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AP.020.070 Entering Single Payment Vouchers
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to enter single payment vouchers. The Single Payment voucher style is intended primarily for rebates and refunds. Institutions can use the Single Payment vendor and voucher feature for payments such as refunds or other one-time payments without having to create and store the vendor in the system. One vendor is set up to serve as the master vendor when processing single payment vouchers.

Users must set up a dummy vendor that will serve as a master when creating single payment vouchers. The dummy vendor does not contain any address information. All of the identifying information is filled out on the single payment voucher.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Enter a Single Payment Voucher into PeopleSoft Payables.
- Select the correct Single Payment Vendor for your institution.
- Explain that the authority to enter a Single Payment Voucher is granted in User Preferences.



	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.

You may wish to restrict the use of the Single Payment Voucher style to limited AP staff for internal control purposes.

The Single Payment Voucher style cannot be used for 1099 Reportable transactions.

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

In this topic, a Continuing Education class has been canceled and you need to enter a voucher for a refund. As this is not a recurring expense and you anticipate no future payments to this individual, you need to create a Single Payment voucher. 

	Step
	Action

	1. [bookmark: ID0x00000170] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x00000171] 
	Click the Vouchers link.


	3. [bookmark: ID0x00000172] 
	Click the Add/Update link.


	4. [bookmark: ID0x00000173] 
	Click the Regular Entry link.

	5. [bookmark: ID0x00000174] 
	Click the Voucher Style list.


	6. [bookmark: ID0x00000175] 
	Click the Single Payment Voucher list item.


	7. [bookmark: ID0x00000176] 
	The Single Payment Vendor should default in if it has been entered in your Payables Options setup. If it does not default in, enter the Single Payment Vendor.

	8. [bookmark: ID0x00000177] 
	Click the Add button.


	9. [bookmark: ID0x00000178] 
	Click in the Name 1 field.


	10. [bookmark: ID0x00000179] 
	Enter "Adams,Michael" in the Name 1 field. 

	11. [bookmark: ID0x0000017A] 
	Click in the Address 1 field.


	12. [bookmark: ID0x0000017B] 
	Enter "315 Stanyan RD" in the field. 

	13. [bookmark: ID0x0000017C] 
	Click in the City field.


	14. [bookmark: ID0x0000017D] 
	Enter "Athens" in the City field. 

	15. [bookmark: ID0x0000017E] 
	Click in the State field.


	16. [bookmark: ID0x0000017F] 
	Enter "GA" in the State field. 

	17. [bookmark: ID0x00000180] 
	Click in the Postal field.


	18. [bookmark: ID0x00000181] 
	Enter "30606" in the Postal field. 

	19. [bookmark: ID0x00000182] 
	Click the Invoice Information tab.


	20. [bookmark: ID0x00000183] 
	Click in the Invoice Number field.


	21. [bookmark: ID0x00000184] 
	Enter "SINGLE" in the Invoice Number field. 

	22. [bookmark: ID0x00000185] 
	Click in the Invoice Date field.


	23. [bookmark: ID0x00000186] 
	Enter "033107" in the Invoice Date field. 

	24. [bookmark: ID0x00000187] 
	Click in the Total field.


	25. [bookmark: ID0x00000188] 
	Enter "200" in the Total field. 

	26. [bookmark: ID0x00000189] 
	Click in the Description field.


	27. [bookmark: ID0x0000018A] 
	Enter "Continuing Ed Refund" in the Description field. 

	28. [bookmark: ID0x0000018B] 
	Click in the Extended Amount field.


	29. [bookmark: ID0x0000018C] 
	Enter "200" in the Extended Amount field. 

	30. [bookmark: ID0x0000018D] 
	Click in the Amount field.


	31. [bookmark: ID0x0000018E] 
	Enter "200" in the Amount field. 

	32. [bookmark: ID0x0000018F] 
	Click in the Account field.


	33. [bookmark: ID0x00000190] 
	Enter "441160" in the Account field. 

	34. [bookmark: ID0x00000191] 
	Enter the remaining chartfields.

	35. [bookmark: ID0x00000192] 
	Click the vertical scrollbar.
Scroll down to confirm voucher totals.

	36. [bookmark: ID0x00000193] 
	Click the Save button.


	37. [bookmark: ID0x00000194] 
	Click the vertical scrollbar.
Return to the top of the Voucher page to confirm that the voucher successfully saved and a Voucher ID has been assigned.

	38. [bookmark: ID0x00000695] 
	Now that the voucher has been saved, it must be budget checked in order to be available for voucher posting and payment.

	39. [bookmark: ID0x00000195] 
	Congratulations. You have just completed the Entering Single Payment Vouchers topic. Below is a summary of the key concepts of this topic:

- Single Payment Vouchers can only be used with a Single Pay Vendor.
- Single Payment is a style of voucher.
- The vendor details on a Single Payment Voucher are entered on the Single Payment Vendor page within the Voucher component.
- Single Payment Vouchers cannot be used for withholding.
End of Procedure.
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