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AP.020.051 Entering Credit Adjustment Vouchers
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to enter a credit adjustment voucher. There are many occasions where you need to make adjustments to vouchers: incorrect data entry, incorrect vendor invoice information, or failure of the vendor to provide the agreed-upon goods or services.

Voucher adjustments are vouchers that are created with positive or negative amounts representing the adjustment, then "linked" to the voucher that required the adjustment. The result is updated vendor balances and accounting entries when the adjustment vouchers are posted.

You can enter adjustment information manually, or you can copy into the adjustment voucher the voucher that you want to adjust.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Create a credit adjustment voucher for an overcharge.
- Apply a credit adjustment voucher to another voucher to lower the amount due to the vendor.
- Use the Description field in the Invoice Lines grid you to enter an explanation of the credit.
 



	Assumptions

	Future purchases from this vendor are expected to offset the credit memo against.




	Dependencies/Constraints

	-Converted 7.5 vouchers that need to be closed will not be available for closure.  A credit adjustment voucher must be entered to offset these converted vouchers.  Refer to Business Process AP.020.111.

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

In this topic, a voucher was entered for the Lease of a copier. After payment had been made, you found that the vendor had over charged you. Rather than issuing a refund, the vendor has issued you a credit memo. Your goal is to create a credit adjustment voucher that can be applied toward another voucher and reduce the payment to the vendor.

	Step
	Action

	1. [bookmark: ID0x0000012F] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x00000130] 
	Click the Vouchers link.


	3. [bookmark: ID0x00000131] 
	Click the Add/Update link.


	4. [bookmark: ID0x00000132] 
	Click the Regular Entry link.

	5. [bookmark: ID0x00000133] 
	Click the Voucher Style list.


	6. [bookmark: ID0x00000134] 
	Click the Adjustments list item.


	7. [bookmark: ID0x00000135] 
	Click in the Vendor ID field.


	8. [bookmark: ID0x00000136] 
	Enter "0000008101" in the Vendor ID field. 

	9. [bookmark: ID0x00000137] 
	Press [Tab].

	10. [bookmark: ID0x00000138] 
	Click in the Invoice Number field.


	11. [bookmark: ID0x00000139] 
	Enter "CM44888953" in the Invoice Number field. 

	12. [bookmark: ID0x0000013A] 
	Click in the Invoice Date field.


	13. [bookmark: ID0x0000013B] 
	Enter "051007" in the Invoice Date field. 

	14. [bookmark: ID0x0000013C] 
	Click the Add button.


	15. [bookmark: ID0x0000013D] 
	The Invoice Information page enables you to enter or view invoice information, including invoice header information, non-merchandise charges, and voucher line and distribution information.

	16. [bookmark: ID0x0000013E] 
	The Pay Terms field is populated with default payment terms. You may wish to change the default to Due Now.

	17. [bookmark: ID0x0000013F] 
	Decision: Please make a selection from the options listed below.
1. Related Voucher
Go to step 18 on page 3
1. No Related Voucher
Go to step 42 on page 4

	18. [bookmark: ID0x00000140] 
	Click in the Voucher ID field.


	19. [bookmark: ID0x00000141] 
	Enter "00095393" in the Voucher ID field. 

	20. [bookmark: ID0x00000142] 
	Click the Copy to Voucher button.


	21. [bookmark: ID0x00000143] 
	Note that the original voucher information is copied in and the voucher now appears as a Related Voucher. If the related voucher is associated with a Purchase Order that is not yet in a Completed status, additional options may appear to allow you to restore the encumbrance to the PO. There may be times that this option would not be appropriate.

	22. [bookmark: ID0x00000144] 
	Click in the Total field.


	23. [bookmark: ID0x00000145] 
	Enter "-56.00" in the Total field. 

	24. [bookmark: ID0x00000146] 
	Click the Distribute by list if Distribute by needs to be changed for this credit memo.


	25. [bookmark: ID0x00000147] 
	Click the Amount list item.


	26. [bookmark: ID0x00000148] 
	Click in the Description field.


	27. [bookmark: ID0x00000149] 
	The Description field in the Invoice Lines grid enables you to enter a description of the charges related to vouchers being entered. You need to change the existing description.

(Optional) If entering a credit adjustment voucher to relieve the liability of a v7.5 voucher, you may want to enter a description like "Closure of 7.5 voucher 00095393".

	28. [bookmark: ID0x0000014A] 
	Enter "Credit for lease charges" in the Description field. 

	29. [bookmark: ID0x0000014B] 
	Click in the Quantity field.
Update the Quantity and UOM as appropriate.


