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AP.020.010 - Entering Regular Vouchers
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This business process was revised for Consolidation.

PeopleSoft Payables enables you to enter and view invoice information, such as invoice header information, non-merchandise charges, and voucher line and distribution information. In addition, you can view and override various accounting options for a voucher. It also enables you to change the payment schedule, schedule multiple payments, schedule direct payment to an alternate vendor or a vendor location, record a manual payment, and create an express payment.

Budget checking must be completed before the voucher can be paid through the normal Pay Cycle.

Consider this scenario: Office Depot has sent you an invoice for $100 for 4 boxes of 3-ring binders (not on a PO or P-card). You need to create a voucher so that your institution can pay Office Depot.



	Assumptions

	




	Dependencies/Constraints

	GeorgiaFirst Financials is only using the following PS delivered Voucher Styles:

1.) Regular Voucher
2.) Adjustment Voucher
3.) Single Payment Voucher
4.) Template Voucher

All PeopleSoft delivered voucher styles will appear in the list but only these four voucher styles should be selected.

User preferences are required to define the users authority for entry of each of the voucher styles.

Security note:  AP Users must have Commitment Control Security Rule BUDG_DT_AP to allow updating of the Voucher Budget Date and Security Rule OVRD_AP to allow Budget Override for AP budget check errors.  Refer to business process KK.010.013 for additional information



Additional Information




Procedure

For this topic, imagine that Office Depot has sent you an invoice for $100 for 4 boxes of 3-ring binders (not on a PO or P-card). You need to create a voucher so that your institution can pay Office Depot. 

	Step
	Action

	1. [bookmark: ID0x00000871] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x00000872] 
	Click the Vouchers link.


	3. [bookmark: ID0x00000873] 
	Click the Add/Update link.


	4. [bookmark: ID0x00000874] 
	Click the Regular Entry link.

	5. [bookmark: ID0x00000875] 
	The only required fields on this page are Business Unit, Voucher Style and Voucher ID (NEXT). You can enter the remaining fields in the voucher.

In the event that you should need to enter a voucher for a Banner student vendor, you must select the Business Unit that ends with a "B" from the Business Unit look up field, for instance, "XXXXB" where "XXXX" is the first four digits of your Business Unit.

	6. [bookmark: ID0x00000876] 
	Click in the Vendor ID field.


	7. [bookmark: ID0x00000877] 
	Enter "0000008095" in the Vendor ID field. 

	8. [bookmark: ID0x00000878] 
	Press [Tab].

The Vendor Information will populate.

	9. [bookmark: ID0x00000879] 
	Click in the Invoice Number field.


	10. [bookmark: ID0x0000087A] 
	Enter "1553" in the Invoice Number field. The system uses this number as a reference for duplicate invoice checking.

	11. [bookmark: ID0x0000087B] 
	Click in the Invoice Date field.


	12. [bookmark: ID0x0000087C] 
	Enter "050107" in the Invoice Date field. 

	13. [bookmark: ID0x0000087D] 
	Click in the Gross Invoice Amount field.


	14. [bookmark: ID0x0000087E] 
	(Optional) Enter "100" in the Gross Invoice Amount field. 

	15. [bookmark: ID0x0000087F] 
	Freight amounts can be entered and are set to be prorated to each voucher line/distribution. 

If you do not wish for the Freight to be prorated and want it charged to a specific freight account, you should enter a voucher line using the appropriate freight account number.

	16. [bookmark: ID0x00000880] 
	(Optional) - Entering the estimated number of invoice lines enables you to enter lines on the Invoice Information page without repeatedly having to click the Add button in the Invoice Lines scroll area.
Press [Enter].

	17. [bookmark: ID0x00000881] 
	Click the Add button.


	18. [bookmark: ID0x00000882] 
	Click the Pay Terms list.

Payment Terms default from the Vendor and can be changed on the Voucher.


	19. [bookmark: ID0x00000883] 
	Click the Due Now list item (if you want the Payment generated immediately).


	20. [bookmark: ID0x00000884] 
	Depending on your user preferences, a control group may be defaulted in.

	21. [bookmark: ID0x00000885] 
	Click the Distribute by list.


