requires a Bank Account Code to be populated on the Invoice Header. 
o A Credit Card number and any Sub Accounts are defined on the Invoice Header. 
o The Credit Card Amount must be populated. 
o Verifies if the ‘Credit Card Issuer?’ is checked on the Vendor Master. If this 

question is selected, then the Vendor cannot be paid with their own credit card. 
Spectrum will not allow you to pay yourself with a credit card. 

➢ Work Order validation: 
o Does the work order have a “complete” status? 
o Is the inventory item valid? If item starts with “!”, it is considered non-stock. 
o WO Site Equipment is validated to WO Site Equipment Maintenance if populated. 
o WO Site Component is validated to WO Site Equipment Component 

Maintenance if populated. 
▪ WO Service Contract is validated to Work Order if populated then it 

validates the Service Contract against Work Order default Service 
Contract defined on the Work Order (as shown in the screen below). 
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▪ If this WO default service contract field is blank on the work order, then it 
checks the Service Contract Master file to see if the data in the file exists. 

➢ T+M Transactions validation: 
o Is the job ‘Price type’ set to ‘Time + Material’? 
o Are contract labor hours and labor extension populated? 

▪ If so, the invoice detail gets posted to T+M using the contract hours 
(Regular, OT & DT) and the associated extension, then calculates the 
rate assigned based on the Labor Billing Code.   

▪ If the extension or billing code are not populated, the invoice posts to T+M 
as ‘cost’ only. 

o Labor Billing code is valid from T+M Labor Billing Maintenance. 
➢ Document Imaging validation: 

o The ‘Drawer File Maintenance’ must exist for the company with the following 
definitions: 

▪ Cabinet = VENDOR 
▪ Drawer = AP INVOICE 

o The Image attachment in the file must exist within the “image” path listed on the 
start screen. 

o The file must contain less than 1000 total records per import file when images 
are associated due to the complexity and time of creating images during the 
import process. 

➢ Cost Center validation: 
o Cost Center (header) on start screen is valid for A/P GL Account. 
o Cost Center (header) on start screen is valid for Vendor. 
o Cost Center (detail) on start screen is valid for GL Distribution account. 
o Cost Center (import detail) is valid for GL distribution account. 
o Cost Center on Phase Detail record (if any) is valid for GL Distribution account. 
o Cost Center on Job / Phase is valid for Vendor. 
o Valid Inter-Company posting account within GL Installation. 
o If the invoice is “P”repaid, then the Cost Center on the Bank Account must be 

valid for the cash account. 
o If the invoice is “P”repaid, then the Invoice Cost Center on header must be valid 

for bank account or header cash account. 
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ERROR CORRECTION 

Imported transactions that fail the validation rules are saved to a custom Error Correction screen 
where errors can be resolved or the transaction deleted. To access the Error Correction screen 
click Errors on the Vendor Invoice Import screen. 

 

Once the errors are fixed, the transactions are immediately sent to Accounts Payable waiting to 
be “updated” or sent through to the Vendor Invoice approval process (based on Invoice 
Approval setup within the Accounts Payable Installation screen). 

If the imported transactions do not pass ALL of the above conditions, all of the imported records 
(with an error condition) are written to a custom multi-user “error correction screen”. If an Invoice 
number has six detail lines with only one error, the entire record (header and detail lines) is 
considered an error and can be adjusted within the error correction screen.  

If there is a batch that contains both valid and error conditions, the valid transactions will post 
while the “error condition” transactions will post to the “error correction” screen. There will be a 
Crystal Report that displays the error conditions prior to writing to the error correction screen. 
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Vendor Invoice Import Errors screen 

 

The error details can be “filtered” by batch code. If there are multiple A/P batches that have 
been imported, you can filter the errors based on one particular batch or see “ALL” the error 
conditions. The error correction screen displays basic invoice header information pertaining to 
the transaction. Each column on the error correction screen can sort the data in either 
ascending or descending order by clicking the column name. 

The “Vendor Invoice Import Errors” screen allows you to select or delete a record by placing the 
cursor on the record and hitting the “edit” or “delete” button at the top of the screen. The Listing 
button provides a report called ‘Vendor Invoice Import Errors Listing’ to be printed when you are 
viewing the “Vendor Invoice Import Errors” screen. The Listing allows you to select any records 
and get a report that shows the errors for those highlighted transactions (see report example 
below). 
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Invoice Header Error Correction screen 
Select an invoice from the Vendor Invoice Import Errors screen and click Edit. The Invoice 
header error correction displays (shown below) the information provided during the import from 
the comma delimited file. 

As you are correcting the errors that exist on the Header or individual Detail lines it is import to 
click the Save button as you complete the correction or leave the screen. This will then create 
the any invoices that no longer have errors and provide the user with the Vendor Invoices 
Created report. 
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The “Pre-Paid” Detail fields can be displayed and populated if transactions from the import file 
had a status = “P”repaid or the “Pre-paid?” box is checked. If the status is “open” or “hold” or the 
“Pre-paid?” box is un-checked then entries into these data fields are not allowed. The purchased 
with “C”redit Card Detail fields can be populated only if transactions from the import file had a 
status = “C”redit Card. If the status is “open” or “hold” then entry into these data fields are not 
allowed. 

