
		Business Process Document

	Accounts Payable - VouchersAP.050.030 - View and Correct Voucher Build Errors



	



	
		Business Process Document

	Accounts Payable - Vouchers AP.050.030 - View and Correct Voucher Build Errors







 
	Security Role
	BOR_AP_INQUIRY, BOR_AP_VOUCHER_ENTRY, BOR_AP_QUICK_INV, BOR_AP_VOUCHER_BUILD

	Responsibility/Role
	[bookmark: bm_Roles]

	File Name
	AP_050_030 - View and Correct Voucher Build Errors_BUSPROC.docx

	Version
	

	Document Generation Date
	12/9/2010

	Date Modified
	12/9/2010

	Last Changed by
	

	Status
	




AP.050.030 - View and Correct Voucher Build Errors
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This business process was revised for Consolidation.

This topic demonstrates how to view and correct Voucher Build errors. The Voucher Build process can result in pre-edit errors, stored in the quick invoice tables, or vouchers in recycle status, stored in the online voucher tables.

Pre-edit Errors:
Pre-edit errors prohibit the transaction from being processed by voucher edit processing. For example, if the transaction has an invalid vendor ID, the voucher edit subprocess cannot process default values correctly, because vendor ID is part of the Payables control hierarchy. The following general conditions result in pre-edit errors:
     -Invalid business unit
     -Invalid vendor
     -No default location for vendor
     -Blank invoice ID, and auto-assign option is not selected on the run control page
     -No invoice date, and auto-assign option is not selected on the run control page
     -Invalid vendor location (if specified)
     -Invalid vendor address (if specified)
     -Invalid voucher origin (if specified)
     -No association of purchase order or receiver lines with voucher lines, and distribution information is absent
     -No voucher line information.

Recycled Vouchers:
Voucher without pre-edit errors pass to the voucher edit subprocess. The voucher edit subprocess marks any vouchers that fail its edits as Recycled. The edits performed by the voucher edit process are essentially the same as those performed by the Voucher component. 

Note: Any voucher validations that you can set up to pass and provide a warning during online voucher entry – such as duplicate invoice checking – pass the voucher edit process without warning.

Any voucher validations that you set up to reject an online voucher that fails – such as duplicate invoice checking or Chartfield editing – are set to recycle by the Voucher Build process. If the Voucher Build process finds duplicate vouchers, it sets both to recycle status.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify the different errors that are possible after running the Voucher Build Process.
- Define what pre-edit errors are.
- Define recycled voucher.
- View and correct Voucher Build errors.




	Assumptions

	




	Dependencies/Constraints

	Vouchers within a Control Group cannot be modified if the Control Group Status is verified.  You must change the control group status to Assigned before the voucher can be corrected.



Additional Information




Procedure

In this activity, we will review voucher build errors and determine the appropriate action for correcting the errors. Once we have corrected all errors, we will return to the Voucher Build page and run voucher build again for the vouchers in error or a recycle status.

	Step
	Action

	1. [bookmark: ID0x00000838] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x00000839] 
	Click the Vouchers link.

	3. [bookmark: ID0x0000083A] 
	Click the Maintain link.

	4. [bookmark: ID0x0000083B] 
	Click the Voucher Build Error Detail link.

	5. [bookmark: ID0x0000083C] 
	Click the Look up Business Unit (Alt+5) button.


	6. [bookmark: ID0x0000083D] 
	Click an entry in the Business Unit column.


	7. [bookmark: ID0x0000083E] 
	To locate all voucher build errors, search by the Business Unit. 

To limit your search results to specific transactions:

Banner errors - Select your Business Unit ID ending with a "B" for Banner vendors, e.g., "3600B" for Banner vouchers. For Banner voucher build errors you should also use the Control Group ID to search for these errors. Note that multiple control groups may exist.

Voucher Upload or Quick Invoice errors - search by Origin of 'XML' or 'ONL'.

	8. [bookmark: ID0x0000083F] 
	If you are searching for the voucher build errors for vouchers created by the Banner to AP Interface, 
click the Control Group ID list.


	9. [bookmark: ID0x00000840] 
	Click the = list item.


	10. [bookmark: ID0x00000841] 
	Click in the Control Group ID field.


	11. [bookmark: ID0x00000842] 
	Enter "0000000374" in the Control Group ID field. 

	12. [bookmark: ID0x00000843] 
	Click the Search button.


	13. [bookmark: ID0x00000844] 
	Click an entry in the Voucher ID column.


	14. [bookmark: ID0x00000845] 
	The Voucher error is on the Account field. The account number may be incorrect or in an inactive status. 

In this topic, we will update the voucher account number.

	15. [bookmark: ID0x00000846] 
	Click the Correct Errors link.

Security note: Depending on the type of error you are attempting to correct, other Security Roles may be required (BOR_AP_VOUCHER_ENTRY, BOR_AP_QUICK_INV, etc.). You will need to determine who the appropriate user should be to correct errors and be sure the applicable security role has been assigned to the user.


