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External Voucher Upload
[bookmark: pp_ref_BEFORECONCEPT]Concept

The External Voucher Upload process is designed to be an alternative to the PeopleSoft v8.9 Delivered Voucher Upload from MS Excel process.  

The user enters voucher data into the BOR External Voucher Upload Template.xls file, available on the GeorgiaFIRST website documentation page in the Spreadsheet Load for Consolidation.zip file.  The user can then upload the file into PeopleSoft, and the data from the file populates the Voucher Staging Tables.  Once the user uploads the file and runs the process to Success, the Voucher Build Application Engine process (AP_VCHRBLD) should be run.  This process will build and edit the vouchers. 

The BOR External Voucher Upload Template.xls file is provided as a guide to assist with entering the necessary data in the required order.  

Please note: The External Voucher Upload process will accept ‘.csv’ and ‘.txt’ file types only.  The ‘.xls’ BOR External Voucher Upload Template file must be saved as a ’.csv’ file before it is uploaded into PeopleSoft v8.9.  Also, the header row of the file should be removed from the file before saving the as a ‘.csv’ file.

Benefits of the new External Voucher Upload process include:
· A SpeedChart can be defined in the file. 
· PO Vouchers can be created, with the PO liquidating as expected upon Voucher Budget Check.  
· Warning/Error messages are clearly defined in the AP External Voucher Upload Error Report, to identify any data entry issues that exist.  


Topic Objectives:
Upon completion of this topic, you will be able to:
- Describe the External Voucher Upload process.
- Explain how to enter information into the correct format in order to be uploaded into the PeopleSoft Staging tables.
- Confirm that the voucher data exists in the PeopleSoft staging tables.


	Assumptions

	The BOR External Voucher Upload.xls file will be provided by ITS and should be downloaded and stored in a local network directory.

The BOR_AP_VOUCHER_LOAD role must be assigned to any user who will be responsible for running the External Voucher Upload process.




	Dependencies/Constraints

	The BOR External Voucher Upload.xls file is a template to be used to assist with entering the applicable information.  

The header row of the file should be deleted before saving the file as a ‘.csv’ file.

Business Unit, Invoice #, Invoice Date, Vendor ID, Gross Invoice Amount, and Voucher Line Number must always be entered, and should be entered for each voucher line and voucher distrib line in the file (no blank lines).

The Gross Invoice Amount should be the combined total amount of ALL voucher lines.

Voucher Line Description, Line Amount, Voucher Distrib Line Number and SpeedChart Key OR Voucher Distribution Line chartfields must be entered if a PO # is not entered.

If a PO Number is entered, the PO Line Number, PO Schedule Number and PO Line Distrib Number must also be entered, and the remaining fields must be left blank.

SpeedChart Key:
· If a SpeedChart Key is entered AND an Account is entered, the Account defined on the line will be used, even if an Account is defined in the SpeedChart.

· If a SpeedChart Key is entered AND additional chartfields are defined on the line (Fund, Dept, Class, Program, Project), the Chartfields defined in the SpeedChart will be used and the data entered on the line will be ignored.

The Voucher Qty and Unit Price fields are optional.

The External Voucher Upload process should not be used for 1099 reportable transactions. 







[bookmark: _GoBack]Procedure

In this topic you will upload a group of vouchers using the External Voucher Upload process and confirm that the voucher data is loaded into the PeopleSoft staging tables.

	Step
	Action

	1. [bookmark: ID0x000008C0] 
	Open the BOR External Voucher Upload.xls file. 

	2. [bookmark: ID0x000008C1] 
	The BOR External Voucher Upload.xls file is a template to be used to assist with identifying the information that is needed in order to successfully create a Voucher.  

	3. [bookmark: ID0x000008C2] 
	Once you have entered the voucher information, save the spreadsheet.

	4. [bookmark: ID0x000008C3] 
	Log into PeopleSoft and click the BOR Menus link.

	5. [bookmark: ID0x000008C4] 
	Click the BOR Accounts Payable link.