If the A/P Installation screen does not have the Invoice Approval Routing flag selected, then the 
routing code defined in the properties section of the screen will not be displayed. 

Click on the “View Error Messages” button to display the errors pertaining to the transaction 
within a new window as shown below: 
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View Error Message screen 

 

Once the data has been corrected on the Invoice Header Error Correction screen then the 
Invoice Detail Error Correction screen is displayed for correcting.  

IMPORTANT: The only mode available on the detail section will be Edit mode.  
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Invoice Detail Error Correction screen 

 

Features of the Invoice Detail Error Correction screen: 

• The programming validates the contents of the screen for each sequence number.  

• Sequence line errors are displayed with two red asterisks as shown in the screen above.  

• The detail error(s) are listed in the “error messages” list box.  

• Additional detail lines cannot be added to an existing Invoice while in the Error 
Correction screen. 

• The Work Order button is available when the selected detail line contains a work order 
direct cost account. The data fields for this button are the same as in standard A/P entry. 

Once the errors are corrected, the OK button can be selected to move back to the first error 
correction screen. At this point, if there are no more errors for the transaction, it leaves the 
custom “error correction screen” and displays the ‘Vendor Invoices Created’ report before it 
updates the unposted or unapproved invoice table.  
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If the Cancel button is selected the transaction will remain within the “error correction” table until 
the transaction has the error condition resolved or is deleted. 

MISCELLANEOUS OPTIONS 

The following options can be applied and used with the Vendor Invoice Import based on each 
company’s specific needs. 

Document Image Creation 
The programming creates document images for each imported invoice if the image is defined on 
the import file header or detail and exists in the default start screen image directory. Due to the 
complexity and time it takes to import images attached to the invoices within the import, we 
recommend that you limit the total number of import records to less than 1000 (i.e. combined 
header and detail lines).   

The following example has an image file attached on the header record: 

 

The above file name must exist in the defined server image directory on the start screen (shown 
below) prior to the import. 
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If the attachment name is found in the server image directory, then the Vendor invoice is 
created with an image.  The ‘Vendor Invoices Created’ report will print the following: 

 

If the attachment name is not found in the server image directory, then the Vendor invoice is 
created without any images.  The ‘Vendor Invoices Created’ report will print the following 

 

If the import file does not have any file names attached, the report excludes the following 
summary information from the report (as shown below): 

➢ A/P Invoice Image(s) created: 
➢ A/P Invoice Image(s) errors: 
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NOTE:  The server image path on the start screen is a a temporary directory where the images 
are stored prior to the import. During the import process the images are copied to the Drawer 
File Maintenance path for Cabinet = VENDOR and Drawer = AP INVOICE.  The images are 
then automatically deleted from this temporary directory once there is a successful import of the 
invoice and the Vendor Invoices Created report is displayed. 

A/P Invoice Approval Routing 
If Invoice Approval processing is turned on, then the transactions are routed based on the 
routing code assigned on the header record during the import. If the routing code is blank on the 
import transaction header, then the program uses the standard Spectrum routing logic. Listed 
below is the routing hierarchy that is used: 

1. Import file – defined in the header record in field 18 (Routing code). 
2. Job Master routing code – the program checks the dollar limit when determining which 

code to use. 
3. Vendor Master – the program checks the dollar limit when determining which code to 

use. 
4. Accounts Payable Installation screen – the program checks the Invoice Approval tab for 

the Routing information. 
 

If the Invoice Approval routing is NOT turned on, then the transactions post to the standard A/P 
un-posted tables. At this point, the A/P transaction register (summary or detail) can be printed 
from the standard A/P Update process. 

Tax Issues 
The program assigns sales or use tax for each detail line based on the following hierarchy rules: 

1. Import file – the tax code defined in the detail record. 
2. If the invoice is Job based, then the Job Master will be reviewed for a Tax class code; 

the Tax Classification file maintenance (programming will check the A/P overrides tab) 
will determine what tax is assigned to each line item. 

3. The Tax code defined on the Vendor Master. 
 

The programming calculates the necessary tax (sales or use) for the detail line items and then 
adds it to the invoice header (if tax code = sales tax) to update the invoice amount. 
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Multiple Division Validation 
Spectrum offers a feature that validates the division assigned to job numbers with the General 
Ledger departments. This controls posting of cost and revenue items into the General Ledger 
codes assigned to that department. This is done in the Job Cost Installation screen. 

For example, if Division 2 is assigned to a job, when entering vendor invoices if a General 
Ledger Code starts with something other than a “2” the system will return an error message. 
There is an additional feature that will automatically substitute the correct department code. So, 
if 1515 is entered as a General Ledger Code, then the system will try to substitute 2515, and 
verify that 2515 is a valid General Ledger Code in the General Ledger Maintenance file. 

