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AP.030.060 - Running Voucher Build
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This business process was revised for Consolidation.

This topic demonstrates how to run the Voucher Build process. Payables provides the Voucher Build process to build vouchers in batch from various source transactions, including transactions originating from third-party systems. The Voucher Build application engine (AP_VCHRBLD) process comprises two sub processes, pre-edit and voucher edit.

The five most common types of transactions that will require the use of the Voucher Build process are:
1. Banner to AP Interface
2. Quick Invoice
3. Voucher Upload from MS Excel 
4. Voucher Upload from the BOR External Voucher Upload process
5. Catalog Invoice transactions

Each of these processes load the voucher data into staging tables. The Voucher Build process removes the data from staging and creates the vouchers in the online voucher tables.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Navigate to the Voucher Build process.
- Run the Voucher Build process.
- Check for recycled vouchers as a result of the Voucher Build process.

Key Term:
Below is a key term used in this topic:
- Postable – When a voucher is Saved and has passed all validations, it has a status of Postable. It can now be posted in Payables, which creates balanced accounting entries.





	Assumptions

	Voucher data has been loaded into the PS staging tables.




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, imagine that you are in the middle of your accounts payable cycle, and you need to run the Voucher Build process for Banner Interface, XML Upload and Quick Invoices. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x000007F4] 
	Click the Accounts Payable link.
[image: Action area of the screen image]

	2. [bookmark: ID0x000007F5] 
	Click the Batch Processes link.

	3. [bookmark: ID0x000007F6] 
	Click the Vouchers link.

	4. [bookmark: ID0x000007F7] 
	Click the Voucher Build link.
[image: Action area of the screen image]

	5. [bookmark: ID0x000007F8] 
	Click the Add a New Value tab.
[image: Action area of the screen image]

	6. [bookmark: ID0x000007F9] 
	Enter "VCHR_BLD" in the Run Control ID field. 

	7. [bookmark: ID0x000007FA] 
	Click the Add button.
[image: Action area of the screen image]

	8. [bookmark: ID0x000007FB] 
	Enter "VCHR_BLD" in the Request ID field. 

	9. [bookmark: ID0x000007FC] 
	Enter "Voucher Build" in the Description field. 

Press [Enter] to continue.

	10. [bookmark: ID0x000007FD] 
	Decision: Please make a selection from the options listed below.
1. Quick Invoice
Go to step 11 on page 3
1. Banner
Go to step 36 on page 5
1. Voucher Upload & Catalog Transactions
Go to step 54 on page 6

	11. [bookmark: ID0x000007FE] 
	NOTE: After completing the Banner and/or Voucher Upload paths, select Actions/Close Topic to exit these lessons. 

	12. [bookmark: ID0x000007FF] 
	Enter "06012007" in the From Date field. 

	13. [bookmark: ID0x00000800] 
	Click the Choose a date (Alt+5) button.
[image: Action area of the screen image]

	14. [bookmark: ID0x00000801] 
	Click the 26.
[image: Action area of the screen image]

	15. [bookmark: ID0x00000802] 
	Click the Process Option list.
[image: Action area of the screen image]

	16. [bookmark: ID0x00000803] 
	Click the Business Unit button.

If you have security to allow you to run this process for Banner student vendors in addition to standard vendors, you will select either 71000 or 7100B for Banner vouchers. If you do not have this access, you will have one option for Business Unit when you set up this Run Control.
[image: Action area of the screen image]

	17. [bookmark: ID0x00000804] 
	Click an entry in the Business Unit column.
[image: Action area of the screen image]

	18. [bookmark: ID0x00000805] 
	Click the Voucher Sources list.
[image: Action area of the screen image]

	19. [bookmark: ID0x00000806] 
	Click the New Voucher Data list item.
[image: Action area of the screen image]

	20. [bookmark: ID0x00000807] 
	Click the Voucher Build Interfaces list.
[image: Action area of the screen image]

	21. [bookmark: ID0x00000808] 
	Click the Quick Invoice list item.

	22. [bookmark: ID0x00000809] 
	Click the Publish Voucher Messages checkbox.
[image: Action area of the screen image]

	23. [bookmark: ID0x0000080A] 
	Click the Save button.
[image: Action area of the screen image]

	24. [bookmark: ID0x0000080B] 
	Click the Run button.
[image: Action area of the screen image]

	25. [bookmark: ID0x0000080C] 
	Click the OK button.
[image: Action area of the screen image]

	26. [bookmark: ID0x0000080D] 
	Click the Process Monitor link.
[image: Action area of the screen image]

	27. [bookmark: ID0x0000080E] 
	Click an entry in the Details column.
[image: Action area of the screen image]

	28. [bookmark: ID0x0000080F] 
	Click the View Log/Trace link.
[image: Action area of the screen image]

	29. [bookmark: ID0x00000810] 
	Click an entry in the Name column.
[image: Action area of the screen image]

	30. [bookmark: ID0x00000811] 
	Press enter to close document.

