Xerox Copier Leases
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FMO, Procurement Services, and Kyle Office Printers (Xerox) have collaborated to streamline the Xerox invoicing process. Here’s a simple guide to help you navigate this new electronic invoicing process.

Overview

The new process simplifies how you handle Xerox copier invoices by automating the process. You will still create requisitions with quotes from Xerox and route them to Procurement Services. However, the Purchase Order format will change in order for the automation of invoice receipt and payment to occur.  This process will reduce the number of approval requirements for each invoice.  Previously the department was required to do receiving, but then approve the invoice in the allocator step and then the final approver step.  It would then route to FMO in the greater than PO workflow folder for FMO to approve.  We receive about 6000 invoices per year with Xerox, so this helped to eliminate 18,000 approval requirements with the new PO format and electronic invoices.  

Key Changes 

1. Electronic Invoices

Rather than manually reviewing, uploading, allocating, and approving invoices in AggieBuy each month, invoices will be sent electronically from Xerox’ system into the AggieBuy system and will pay automatically when a three-way match occurs. Departments will only need to complete receiving. 

2. PO Format

· POs that are set up to receive electronic invoices will have a total of three line items; One for the base monthly rate, one for black-and-white charges, and one for color charges. 
· POs will no longer be set up with one line item per fiscal year

Note:  Procurement Services will continue to adjust line items on behalf of the department to ensure proper formatting

3. Fiscal Year Encumbrance

To avoid encumbering funds for the entire lease in one fiscal year, only the months charged in the first fiscal year will be included initially. FMO will add 12 months to the PO at the start of each fiscal year to allow for additional encumbrances and payments.



Process Details

Invoice Handling

1. Automated Matching:

· Invoices will be automatically matched with the PO and receipts. Departments will only need to complete the receiving process.
· No manual allocation or approval of invoices is required.

2. Viewing Invoices:

· Verify billed months and color charge quantities by viewing line item charges in AggieBuy.

· The Base Charge line will display billed dates at a quantity of one.
· Color Charges will show the date range and meter read quantities.

· There will no longer be a paper copy of invoices. All of the same invoice information will be available, just displayed on the AggieBuy screen rather than a Xerox paper document. 

Fiscal Year Encumbrance

1. Adding Months Annually:

· FMO will add 12 months to the Base Charge line item each year, except for the last fiscal year of the lease where only remaining months will be added.
· Departments should track their POs and copier end dates to ensure timely sourcing of new leases.

Receiving Process

1. Receiving Options:

· Departments can choose to complete receiving monthly or for the full fiscal year upfront.
· This decision depends on departmental preferences for streamlining processes.
· Departments could also opt for 2-Way match negating the need for receiving.

Creating and Managing POs:

Note: Procurement Services will review and adjust all requisitions to ensure correct format before the PO is issued. 
1. PO Setup:

· Create a PO with three line items:

· Base Monthly Rental Rate
· Black and White Charges
· Color Charges

· Only include the number of months that will be charged during the first fiscal year in the initial PO setup.

· Each year, FMO will add 12 months to the Base Charge line item for the new fiscal year.

2. End of Lease:

· The lease end date will be included in the line-item description.
· When the quantity of months in line item one equals the total lease term, a new lease/PO will need to be initiated.


Transitioning Existing POs

FMO is currently transitioning existing POs to the new format. Here’s what you need to know:
1. New PO Numbers:

· During the transition, new PO numbers are being assigned to existing leases.
· FMO is referencing the new PO number on the old POs and then cancelling the old POs to ensure invoices are processed under the new PO.

2. Finding Your New POs:

· Departments should check the old PO documentation for references to the new PO numbers.
· If you have trouble finding your new PO, contact Procurement Services or FMO for assistance.

3. Partial Transition:

· Not all POs will be transitioned to the new format. POs with only a year or two left on the lease term will remain in the old format to avoid unnecessary work.
· FMO is prioritizing newer leases for transition. Older leases will likely finish under the existing system.

By following these guidelines, you will help ensure a smooth transition to the new electronic invoicing system, making it easier to manage Xerox copier invoices and POs. If you encounter any issues during the transition, please reach out to Procurement Services or FMO for support.



Controller Connection

Subscribe to the Controller Connection to stay informed on all AggieBuy changes and processes:
FMO Listserv | Financial Management Operations (tamu.edu)

[bookmark: _Hlk167046365]Contacts for Support

Procurement Services:
Cherise Toler		Sean McManis
979-845-5887		979-845-2139
ctoler@tamu.edu	smcmanis@tamu.edu 

FMO:							Kyle Office Products (Xerox):
Cindy Glover						Tracy Kyle
979-847-9485						979-260-3377
caglover@tamu.edu 					tracy@kyleofficeproducts.com	 

Step-by-Step Guide on Creating a Requisition 

Training | AggieBuy (tamu.edu)














AggieBuy Visuals

New PO Format:
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Viewing Invoice Details:
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Fiscal Year Updates:
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Receiving: 
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