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Objectives

At the end of this module you 
should be able to:

1. Create Employee as 
subcontractor

2. Register subcontractor invoice

3. Reconcile time entries & invoice

4. Create Finance Accounting
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Agenda

 Create Subcontractor
– Vendor Account

– Employee Information

 Vendor Invoice Registration

 Vendor Subcontractor Reconciliation

 Setup GL accounts
– Subcontractors Time Registration / vendor

invoices
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Create Subcontractor
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Employee & User Creation
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Update Employee

Information

Create User

Create Employee

Create Employee 

Vendor 

Groups, Actions & 

Access Levels
Position & Skills

Employee 

Categories
Weekly calandar

Groups, Actions & 

Access LevelsGroups, Actions & 

Access Levels



Create Subcontractor
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Workspace 

Employees
Select Employee

Add Subcontractors 
Vendor number
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Employee Creation
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 Creating the subcontractor as an Employee is similar to any other employee but need an 
addional entry .

 The Subcontractor vendor number must be entered in the island Subcontractor
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Vendor Creation
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 When the Employee Vendor account is created from the employee workspace the 
employee number will be inserted in the employee island. Otherwise it can be entered 
manually.
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Hands-On Activity
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Subcontractor Creation
Activity 1
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Vendor Invoice Registration
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Subcontractor Invoice 
Registration & Allocation
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Workspace 

AP 
Transactions

Enter 
Invoice

Allocate 
Invoice 
Lines

Mark 
Entries to 

be 
Reconciled

Submit for 
Approval

Approve & 
Post



Vendor Invoice Registration
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 Enter the Invoice the in Vendor Invoices or Invoice Allocaton

 In Invoice Allocation Lines 
 Select Subcontractor Reconciliation in Purchase Line Types 

 Enter Project No

 Enter Employee number

 Enter Amount to be reconciled on the selected project
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Subcontractor Reconciliation
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 Selecting ”Subcontractor Reconciliation” in Purchase Line Types will display a new 
panel at the buttom with time entries entered on the project.

 Mark all or a selection of the time entries in ”Selected for Subcontractor Reconciliation” 
column.

 Submit, Approve and Post the invoice.

 When the entries has been allocated they will be removed from the allocation panel.

 A couple of issues to notice

 Only entries that match the vendor Invoice currency can be selected

 The project entry cannot be allocated to two invoice allocation lines as the 
allocation is done per invoice entry
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Hands-On Activity
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Invoice Registration & Allocation
Activity 2
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Create General Ledger Accounts
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GL Accounts

 Posting of Time registration for subcontractors can be identical to any other employees 
using an PL account as offset account but it is recommended to use a Balance Sheet 
account as this will create an accrual in the Balance for the expected amount.

 The accrued amount will be cleared with the vendor invoice from the contractor 

 In case there is a difference between the accrued amount from the time registration and 
the invoice amount transfer it to the project.
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Time Registration

Debit:  Project /WIP

Credit: GL Open Sales

Debit:  GL Open cost

Credit: GL Offset Account

Vendor Invoice 

Debit:  GL Offset Account

Credit: Vendor / GL Control 
Account



GL Accounts
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 Change the offset account for Subcontractor to a Balance Sheet account in the Posting 
References for Time.

 All time entered by employees with Employee Type Subcontractor will be posted to this 
account
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 Step 1 – General Ledger postings of Time entries subcontractor

 Step 2 – Registration and Reconciliation of Vendor Invoice & time entries

 Step 3 – General Ledger posting of reconciled Vendor Invoice

 Step 4 – Reconciliation of Balance Account – Project Accrual

GL Accounts
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Hands-On Activity
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Create GL Accounts
Activity 3
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Knowledge Check
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 What makes an Employee to a 
Subcontractor

 Where do you select Subcontractor 
Reconciliation to et the time entries

 Can Vendor invoices be reconciled 
with time entries, if the they do not 
have the same currency.
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