Voucher (Invoice) Tips

Late fees- As a general rule, the Judiciary does not pay late fees on invoices. Please remove late fees
from the amount due on your invoices before creating Purchase Orders and Receipts, and before
processing your vouchers. Contact the vendor to have them removed from your account. Please note
that prior balances shown on your invoices may be late fees that you did not previously pay. Please
research any prior balances to ensure late fees are not paid.

Statements: The Judiciary does not pay from vendor statements. Payments must be made only from
invoices which display the amount due. Balances can not include any balance forward amounts. Any
balance forward amounts should be researched and the vendor contacted for copies of required
invoices as needed.

Sales Tax- The State of Maryland does not pay sales tax. Please remove sales tax from all invoices
before creating applicable Purchase Orders and Receipts, and before processing your vouchers. Contact
the vendor to have them removed from your account. Please note that prior balances that are shown
on your invoices may be sales tax that you did not previously pay. Please research any prior balances to
ensure sales tax is not paid.

Pay Current Activity- As a general rule, only pay the current activity amount on a voucher. If the full

amount outstanding is paid without thorough research, there is a risk of making a duplicate payment, or
paying a charge that the Maryland Judiciary does not usually pay, such as sales tax or late fees.

Freight & delivery charges- The State of Maryland has negotiated contracts with some vendors in order
to get overall preferential pricing and terms. Some vendor agreements do not allow delivery charges, as
follows:

Rudolf’s - No delivery charges except for oversize items, such as desk calendars.

Staples - No delivery charges except for small orders under $50. If an order was placed for over
S50, no delivery charges can be made for multiple shipments.

Sharp - No delivery charges.
Pitney Bowes - No delivery charges for supplies.

Please remove the above cited delivery charges from the amount of your invoice before creating
Purchase Orders and Receipts, and before processing your vouchers. Also, contact the vendor to have
them removed from your account. Please note that prior balances that are shown on your invoices may
be delivery charges that you did not previously pay. Please research any prior balances to ensure out-
of-contract delivery charges are not paid.

Instructions for Thomson Reuters Blanket Purchase Order - BPO No. 13-32772-25L- The AOC has
successfully entered into a 5-year, statewide contract with West Publishing Corporation (Thomson
Reuters, Thomson West) beginning (9/2013) for the AOC, Circuit Courts, COA, COSA and Court Related
Agencies. During the term, and upon request, West shall extend a 20%-off the then-current retail rates.




Invoice Number- Please make sure the invoice number entered on the voucher agrees with the invoice
number shown on the invoice. The invoice number is one factor used to identify a duplicate voucher and
it is also used to research prior payment history.

Invoice Line and PO Descriptions- Please note, the field for "invoice line description" in vouchers will
not accept the punctuation marks of a colon, apostrophe, or a slash (examples : ' \). This is impacted in
all areas of voucher entry, Regular Entry, Quick Entry and Interpreter Entry. The system will issue a
warning upon trying to save the voucher, if you have one of the invalid punctuation marks in the voucher
line description. If you receive the warning, simply change your invoice line description removing these
punctuation marks and the voucher will then successfully save. The description field should be used to
record serial numbers and other information that will help identify and process your invoices. Additional
Information - Please note that PO line descriptions (both from Express PO's and DPCA PO's) default
into the voucher invoice line descriptions when copying from these source documents into vouchers.
Therefore, please avoid use of these special punctuation marks in these PO lines as well to avoid
additional issues with the voucher.