	16. [bookmark: ID0x00000847] 
	Note that this voucher is in a Recycle Status. 

Click the Invoice Information tab.


	17. [bookmark: ID0x00000848] 
	Click in the Account field.


	18. [bookmark: ID0x00000849] 
	Enter "219152" in the Account field. 

	19. [bookmark: ID0x0000084A] 
	Click the vertical scrollbar.

	20. [bookmark: ID0x0000084B] 
	Click the Save button.


	21. [bookmark: ID0x0000084C] 
	You are now ready to correct other vouchers in error.

Click the Voucher Build Error Detail link.


	22. [bookmark: ID0x0000084D] 
	Search for the list of errors again or 
click in the Voucher ID field.


	23. [bookmark: ID0x0000084E] 
	Enter "00152602" in the Voucher ID field. 

	24. [bookmark: ID0x0000084F] 
	Click the Search button.


	25. [bookmark: ID0x00000850] 
	This voucher error is on the Vendor Location. A common Location error would be the Location being inactive. 

If the incorrect vendor location was used on the voucher, you would click on the Correct Errors link to update the voucher location.

If the Vendor Location should be updated, the appropriate person should navigate to the vendor and determine the necessary correction.

For this activity, we will correct the vendor location.

	26. [bookmark: ID0x00000851] 
	Click the scrollbar.

	27. [bookmark: ID0x00000852] 
	Click the Vendors link.


	28. [bookmark: ID0x00000853] 
	Click the Add/Update link.


	29. [bookmark: ID0x00000854] 
	Click the Vendor link.


	30. [bookmark: ID0x00000855] 
	Click in the Vendor ID field.


	31. [bookmark: ID0x00000856] 
	Enter "0000019592" in the Vendor ID field. 

	32. [bookmark: ID0x00000857] 
	Click the Search button.


	33. [bookmark: ID0x00000858] 
	Click the Location tab.


	34. [bookmark: ID0x00000859] 
	The Banner Location is in an Inactive status. 

The status must be active in order for the voucher build process to complete the processing of the voucher.

	35. [bookmark: ID0x0000085A] 
	Click the Status list.


	36. [bookmark: ID0x0000085B] 
	Click the Active list item.


	37. [bookmark: ID0x0000085C] 
	Click the Save button.


	38. [bookmark: ID0x0000085D] 
	Once you have corrected voucher build errors, return to the Voucher Build page.

Security Note: Security role BOR_AP_VOUCHER_BUILD required.

	39. [bookmark: ID0x0000085E] 
	Click the Accounts Payable link.


	40. [bookmark: ID0x0000085F] 
	Click the Batch Processes link.

	41. [bookmark: ID0x00000860] 
	Click the Vouchers link.

	42. [bookmark: ID0x00000861] 
	Click the Voucher Build link.


	43. [bookmark: ID0x00000862] 
	Click the Search button.


	44. [bookmark: ID0x00000863] 
	Click an entry in the Run Control ID column.


	45. [bookmark: ID0x00000864] 
	Click the Process Option list.


	46. [bookmark: ID0x00000865] 
	Click the Process Voucher list item.


	47. [bookmark: ID0x00000866] 
	Click the Voucher Sources list.


	48. [bookmark: ID0x00000867] 
	Click the Errors/Staged Vouchers list item.


	49. [bookmark: ID0x00000868] 
	Click the Business Unit button.


	50. [bookmark: ID0x00000869] 
	Click an entry in the Business Unit column.


	51. [bookmark: ID0x0000086A] 
	Click the Voucher ID button.


	52. [bookmark: ID0x0000086B] 
	Click an entry in the Voucher ID column.


	53. [bookmark: ID0x0000086C] 
	Click the Run button.


	54. [bookmark: ID0x0000086D] 
	Click the OK button.


	55. [bookmark: ID0x0000086E] 
	Click the Process Monitor link.


	56. [bookmark: ID0x0000086F] 
	Click the Refresh button.


	57. [bookmark: ID0x00000870] 
	Congratulations. You have just completed the Viewing and Correcting Voucher Build Errors topic. Below is a summary of the key concepts of this topic:

- The Voucher Build process can result in pre-edit errors, stored in the quick invoice tables, or vouchers in recycle status, stored in the online voucher tables.
- Pre-edit errors prohibit the transaction from being processed by voucher edit processing.
- Voucher without pre-edit errors pass to the voucher edit subprocess. The voucher edit subprocess marks any vouchers that fail its edits as Recycled.
- To search for Voucher Build errors for vouchers created by the Banner to AP Interface, use the Control Group ID search criteria.
- To search for Voucher Build errors for vouchers created by Voucher Upload or Quick Invoice errors, use the Origin search criteria of “XML” or “ONL.”
End of Procedure.
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