The Job Cost Installation screen is checked during the import to determine how the validation 
for the Job Division with GL Department flag is set. If N, then the programming uses the default 
General Ledger code from the start screen or import file. If this flag is set to Y, then the Job 
Division needs to be determined from the Job Master File. 

If the GL Code in this field has a different department code than the one in the job file, then it 
will substitute the correct Job division. At this point, the programming validates the General 
Ledger Code to the G/L master file. If the code is invalid, then it is considered an error during 
the import. The General Ledger Code MUST be direct cost = Y, validate to the Job division and 
the Cost Type assigned to the invoice detail line for the import to work. 

Purchased with Credit Card 
When you select the “Purchased with credit card?” check box, the Credit Card Charge window 
displays and you select the credit card account that was used for payment of this invoice. 
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Once the Credit Card Charge box displays, the credit card information must be entered. The 
Credit Card information can be entered two ways based on how the Credit Card is set up on the 
Master Account. The Credit Card account can have a master account with multiple sub-
accounts (Credit Card numbers) defined or it can just have one master account number. Enter 
the Credit Card information that is to be used as shown on the next screens. 
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Credit Card Charge Entry with a Master Credit Card Account with a multiple card numbers. 

 

Credit Card Charge Entry with only a master Credit Card Account defined. 

 

 

Inter-Company Logic 
The custom programming supports inter-company transactions. Each detail line is validated 
based on the company code assigned. If validation is passed, the custom routine uses the same 
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logic as the standard A/P Invoice Entry program to create the necessary Debit and Credit 
Accounts for General Ledger Posting.  

 

The above example is an imported “inter-company” example that was imported into Company 
“SP2” but the job expense is for Company “SP3”. 

Inter-Company Job Cost Invoice – Invoice is entered within “SP3” Company; Job Expense 
Company is “SP2”.  

 “SP2” – Direct Job Cost Expense   45.50 
 “SP2” – Inter-Company Account      45.50 
 “SP3” – Inter-Company Account   45.50 
 “SP3” – Accounts Payable       45.50 

 

Time + Material Contract Labor Logic  
The custom programming supports Time + Material Contract Labor transactions. Each line is 
validated based on the amount, the hours and extension for each type of labor (R, OT or DT). 
This logic was changed in SP14.22 to use the extension rather than the labor rate. The labor 
rate is now a calculated amount. If validation is passed, the custom programming uses the 
same logic as the standard A/P Invoice Entry program to create the necessary Debit and Credit 
Accounts for General Ledger Posting. 
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Cost Center Logic 
If Cost Centers are turned on for a particular Spectrum company code, each invoice will have 
two Cost Centers assigned: one header and one detail Cost Center. The Cost Centers can be 
the same but can also be different. The custom start screen looks like the following example: 

 

The import file allows for Cost Centers to be attached to both the header and detail records. 
Cost Centers attached to the import file “detail” lines are only used for indirect cost entries. 
Direct Job, Equipment or Work Order Cost use standard Spectrum Cost Center logic to assign 
the Cost Center for the given transaction type and is not overridden by the assigned Cost 
Center field on the detail record. 

Cost Center Assignment  

1. Assign Cost Center from start screen to invoice header – the following validation is done 
prior to assigning the Cost Center in the invoice header: 

a. Is the Cost Center on the start screen available for the A/P GL code?  
b. Is the Cost Center available for the Vendor? 

2. Invoice detail Cost Center assignment – the following validation is done prior to 
assigning the Cost Center to the invoice detail record: 

a. Indirect Cost – is the Cost Center on the detail valid for the GL distribution? 
b. If detail is blank, is the detail Cost Center on the header valid for the GL 

distribution? 
c. Is the Cost Center valid for the Vendor? 
d. Direct Cost GL Expense: 

i. Phase Code (Cost Center is optional) –  
1. Is the Cost Center available for the GL distribution account (start 

screen or import file)?  
ii. Job – same as above. 

e. Equipment Cost GL Expense: 
i. Cost Category – (Cost Center is optional) 

1. Is the Cost Center available for the GL distribution account (start 
screen or import file)?  

ii. Equipment – same as above. 
 

f. Work Order GL Expense: 
i. Site – is the Cost Center available for the GL distribution account? 
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Transactions within the import file which do not pass the Cost Center validation rules (header 
and detail) will reside within the error correction screen. At this point the transaction can be 
updated with the correct information or deleted. 

 

IMPORTANT: Vendors and General Ledger Accounts can have unlimited Cost Centers 
while Jobs, Work Orders, and Equipment can have only one Cost Center.  

• Direct cost entries with an invalid Cost Center error can’t be changed in error 
correction. The record must be deleted. 

• Indirect cost entries with an invalid Cost Center error can be changed within error 
correction.  

    

Conversion Usage 
The Vendor Invoice Import can be used to bring in historical data during the conversion process. 
Please contact your Conversion Manager or Trainer for assistance. 