	6. [bookmark: ID0x000008C5] 
	Click the BOR AP Interfaces link.

	7. [bookmark: ID0x000008C6] 
	Click the External Voucher Upload link.

	8. [bookmark: ID0x000008C7] 
	Click the Add a New Value tab and create a new Run Control ID.

	9. [bookmark: ID0x000008C8] 
	Enter the Business Unit.

	10. [bookmark: ID0x000008C9] 
	Enter the Accounting Date.

	11. [bookmark: ID0x000008CA] 
	Click the Add button.

	12. [bookmark: ID0x000008CB] 
	Click the Browse button and locate the desired file.

	13. [bookmark: ID0x000008CC] 
	Click the Upload button to load the file.

	14. [bookmark: ID0x000008CD] 
	If needed, click the Cancel button to return to the Run Control page without the selected file.

	15. [bookmark: ID0x000008CE] 
	On the Run Control page, 
Click the:
Delete button to delete the file from the Server File Name and Local File Name
View button to view the file

	16. 
	Click the Run button.

	17. 
	Click the OK button.

	18. 
	Click the Process Monitor link.

	19. 
	Click the Details link.

	20. 
	Click the View Log/Trace link.

	21. 
	Click on the borif055_XXXXXXX.pdf to review the AP External Voucher Upload Error Report.

	22. 
	The AP External Voucher Upload Error Report will list Warnings and Errors.  

File Row Numbers with a Warning will load into the staging tables.
File Row Numbers with an Error will not load into the staging tables.

An example of the types of warnings/errors you may encounter are:

"Warning:  Vendor Inactive"
“Error:  Vendor Not Found”
“Error:  SpeedChart and Account are blank”
“Error:  SpeedChart and Account are both filled”
“Error:  Transaction already in Voucher Staging Tables”


	23. 
	Once the process runs to Success you can confirm that the voucher data successfully loaded into the staging tables and is ready for processing.

	24. 
	Click the BOR_REPORTING_INSTANCE link.

	25. 
	Click the Query Mananger link.

	26. 
	Click the Create New Query link.
[image: Action area of the screen image]

	27. [bookmark: ID0x000008CF] 
	Click in the begins with field.
[image: Action area of the screen image]

	28. [bookmark: ID0x000008D0] 
	Enter "VCHR_HDR_STG" in the begins with field. 

(The other two staging tables that should be populated by voucher upload are VCHR_LINE_STG and VCHR_DIST_STG)

	29. [bookmark: ID0x000008D1] 
	Click the Search button.
[image: Action area of the screen image]

	30. [bookmark: ID0x000008D2] 
	Click an entry in the Add Record column.
[image: Action area of the screen image]

	31. [bookmark: ID0x000008D3] 
	Click the Check All Fields button.
[image: Action area of the screen image]

	32. [bookmark: ID0x000008D4] 
	Click the Run tab.
[image: Action area of the screen image]

	33. [bookmark: ID0x000008D5] 
	Confirm that the expected voucher data exists. There may be a 1-2 minute delay in the voucher data being populated in the staging tables. 

Note that staging tables are shared by Voucher Upload, Banner to AP Interface and Quick Invoice so be sure the data you see is from your voucher upload.

In the event the data is not loaded into the staging tables but the EXT voucher upload process ran successfully, you will need to submit a ticket to the ITS Helpdesk. 

Your next step is to run the Voucher Build Process.  See Business Process AP_030_060 – Running Voucher Build for more information. 

	34. [bookmark: ID0x000008D6] 
	Congratulations. You have just completed the External Voucher Upload topic. Below is a summary of the key concepts of this topic:
· The External Voucher Upload spreadsheet should be filled out correctly, using the information defined in the Dependencies/Constraints section as a guide.
· The AP External Voucher Upload Error Report should be reviewed after running the BORIF055, External Voucher Upload, process.
· The Voucher Staging Tables can be reviewed prior to running the Voucher Build process, to ensure the desired data is ready for processing.

- End of Procedure.
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