	22. [bookmark: ID0x00000886] 
	Click the Quantity list item.


	23. [bookmark: ID0x00000887] 
	Click in the Description field.


	24. [bookmark: ID0x00000888] 
	Enter "3 ring binders" in the Description field. 

	25. [bookmark: ID0x00000889] 
	Click in the Quantity field.


	26. [bookmark: ID0x0000088A] 
	Enter "4" in the Quantity field. 

	27. [bookmark: ID0x0000088B] 
	Click the Look up UOM (Alt+5) button.


	28. [bookmark: ID0x0000088C] 
	Click an entry in the Unit of Measure column.


	29. [bookmark: ID0x0000088D] 
	Click in the Unit Price field.


	30. [bookmark: ID0x0000088E] 
	Enter "25.00" in the Unit Price field. 

	31. [bookmark: ID0x0000088F] 
	Click in the Ship To field.


	32. [bookmark: ID0x00000890] 
	Click in the SpeedChart field.
(Optional)


	33. [bookmark: ID0x00000891] 
	Click in the Account field.
Enter appropriate Account.


	34. [bookmark: ID0x00000892] 
	Press [Tab].
Enter remaining Chartfields. 

In this scenario, the Chartfields have been entered for you.

	35. [bookmark: ID0x00000893] 
	Click the horizontal scrollbar.

Scroll over to Review Budget Ref and Budget Date and modify as necessary.


	36. [bookmark: ID0x00000894] 
	Click the Add multiple new rows at row 1 (Alt+7) button.
A prompt box will appear. Enter the number of rows to add.


	37. [bookmark: ID0x00000895] 
	Click the OK button.


	38. [bookmark: ID0x00000896] 
	Complete each distribution line added. Note that the Chartfield values are copied from line 1.

Press [Enter] to continue.


	39. [bookmark: ID0x00000897] 
	Click the vertical scrollbar.
Scroll down to confirm Voucher totals.

	40. [bookmark: ID0x00000898] 
	Freight amounts can be entered and are set to be prorated to each voucher line/distribution. 

If you do not wish for the Freight to be prorated and want it charged to a specific freight account, you should enter a voucher line using the appropriate freight account number.

	41. [bookmark: ID0x00000899] 
	Verify the Total is correct. If voucher line changes have been made, click the Calculate button to reflect changes and update the total.

Press [Enter] to continue.


	42. [bookmark: ID0x0000089A] 
	Click the Payments tab.


	43. [bookmark: ID0x0000089B] 
	Use the Payments page to change the payment schedule, schedule multiple payments, schedule direct payment to an alternate vendor and vendor location, record a manual payment, or create an express payment.

	44. [bookmark: ID0x0000089C] 
	Click in the Remit to field.
The system enables you to override the default choices for remit to vendor, location and address.


	45. [bookmark: ID0x0000089D] 
	Click in the Handling field.
Payment Handling codes default from the Vendor and determine the order in which it prints.


	46. [bookmark: ID0x0000089E] 
	Note: The delivered Payment Message field cannot be used by USG Institutions to print messages on the remittance advice.

	47. [bookmark: ID0x0000089F] 
	Click the Voucher Attributes tab.


	48. [bookmark: ID0x000008A0] 
	Use the Voucher Attributes Page to view voucher processing options and, if applicable, override the match status.

	49. [bookmark: ID0x000008A1] 
	Click the Save button.


	50. [bookmark: ID0x000008A2] 
	Click the vertical scrollbar.

Return to the top of the Voucher page to confirm that the Voucher successfully saved and a Voucher ID has been assigned.

	51. [bookmark: ID0x000008A3] 
	Now that the voucher has been saved, it must be budget checked in order to be available for voucher posting and payment.

	52. [bookmark: ID0x000008A4] 
	Congratulations. You have just completed the Entering Regular Vouchers topic. Below is a summary of the key concepts of this topic:

- The only required fields on the Add a New Value page of the voucher are Business Unit, Voucher Style and Voucher ID (NEXT). 
- Many of the fields on the voucher are pre-populated based on defaults that have been established.
- Most of the default fields can be overridden while entering a voucher if you have the correct user preferences. 
- The Payables system checks for duplicate vouchers at Save.
End of Procedure.
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