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AP.020.300 Creating Recurring PO Voucher Contracts
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic discusses Recurring PO Voucher Contracts. PeopleSoft voucher and order contracts enable you to manage recurring voucher payments and PO releases over any time period. As each voucher comes due according to the payment terms of the vendor and business unit, the voucher is approved and paid.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Navigate through the various pages of the Voucher Contracts component.
- Describe the differences in the Voucher Contract pages and the Regular Voucher pages.
- Identify the fields that are unique to processing a Voucher Contract.



	Assumptions

	




	Dependencies/Constraints

	User Preferences are required for Contract Processing.



Additional Information




Procedure

In this topic, you have been asked to process a Recurring PO Voucher Contract for pest control services at your institution. Your goal is to enter this Voucher Contract.

	Step
	Action

	1. [bookmark: ID0x000006CC] 
	Click the Purchasing link.


	2. [bookmark: ID0x000006CD] 
	Click the Procurement Contracts link.

	3. [bookmark: ID0x000006CE] 
	Click the Add/Update Contracts link.

	4. [bookmark: ID0x0000030E] 
	Click the Contract Process Option list.


	5. [bookmark: ID0x0000030F] 
	Click the Recurring PO Voucher list item.


	6. [bookmark: ID0x00000310] 
	Enter "pest" in the Name field. 

	7. [bookmark: ID0x00000311] 
	Click the Search button.


	8. [bookmark: ID0x00000312] 
	Click the Sel checkbox.


	9. [bookmark: ID0x00000313] 
	Click the OK button.


	10. [bookmark: ID0x00000314] 
	Enter "070106" in the Begin Date field. 

	11. [bookmark: ID0x00000315] 
	Enter "063007" in the Expire Date field. 

	12. [bookmark: ID0x000006CF] 
	Enter "Pest Control Vouchers" in the Description field. 

	13. [bookmark: ID0x00000316] 
	Click the vertical scrollbar.

	14. [bookmark: ID0x00000317] 
	Enter "55869" in the Invoice Number field. 

	15. [bookmark: ID0x00000318] 
	Click the Look up AP Business Unit (Alt+5) button.


	16. [bookmark: ID0x00000319] 
	Click an entry in the AP Business Unit column.


	17. [bookmark: ID0x0000031A] 
	Enter "STANDARD" in the Accounting Template field. 

	18. [bookmark: ID0x0000031B] 
	Click the Acct Date list item.


	19. [bookmark: ID0x0000031C] 
	Enter "PROBMJ" in the Buyer field. 

	20. [bookmark: ID0x0000031D] 
	Enter "Monthly Pest services" in the Description field. 

	21. [bookmark: ID0x0000031E] 
	Enter "EA" in the UOM field. 

	22. [bookmark: ID0x0000031F] 
	Click the Look Up Category button.


	23. [bookmark: ID0x00000320] 
	Click the contains list item.


	24. [bookmark: ID0x00000321] 
	Enter "pest" in the Description field. 

	25. [bookmark: ID0x00000322] 
	Click the Look Up button.


	26. [bookmark: ID0x00000323] 
	Click an entry in the Category column.


	27. [bookmark: ID0x00000324] 
	Enter "12000.00" in the Merchandise Amt field. 

	28. [bookmark: ID0x00000325] 
	Click the Collapse (Ctrl+Y) Menu button.


	29. [bookmark: ID0x00000326] 
	Click the Voucher Distrib button.


	30. [bookmark: ID0x00000327] 
	Enter "727150" in the Account field. 

	31. [bookmark: ID0x00000328] 
	Enter "10000" in the Fund field. 

	32. [bookmark: ID0x00000329] 
	Enter "9911010" in the Dept field. 

	33. [bookmark: ID0x0000032A] 
	Enter "17100" in the Program field. 

	34. [bookmark: ID0x0000032B] 
	Enter "11000" in the Class field. 

	35. [bookmark: ID0x0000032C] 
	Click the OK button.


	36. [bookmark: ID0x0000032D] 
	Click the Order By Amount tab.


	37. [bookmark: ID0x0000032E] 
	Enter "ONL" in the Origin field. 

	38. [bookmark: ID0x0000032F] 
	Click the vertical scrollbar.

	39. [bookmark: ID0x00000330] 
	Enter "12000.00" in the Gross Amount field. 

	40. [bookmark: ID0x00000331] 
	Click the vertical scrollbar.

	41. [bookmark: ID0x00000332] 
	Click the Release Amounts tab.


	42. [bookmark: ID0x00000333] 
	Enter "12000.00" in the Maximum Line Amount field. 

	43. [bookmark: ID0x00000334] 
	Click the Save button.


	44. [bookmark: ID0x00000335] 
	Click the Yes button.


	45. [bookmark: ID0x00000336] 
	Click the OK link.


	46. [bookmark: ID0x00000338] 
	Click the Review Releases tab.


	47. [bookmark: ID0x00000339] 
	Click an entry in the PO Date column.


	48. [bookmark: ID0x000006D0] 
	Review the PO Staged Release.

	49. [bookmark: ID0x0000033B] 
	Congratulations. You have just completed the Creating Recurring PO Voucher Contracts topic. Below is a summary of the key concepts of this topic:

- For recurring PO voucher contracts, which reference purchase orders, the Voucher Build process also accesses the PO tables in addition to the contract staging tables.
- The Voucher Build process creates vouchers from recurring voucher contracts established using the contracts functionality in Purchasing.
- After passing the edits in Voucher Build, the contract is then available for payment at the times you have specified (i.e. first of each month, quarterly, etc.).
End of Procedure.
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