
Commonly Asked Questions / FAQ: 

I just processed a PR on an invoice in HCOM, what do I do with the invoice now? 
1) Make sure that the PR# is clearly written on the front of the invoice.  Make a copy of it for your own records,

and send the original invoice to A/P 1033 Mass Ave.
Why is this invoice not paid?   

Most common answers:  
1) Invoice copy needs to be sent to A/P 1033 Mass Ave with the PR# written on the front.
2) Any mistype done during the processing of the invoice will prevent it from being paid.  Double check what

you typed and what is on the invoice (e.g. the amounts are different, the wrong invoice # was used, etc)
3) Invoice was lost in transit to 1033 and you will need to provide a replacement copy to A/P.
4) Invoice was processed on another PR.

What is the payment status on a PR? 
1) Go into HCOM homepage, click on the “Reporting” tab, click the “Transaction Summary Report” and then

enter the PR# and click “Generate Report”.  Open the pdf file when it asks if you want to, and the report will
provide current payment status.

What does each of the “Payment Status” listings mean? 
1) Cleared but Unaccounted: funds were electronically deposited into suppliers bank account through Paymode
2) Negotiable: check has been cut and sent, but not yet cashed
3) Reconciled Unaccounted: supplier received and deposited a paper check
4) Voided: check has been voided or payment has been stopped.

Payment was sent, but check never cleared, what do I do? 
1) Using the http://able.harvard.edu/forms/check_inquiry.pdf form, a request for STOP and REISSUE of the

check must be made.  This will take approximately 2 weeks and then a new check, replacement check will be
sent.

Who does a vendor call to sign up for Paymode? 
1) 1-877-443-6944

How do you process a Non-Employee reimbursement request? 
1) There is a guide that is part of eureka that explains this:

a. http://eureka.harvard.edu/eureka/getDocument.cfm?id=908&sAppID=6
Why is my W.B. Mason order not paid? 

1) In order payment to be made and the hold status to be removed, you must first go into HCOM and receive the
order (aka, you must confirm delivery of the items you ordered and received).

The company just issued a new invoice that has a brand new primary payment site on it.  How do I make sure that this 
invoice and every other invoice that has been processed in the last 30 days also gets paid to the new address? 

1) After you get a new W-9 from the company and you are in the middle of completing the Vendor Setup ‘Adding
New Site’ you make a note in the “Notes to CRT” box to please deactivate the current site when making the
new site the primary one.  If you miss this, you must email A/P at ap_customerservice@harvard.edu to cancel
the old site.


