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AP.020.111 Closing a Voucher (7.5)
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to close v7.5 vouchers. You close vouchers when you want the remaining liability to be "written off" the vendor balance and the voucher to be considered complete. Vouchers created in v8.9 can be closed from the Close Voucher page or the Payment Cancellation page. However, converted v7.5 vouchers will not be eligible for closure through either of these methods. The system will generate an error message and prevent saving the page. 

For closing of v8.9 vouchers, refer to Business Process AP.020.110.

Security Note: Security Role BOR_AP_CRTE_PMNTS_MAINT is required to use Payment Cancellation.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Successfully close a v7.5 voucher.



	Assumptions

	




	Dependencies/Constraints

	Only vouchers entered in v8.9 will be available for closure.  Upgraded vouchers cannot be closed and a functional work around will be required to relieve the liability of these vouchers.

To reflect a converted voucher as closed, the following steps must be completed:

• If previously paid, void/stop the payment.  Select reissue and put on hold.

• Enter a Credit Adjustment voucher per Business Process AP.020.051.

• Take original voucher off hold (if applicable).

• Run pay cycle for original v7.5 voucher and credit adjustment voucher to offset as $0 payment.

• Complete all posting (voucher and payment).

• Journal generate all accounting entries.



Additional Information




Procedure

In this topic, you have a v7.5 voucher that was previously paid and the payment will not be reissued, so it needs to be closed. 

Closure of a v7.5 voucher cannot be done from the Close Voucher Page. Instead, we will need to complete the two steps of canceling the payment and then closing the liability by creating an offsetting credit voucher.

	Step
	Action

	1. [bookmark: ID0x00000784] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x00000785] 
	Click the Payments link.

	3. [bookmark: ID0x00000786] 
	Click the Cancel/Void Payments link.

	4. [bookmark: ID0x00000787] 
	Click the Payment Cancellation link.


	5. [bookmark: ID0x00000788] 
	Click in the Payment Reference field.


	6. [bookmark: ID0x00000789] 
	Enter "236227" in the Payment Reference field. 

	7. [bookmark: ID0x0000078A] 
	Click the Search button.


	8. [bookmark: ID0x0000078B] 
	Click the Void option if you have the check in your possession. Choose Stop if you do not have possession of the check.


	9. [bookmark: ID0x0000078C] 
	Click the Re-Open Voucher(s)/Put on Hold option.


	10. [bookmark: ID0x0000078D] 
	Select the Hold Reason in the drop-down box. 


	11. [bookmark: ID0x0000078E] 
	Click the Save button.


	12. [bookmark: ID0x0000078F] 
	Once you have saved the Cancel Payment, you must run Payment Post to complete the cancel.

Next, you will create the credit voucher to offset the v7.5 voucher in a $0 payment.

	13. [bookmark: ID0x00000790] 
	Click the Vouchers link.


	14. [bookmark: ID0x00000791] 
	Click the Add/Update link.


	15. [bookmark: ID0x00000792] 
	Click the Regular Entry link.


	16. [bookmark: ID0x00000793] 
	Click the Voucher Style list.


	17. [bookmark: ID0x00000794] 
	Select Adjustment as the voucher style.


	18. [bookmark: ID0x00000795] 
	Click the Add button.


	19. [bookmark: ID0x00000796] 
	Click in the Vendor field.


	20. [bookmark: ID0x00000797] 
	Enter "0000022907" in the Vendor field. 

	21. [bookmark: ID0x00000798] 
	Press [Tab].

	22. [bookmark: ID0x00000799] 
	Enter "Adjust # 00120014" in the Invoice Number field. 

	23. [bookmark: ID0x0000079A] 
	Click the Look up Voucher ID (Alt+5) button.


	24. [bookmark: ID0x0000079B] 
	The system will return a list of the vouchers tied to the vendor you entered.

Select the v7.5 voucher that you are trying to close by clicking on its Voucher ID.


	25. [bookmark: ID0x0000079C] 
	Click the Copy to Voucher button.

The invoice and distribution line information from the original voucher will be pulled in.


	26. [bookmark: ID0x0000079D] 
	The system will populate the amount fields with the same amounts as the original voucher. You will need to turn these amounts into a credit by entering a "-" in front of the amounts. 

Enter "-" in front of your amount in the Total field.

	27. [bookmark: ID0x0000079E] 
	Do the same for all of the amount fields. 

Enter "-" in front of your amount in the Extended Amount field. 

	28. [bookmark: ID0x0000079F] 
	Enter "-" in front of your amount in the Amount field. 

Make sure all of your amounts are credits and use the On-demand Calculation to verify.

	29. [bookmark: ID0x000007A0] 
	Click the Save button.

You will need to run all the normal processes for this voucher such as budget checking, doc tolerance, matching, and voucher posting.


	30. [bookmark: ID0x000007A1] 
	You will now need to return to the original v7.5 voucher and take the payment off of hold so that it can be selected by the paycycle.

	31. [bookmark: ID0x000007A2] 
	Enter "00120014" in the Voucher ID field. 

	32. [bookmark: ID0x000007A3] 
	Click the Search button.


	33. [bookmark: ID0x000007A4] 
	Click the Payments tab.


	34. [bookmark: ID0x000007A5] 
	Click the Show next row (Alt+.) button.


	35. [bookmark: ID0x000007A6] 
	Uncheck the Hold Payment checkbox.


	36. [bookmark: ID0x000007A7] 
	Remove the Hold Reason.

Click the Hold Reason object to delete it.


	37. [bookmark: ID0x000007A8] 
	Click the Save button.


	38. [bookmark: ID0x000007A9] 
	Now you will need to pick both the original voucher and the offsetting adjustment voucher up in the same paycycle, so that the net payment to the vendor will be zero. In order to pick both up in the same paycycle, the vendor location, vendor address, payment method, and handling codes must be the same.

Remember that you can click on the Details link in the Pay Cycle Manager to make sure your original and offsetting payments have been selected before completing the paycycle. See Business Process AP.020.505.

Once the payment posting process and the journal generation process has run, the closing a v7.5 voucher process is complete.

	39. [bookmark: ID0x000007AA] 
	End of Procedure.
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