	31. [bookmark: ID0x00000812] 
	Click the Return button.
[image: Action area of the screen image]

	32. [bookmark: ID0x00000813] 
	Click the OK button.
[image: Action area of the screen image]

	33. [bookmark: ID0x00000814] 
	Click the Go back to Voucher Build Request link.
[image: Action area of the screen image]

	34. [bookmark: ID0x00000815] 
	Click the Build Errors tab.

If Voucher Build Errors exist, refer to business process AP.05.030 - View and Correct Voucher Build Errors
[image: Action area of the screen image]

	35. [bookmark: ID0x00000816] 
	Congratulations. You have just completed the Running Voucher Build topic. Below is a summary of the key concepts of this topic:

- Vouchers that are flagged with errors during this process are assigned a status of Recycle.
- Voucher Build builds vouchers in batch from various source transactions, including transactions originating from third-party systems. 
– The voucher batch request process performs all of the steps needed to create postable vouchers. 
- The Voucher Build Interfaces list contains various sources from which to create vouchers.
End of Procedure. Remaining steps apply to other paths.

	36. [bookmark: ID0x00000817] 
	Click the Process Option list.
[image: Action area of the screen image]

	37. [bookmark: ID0x00000818] 
	Click the Process Group list item.
[image: Action area of the screen image]

	38. [bookmark: ID0x00000819] 
	Click the Voucher Sources list.
[image: Action area of the screen image]

	39. [bookmark: ID0x0000081A] 
	Click the New Voucher Data list item.
[image: Action area of the screen image]

	40. [bookmark: ID0x0000081B] 
	Click the Business Unit button.
[image: Action area of the screen image]

	41. [bookmark: ID0x0000081C] 
	Click an entry in the Business Unit column.

Note that you are selecting the "B" Business Unit since this is a Banner Control Group for which you will run Voucher Build.
[image: Action area of the screen image]

	42. [bookmark: ID0x0000081D] 
	Click in the Control Group ID field.
[image: Action area of the screen image]

	43. [bookmark: ID0x0000081E] 
	Enter "0000000375" in the Control Group ID field. 

	44. [bookmark: ID0x0000081F] 
	Click the Voucher Build Interfaces list.

	45. [bookmark: ID0x00000820] 
	Click the Banner to AP Interface list item.

	46. [bookmark: ID0x00000821] 
	Click the Publish Voucher Messages checkbox.
[image: Action area of the screen image]

	47. [bookmark: ID0x00000822] 
	Click the Run button.
[image: Action area of the screen image]

	48. [bookmark: ID0x00000823] 
	Click the OK button.
[image: Action area of the screen image]

	49. [bookmark: ID0x00000824] 
	Click the Process Monitor link.
[image: Action area of the screen image]

	50. [bookmark: ID0x00000825] 
	Click the Refresh button.
[image: Action area of the screen image]

	51. [bookmark: ID0x00000826] 
	Click the Go back to Voucher Build Request link.
[image: Action area of the screen image]

	52. [bookmark: ID0x00000827] 
	Click the Build Errors tab.
[image: Action area of the screen image]

	53. [bookmark: ID0x00000828] 
	Click the Refresh Log button.

If Voucher Build Errors exist, refer to business process AP.05.030-View and Correct Voucher Build Errors
[image: Action area of the screen image]
Go to step 10 on page 3

	54. [bookmark: ID0x00000829] 
	Click the Process Option list.
[image: Action area of the screen image]

	55. [bookmark: ID0x0000082A] 
	Click the Business Unit list item.
[image: Action area of the screen image]

	56. [bookmark: ID0x0000082B] 
	Click the Voucher Sources list.
[image: Action area of the screen image]

	57. [bookmark: ID0x0000082C] 
	Click the New Voucher Data list item.
[image: Action area of the screen image]

	58. [bookmark: ID0x0000082D] 
	Click the Business Unit button.
[image: Action area of the screen image]

	59. [bookmark: ID0x0000082E] 
	Click an entry in the Business Unit column.
[image: Action area of the screen image]

	60. [bookmark: ID0x0000082F] 
	Click the Voucher Build Interfaces list.

	61. [bookmark: ID0x00000830] 
	Click the XML Invoice list item for Voucher Upload from MS Excel.
Click the External Invoice list item for BOR External Voucher Upload.
Click the Catalog list item for Catalog transactions.

	62. [bookmark: ID0x00000831] 
	Click the Publish Voucher Messages checkbox.
[image: Action area of the screen image]

	63. [bookmark: ID0x00000832] 
	Click the Run button.
[image: Action area of the screen image]

	64. [bookmark: ID0x00000833] 
	Click the OK button.
[image: Action area of the screen image]

	65. [bookmark: ID0x00000834] 
	Click the Process Monitor link.
[image: Action area of the screen image]

	66. [bookmark: ID0x00000835] 
	Click the Refresh button.
[image: Action area of the screen image]

	67. [bookmark: ID0x00000836] 
	Click the Go back to Voucher Build Request link.
[image: Action area of the screen image]

	68. [bookmark: ID0x00000837] 
	Click the Build Errors tab.

If Voucher Build Errors exist, refer to business process AP.05.030 - View and Correct Voucher Build Errors
[image: Action area of the screen image]
Go to step 10 on page 3
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