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AP.020.060 Entering Quick Invoices
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to enter Quick Invoices. The Quick Invoice Entry component enables you to enter minimal invoice information, such as the business unit, vendor ID, invoice ID, invoice date, and merchandise amount. The Voucher Build process completes the other required fields for the voucher records using defaults from the PeopleSoft Payables control hierarchy.

You can also use the Quick Invoice Entry component to copy purchase order and receiver information to create vouchers—either by copying purchase orders and receivers directly to the quick invoice at the time of entry, or by specifying key field information for the Voucher Build process to use in associating voucher lines with specific purchase order or receiver schedule lines. You can set up session defaults that automatically populate voucher fields for an entire session, and you can override those defaults for a particular voucher. 

Topic Objectives:
Upon completion of this topic, you will be able to:
- Describe the differences between the Quick Invoice component and Regular Voucher entry.
- Identify the minimum fields necessary to enter a Quick Invoice.
- Describe some of the uses of a Quick Invoice.



	Assumptions

	




	Dependencies/Constraints

	Quick Invoice entry should be the exception since the majority of vouchers will be Regular Vouchers.

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.



Additional Information




Procedure

In this topic, Dell Computer has sent you several invoices for a power supply and wireless mouse. Each invoice is charged to a different department, but the remaining Chartfields are the same. Your goal is to enter the first invoice into PeopleSoft Payables using the Quick Invoice data entry method. The subsequent invoices will only need a correction to the department. 

	Step
	Action

	1. [bookmark: ID0x000006C5] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x000006C6] 
	Click the Vouchers link.

	3. [bookmark: ID0x000006C7] 
	Click the Add/Update link.

	4. [bookmark: ID0x000006C8] 
	Click the Quick Invoice Entry link.

	5. [bookmark: ID0x000001FB] 
	Enter "0000000002" in the Vendor ID field. 

	6. [bookmark: ID0x000001FC] 
	Enter "9371413" in the Invoice Number field. 

	7. [bookmark: ID0x000001FD] 
	Enter "061507" in the Invoice Date field. 

	8. [bookmark: ID0x000001FE] 
	Enter "250.00" in the Gross Invoice Amount field. 

	9. [bookmark: ID0x000001FF] 
	Enter "2" in the Estimated No. of Invoice Lines field. 

	10. [bookmark: ID0x00000200] 
	Enter "10.00" in the Freight Amount field. 

	11. [bookmark: ID0x00000201] 
	Enter "ONL" in the Origin field. 

	12. [bookmark: ID0x00000202] 
	Click the Add button.


	13. [bookmark: ID0x00000203] 
	Enter "STANDARD" in the Acct Template field. 

	14. [bookmark: ID0x00000204] 
	Enter "30" in the Terms field. 

	15. [bookmark: ID0x00000205] 
	Click the Basis Dt Type list.


	16. [bookmark: ID0x00000206] 
	Click the Acct Date list item.


	17. [bookmark: ID0x00000207] 
	Enter "AC power supply" in the Description field. 

	18. [bookmark: ID0x00000208] 
	Enter "714100" in the Account field. 

	19. [bookmark: ID0x00000209] 
	Press [Tab].

	20. [bookmark: ID0x0000020A] 
	Enter "10000" in the Fund field. 

	21. [bookmark: ID0x0000020B] 
	Press [Tab].

	22. [bookmark: ID0x0000020C] 
	Enter "1046200" in the Dept field. 

	23. [bookmark: ID0x0000020D] 
	Press [Tab].

	24. [bookmark: ID0x0000020E] 
	Enter "11100" in the Program field. 

	25. [bookmark: ID0x0000020F] 
	Press [Tab].

	26. [bookmark: ID0x000006C9] 
	Enter "11000" in the Class field. 

	27. [bookmark: ID0x00000210] 
	Click the horizontal scrollbar.

	28. [bookmark: ID0x000006A1] 
	Note that the Bud Ref is blank and will be derived from the Voucher Accounting Date upon Save.

	29. [bookmark: ID0x00000211] 
	Enter "230.00" in the Amount field. 

	30. [bookmark: ID0x00000212] 
	Enter "10.00" in the Amount field. 

	31. [bookmark: ID0x00000213] 
	Enter "wireless mouse" in the Description field. 

	32. [bookmark: ID0x00000214] 
	Enter "714100" in the Account field. 

	33. [bookmark: ID0x00000215] 
	Enter "10000" in the Fund field. 

	34. [bookmark: ID0x00000216] 
	Enter "1046200" in the Dept field. 

	35. [bookmark: ID0x00000217] 
	Enter "11100" in the Program field. 

	36. [bookmark: ID0x00000218] 
	Enter "11000" in the Class field. 

	37. [bookmark: ID0x0000021A] 
	Click the vertical scrollbar.

	38. [bookmark: ID0x0000021B] 
	Click the Save button.


	39. [bookmark: ID0x0000021C] 
	Congratulations. You have just completed the Entering a Quick Invoice topic. Below is a summary of the key concepts of this lesson:

 - The Quick Invoice Entry component provides efficient data entry for large volumes of similar invoices and invoices for which you can use defaults to complete most of the voucher details.
 - The Quick Invoice Entry component contains minimal online edits; default and edit processing are handled by the Voucher Build Application Engine process. 
- The Voucher Build process completes the other required fields for the voucher records using defaults from the Payables control hierarchy.
- You also use the Quick Invoice Entry component in the update/display mode for reviewing vouchers staged by the Voucher Build process to Payables from external sources, as well as for correcting Voucher Build process pre-edit errors.
End of Procedure.
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