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AP.020.012 Entering Regular Voucher from a Receipt
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to enter a PO-related voucher using a receipt. This will show yet another way to use information that is populated in Purchasing to enter a voucher.  

Topic Objectives:
Upon completion of this topic, you will be able to:
- Search for a receipt from the Voucher Information Page.
- Select a receipt to populate voucher lines.
- Confirm that the receipt and invoice amounts are in balance.



	Assumptions

	




	Dependencies/Constraints

	GeorgiaFirst Financials is only using the following PS delivered Voucher Styles:

1.) Regular Voucher
2.) Adjustment Voucher
3.) Single Payment Voucher
4.) Template Voucher

All PeopleSoft delivered voucher styles will appear in the list but only these four voucher styles should be selected.

User preferences are required to define the users authority for entry of each of the voucher styles.

Security note:  AP Users must have Commitment Control Security Rule BUDG_DT_AP to allow updating of the Voucher Budget Date and Security Rule OVRD_AP to allow Budget Override for AP budget check errors.  Refer to business process KK.010.013 for additional information



Additional Information




Procedure

For this topic, you will enter a voucher for Dell Computers. They have referenced a Receipt number on their invoice. You will search for this receipt and select it to populate many of the voucher lines. 

	Step
	Action

	1. [bookmark: ID0x00000048] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x00000049] 
	Click the Vouchers link.


	3. [bookmark: ID0x0000004A] 
	Click the Add/Update link.


	4. [bookmark: ID0x0000004B] 
	Click the Regular Entry link.


	5. [bookmark: ID0x0000004C] 
	Enter "DELL" in the Short Vendor Name field. 

	6. [bookmark: ID0x0000004D] 
	Click the Look up Short Vendor Name (Alt+5) button.


	7. [bookmark: ID0x0000004E] 
	Click an entry in the Short Vendor Name column.


	8. [bookmark: ID0x0000004F] 
	Enter "899" in the Invoice Number field. 

	9. [bookmark: ID0x00000050] 
	Enter "06/01/2007" in the Invoice Date field. 

	10. [bookmark: ID0x000004ED] 
	Freight amounts can be entered and are set to be prorated to each voucher line/distribution. 

If you do not wish for the Freight to be prorated and want it charged to a specific freight account, you should enter a voucher line using the appropriate freight account number.

Warning: Prorating of freight may not be the appropriate option for prior year PO's.

	11. [bookmark: ID0x00000051] 
	Click the Add button.


	12. [bookmark: ID0x00000052] 
	Enter "27000" in the PO Unit field. 

	13. [bookmark: ID0x00000053] 
	Click the Worksheet Copy Option list.


	14. [bookmark: ID0x00000054] 
	Click the PO Receipt list item.


	15. [bookmark: ID0x00000055] 
	Click the Search button.


	16. [bookmark: ID0x00000056] 
	Click the Select checkbox.


	17. [bookmark: ID0x00000057] 
	Click the Copy Selected Lines button.


	18. [bookmark: ID0x000004EE] 
	Freight amounts can be entered and are set to be prorated to each voucher line/distribution. 

If you do not wish for the Freight to be prorated and want it charged to a specific freight account, you should enter a voucher line using the appropriate freight account number.

Warning: Prorating of freight may not be the appropriate option for prior year PO's.

	19. [bookmark: ID0x00000058] 
	Click the Save button.


	20. [bookmark: ID0x00000059] 
	Click the vertical scrollbar and note the voucher id assigned by the system.

	21. [bookmark: ID0x00000690] 
	Now that the voucher has been saved, it must be budget checked in order to be available for voucher posting and payment.

You will also need to run Document Tolerance Checking and Matching if applicable for the voucher prior to payment.

	22. [bookmark: ID0x0000005A] 
	Congratulations. You have just completed the Entering a Regular Voucher from a Receipt topic. Below is a summary of the key concepts of this topic:

- You can search for a PO receipt by Business Unit or PO Number.
- If your search list brings several PO receipts, you can select the one or ones referred to on the vendor’s invoice.
- Copying PO Receipt information into the voucher saves data entry time. 
End of Procedure.
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