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AP.020.310 Creating Recurring Voucher Contracts
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to create recurring voucher contracts. With recurring voucher contracts, you must specify the vendor, voucher line, and distribution items for a recurring voucher. You must also define the contract information, including the start date, an optional end date, voucher schedules, AP Business Unit, and gross amounts. If desired, you can also define withholding and discount information. Each vendor can have one or more voucher contracts.

After you save a voucher contract, you can expand it into a recurring voucher. You can then load the expanded voucher into a table for viewing, validating, and editing. These are vouchers that are now available for payment, adjustment, and posting.

You can set up a recurring voucher contract that automatically creates a voucher each month for the entire year. The created recurring vouchers are ready to be loaded into the system. After they are loaded, the system automatically approves and marks each voucher for payment at the appropriate time based on the vendor's terms. You can edit each voucher individually.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Describe voucher contracts for various scenarios.
- Enter a voucher contract into the PeopleSoft Payables system.
- View the resulting vouchers and their release dates.



	Assumptions

	




	Dependencies/Constraints

	User Preferences are required for Contract Processing.



Additional Information




Procedure

In this topic you have been asked to create a recurring voucher contract for the lease of one of your buildings. Your goal is to enter this Voucher Contract.

	Step
	Action

	1. [bookmark: ID0x000006D1] 
	Click the Purchasing link.


	2. [bookmark: ID0x000006D2] 
	Click the Procurement Contracts link.

	3. [bookmark: ID0x000006D3] 
	Click the Add/Update Contracts link.

	4. [bookmark: ID0x0000033F] 
	Click the Contract Process Option dropdown button to activate the menu.


	5. [bookmark: ID0x00000340] 
	Click the Recurring Voucher list item.


	6. [bookmark: ID0x00000341] 
	Click the Add button.


	7. [bookmark: ID0x00000342] 
	Enter "0000018835" in the Vendor ID field. 

	8. [bookmark: ID0x00000343] 
	Enter "12345" in the Vendor Contract Ref field. 

	9. [bookmark: ID0x00000344] 
	Enter "monthly payment" in the Description field. 

	10. [bookmark: ID0x00000345] 
	Click the Tax Exempt checkbox.


	11. [bookmark: ID0x00000346] 
	Click in the Maximum Amount field.


	12. [bookmark: ID0x00000347] 
	Enter "725000.00" in the Maximum Amount field. 

	13. [bookmark: ID0x00000348] 
	Click in the Invoice Number field.


	14. [bookmark: ID0x00000349] 
	Enter "Monthly Rent" in the Invoice Number field. 

	15. [bookmark: ID0x0000034A] 
	Enter "27000" in the AP Business Unit field. 

	16. [bookmark: ID0x0000034B] 
	Enter "STANDARD" in the Accounting Template field. 

	17. [bookmark: ID0x0000034C] 
	Click the Look up Payment Terms ID (Alt+5) button.


	18. [bookmark: ID0x0000034D] 
	Click an entry in the Short Description column.
Click the appropriate row for the payment terms you need.


	19. [bookmark: ID0x0000034E] 
	Click the Basis Dt Type list.


	20. [bookmark: ID0x0000034F] 
	Click the Acct Date list item.


	21. [bookmark: ID0x00000350] 
	Click in the Gross Amount field


	22. [bookmark: ID0x00000351] 
	Enter "60246.88" in the Gross Amount field. 

	23. [bookmark: ID0x00000352] 
	Click the vertical scrollbar.

	24. [bookmark: ID0x00000353] 
	Enter "monthly bldg rent" in the Description field. 

	25. [bookmark: ID0x00000354] 
	Enter "EA" in the UOM field. 

	26. [bookmark: ID0x00000355] 
	Enter "60246.88" in the Merchandise Amt field. 

	27. [bookmark: ID0x00000356] 
	Click the Voucher Distrib button.


	28. [bookmark: ID0x00000357] 
	Enter "748100" in the Account field. 

	29. [bookmark: ID0x00000358] 
	Enter "12000" in the Fund field. 

	30. [bookmark: ID0x00000359] 
	Enter "1221100" in the Dept field. 

	31. [bookmark: ID0x0000035A] 
	Enter "21100" in the Program field. 

	32. [bookmark: ID0x0000035B] 
	Enter "42200" in the Class field. 

	33. [bookmark: ID0x0000035C] 
	Enter "2007" in the Bud Ref field. 

	34. [bookmark: ID0x0000035D] 
	Click the vertical scrollbar.


	35. [bookmark: ID0x0000035E] 
	Click the OK button.


	36. [bookmark: ID0x0000035F] 
	Click the Include for Release checkbox.


	37. [bookmark: ID0x00000360] 
	Click the Save button.


	38. [bookmark: ID0x00000361] 
	Click the vertical scrollbar.

	39. [bookmark: ID0x00000362] 
	Click the Create Releases tab.


	40. [bookmark: ID0x00000363] 
	Click the Times option.


	41. [bookmark: ID0x00000364] 
	Enter "12" in the Times field. 

	42. [bookmark: ID0x00000365] 
	Click the Populate button.


	43. [bookmark: ID0x00000366] 
	Click the vertical scrollbar.

	44. [bookmark: ID0x00000367] 
	Click the vertical scrollbar.

	45. [bookmark: ID0x00000368] 
	Click the Stage button.


	46. [bookmark: ID0x00000369] 
	Click the OK button.


	47. [bookmark: ID0x0000036A] 
	Click the Save button.


	48. [bookmark: ID0x0000036B] 
	Congratulations. You have just completed the Creating Recurring Voucher Contracts topic. Below is a summary of the key concepts of this topic:

- The first step in defining a series of recurring vouchers is to enter a base voucher from which the system will derive all other vouchers in the contract.
- The Voucher Build process stages and builds voucher contract.
- As each voucher comes due according to the payment terms of the vendor, the voucher is approved and paid.
- You can adjust the amount of individual vouchers during the life of the contract. 
End of Procedure.
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