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AP.030.030 - Posting Vouchers
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This business process was revised for Consolidation.

This topic demonstrates how to post vouchers. In most cases, businesses want to integrate their Payables system with their General Ledger system. This integration allows for automatic journal generation using the journal generator, thereby eliminating the need for manual journal entries for Payables transactions. When the voucher posting process is run, vendor account balances are updated and the corresponding financial information are stored on tables until the journal generator is used to create a journal entry.

Posting vouchers in PeopleSoft Payables updates vendor account balances and creates balanced accounting entries for all distribution lines entered for vouchers. Posting also updates vendor account balances and creates accounting entries for using tax expense and liability, withholding, and freight. After these accounting entries are generated, they are available for General Ledger journal generation.

In order to post in PeopleSoft Payables, you must first define a voucher posting request. You must then run the posting process using the Process Scheduler and evaluate the posting results. Once a voucher has been posted, you cannot change any fields that would have an impact on accounting entries. The only information that can be changed on a voucher after posting is descriptive information such as invoice number, item number, item description, exchange rate, and comments. If you want to make changes to accounting information, you can unpost the voucher, close the voucher or create an adjusting voucher.

Key term:
Below is a key term used in this topic:
- Posting - When the Payables Posting Process is run, vendor account balances are updated and the corresponding financial information is stored on tables until the journal generator is used to create a journal entry.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Define a voucher posting request. 
- Run the posting process using the Process Scheduler.
- Evaluate the posting results. 



	Assumptions

	




	Dependencies/Constraints

	*  Vouchers must have a valid budget check status to be available for posting.

*  Vouchers within a control group must have the Post Group check box selected.

*  User Preferences are required to Post Vouchers.



Additional Information




Procedure

In this topic, your goal is to post all vouchers for Business Unit 27000. Prior to Posting Vouchers, you may wish to run query BOR_AP_UNPOSTED_VCHR (refer to AP.075.105) to determine vouchers that are unposted. 

	Step
	Action

	1. [bookmark: ID0x000007DC] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x000007DD] 
	Click the Batch Processes link.

	3. [bookmark: ID0x000007DE] 
	Click the Vouchers link.


	4. [bookmark: ID0x000007DF] 
	Click the Voucher Posting link.

	5. [bookmark: ID0x000007E0] 
	Click the Add a New Value tab.


	6. [bookmark: ID0x000007E1] 
	Click in the Run Control ID field.


	7. [bookmark: ID0x000007E2] 
	Enter "POST_VCHRS" in the Run Control ID field. 

	8. [bookmark: ID0x000007E3] 
	Click the Add button.


	9. [bookmark: ID0x000007E4] 
	Enter "POST" in the Request ID field. 

	10. [bookmark: ID0x000007E5] 
	Click in the Description field.


	11. [bookmark: ID0x000007E6] 
	Enter "POST VOUCHERS" in the Description field. 

	12. [bookmark: ID0x000007E7] 
	Click the Always Process list item.
Enter Always Process in the Process Frequency field.


	13. [bookmark: ID0x000007E8] 
	Click the Post Voucher Option list.


	14. [bookmark: ID0x000007E9] 
	Click the Post Business Unit list item.
If you select "Post Business Unit" only the Business Units to which you have access will be available to select under "Post Voucher List." 
For posting of Banner vouchers, you may wish to select the Post Group option.


	15. [bookmark: ID0x000007EA] 
	Click the Business Unit button.


	16. [bookmark: ID0x000007EB] 
	Click an entry in the Business Unit column.


	17. [bookmark: ID0x000007EC] 
	Click the Run button.


	18. [bookmark: ID0x000007ED] 
	Click the Server Name list.


	19. [bookmark: ID0x000007EE] 
	Click the PSUNX list item.


	20. [bookmark: ID0x000007EF] 
	Click the OK button.


	21. [bookmark: ID0x000007F0] 
	Click the Process Monitor link.


	22. [bookmark: ID0x000007F1] 
	Click the Refresh button.


	23. [bookmark: ID0x000007F2] 
	Click the Go back to Voucher Posting Request link.


	24. [bookmark: ID0x000007F3] 
	Congratulations. You have just completed the Posting Vouchers topic. Below is a summary of the key concepts of this topic:

- Posting vouchers in PeopleSoft Payables updates vendor account balances and creates balanced accounting entries for all distribution lines entered for vouchers. 
- After these accounting entries are generated, they are available for General Ledger journal generation.
- Once a voucher has been posted, you cannot change any fields that would have an impact on accounting entries.
End of Procedure.
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