	30. [bookmark: ID0x0000014C] 
	Click in the Unit Price field.


	31. [bookmark: ID0x0000014D] 
	Enter "-56.00" in the Unit Price field. 

	32. [bookmark: ID0x0000014E] 
	Click in the Extended Amount field.


	33. [bookmark: ID0x0000014F] 
	Enter "-56.00" in the Extended Amount field. 

	34. [bookmark: ID0x00000150] 
	Click in the Amount field.


	35. [bookmark: ID0x00000151] 
	Enter "-56.00" in the Amount field. 

	36. [bookmark: ID0x00000152] 
	Click the vertical scrollbar.
Scroll down to confirm Voucher totals.

	37. [bookmark: ID0x00000153] 
	Verify the Total is correct.

	38. [bookmark: ID0x00000154] 
	Click the Save button.


	39. [bookmark: ID0x00000155] 
	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.

	40. [bookmark: ID0x00000156] 
	Now that the voucher has been saved, it must be budget checked in order to be available for voucher posting and payment.

The credit adjustment voucher must be offset against another voucher within a pay cycle and the payment posted and journal generated to complete updating vendor balances and accounting entries.

	41. [bookmark: ID0x00000157] 
	Congratulations. You have just completed the Entering a Credit Adjustment Voucher topic. Below is a summary of the key concepts of this lesson:

- You can create an adjustment voucher for the credit memo invoice that you received from your vendor by copying the original voucher on the Voucher component.
- To properly match the credit memo to the original voucher PeopleSoft
recommends that you use the adjustment voucher style and copy the original voucher. 
- Adjustment vouchers can create a credit memo, adjust matched values reverse quantities or amounts for purchase order information or reverse quantities or amounts for receipt information.
End of Procedure. Remaining steps apply to other paths.

	42. [bookmark: ID0x00000158] 
	Click in the Total field.


	43. [bookmark: ID0x00000159] 
	Enter "-56.00" in the Total field. 

	44. [bookmark: ID0x0000015A] 
	Click in the Description field.


	45. [bookmark: ID0x0000015B] 
	Enter "Credit for lease charges" in the Description field. 

	46. [bookmark: ID0x0000015C] 
	Click in the Extended Amount field.


	47. [bookmark: ID0x0000015D] 
	Enter "-56.00" in the Extended Amount field. 

	48. [bookmark: ID0x0000015E] 
	Click in the Amount field.


	49. [bookmark: ID0x0000015F] 
	Enter "-56.00" in the Amount field. 

	50. [bookmark: ID0x00000160] 
	Click in the Account field.


	51. [bookmark: ID0x00000161] 
	Enter "719100" in the Account field. 

	52. [bookmark: ID0x00000162] 
	Click in the Fund field.


	53. [bookmark: ID0x00000163] 
	Enter "13000" in the Fund field. 

	54. [bookmark: ID0x00000164] 
	Click in the Dept field.


	55. [bookmark: ID0x00000165] 
	Enter "1359910" in the Dept field. 

	56. [bookmark: ID0x00000166] 
	Click in the Program field.


	57. [bookmark: ID0x00000167] 
	Enter "15930" in the Program field. 

	58. [bookmark: ID0x00000168] 
	Click in the Class field.


	59. [bookmark: ID0x00000169] 
	Enter "11000" in the Class field. 

	60. [bookmark: ID0x0000016A] 
	Click the horizontal scrollbar.


	61. [bookmark: ID0x0000016B] 
	Click the vertical scrollbar.
Scroll down to confirm Voucher totals.

	62. [bookmark: ID0x0000016C] 
	Verify the Total is correct.

	63. [bookmark: ID0x0000016D] 
	Click the Save button.


	64. [bookmark: ID0x0000016E] 
	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.

	65. [bookmark: ID0x00000694] 
	Now that the voucher has been saved, it must be budget checked in order to be available for voucher posting and payment.

The credit adjustment voucher must be offset against another voucher within a pay cycle and the payment posted and journal generated to complete updating vendor balances and accounting entries.

	66. [bookmark: ID0x0000016F] 
	Congratulations. You have just completed the Entering a Credit Adjustment Voucher topic. Below is a summary of the key concepts of this lesson:

- You can create an adjustment voucher for the credit memo invoice that you received from your vendor by copying the original voucher on the Voucher component.
- To properly match the credit memo to the original voucher PeopleSoft
recommends that you use the adjustment voucher style and copy the original voucher. 
- Adjustment vouchers can create a credit memo, adjust matched values reverse quantities or amounts for purchase order information or reverse quantities or amounts for receipt information. 
End of Procedure.
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