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AP.020.031 Entering Regular Voucher for Travel (non employee)
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to enter a regular voucher for a non-employee's travel. Per the Board of Regents Business Procedures Manual, non-employee travel should be charged to the following accounts:

1. 6501xx - Travel-Non Employee other than Mileage
2. 6505xx - Mileage-Non Employee
3. 752100 - Per Diem & Fees Reimbursable Expense
4. 752200 - Per Diem & Fees Direct Expense

All non-employee travel will be processed through Payables on a Regular Voucher. These vouchers may be associated with a Purchase Order depending on whether your institution wishes to encumber these transactions.

Since all non-employee Per Diem & Fee Travel Expenses (charged to accounts 752100 and 752200) are Continuous Audit - reportable, these accounts should be established as Open Item accounts using an Open Item Key of the Vendor ID. The 6501xx and 6505xx are not Continuous Audit - reportable, and therefore should not be established as Open Item accounts.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Enter a Regular Voucher from a PO for non-employee travel.
- Enter the appropriate Chartfields for OpenItem accounting on the voucher distribution line. 
- Be familiar with the concept of OpenItem accounting.

Key Term:
Below is a key term used in this topic:
- OpenItem Accounting - OpenItem accounting enables you to efficiently define, control, and maintain open accounts until all transactions for an OpenItem cause it to reach a zero 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 create a regular voucher from a PO for a Per Diem Non-employee travel expense (for non-employee J. Morkve) using the appropriate OpenItem account and key. This voucher is for travel expense related to J. Morkve’s guest speaking engagement.

	Step
	Action

	1. [bookmark: ID0x0000047D] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x0000047E] 
	Click the Vouchers link.


	3. [bookmark: ID0x0000047F] 
	Click the Add/Update link.


	4. [bookmark: ID0x00000480] 
	Click the Regular Entry link.

	5. [bookmark: ID0x00000481] 
	Enter "0000000011" in the Vendor ID field. 

	6. [bookmark: ID0x00000482] 
	Enter "TVL081007" in the Invoice Number field. 

	7. [bookmark: ID0x00000483] 
	Enter "08102007" in the Invoice Date field. 

	8. [bookmark: ID0x00000484] 
	Click the Add button.


	9. [bookmark: ID0x00000485] 
	Click the Pay Terms list.


	10. [bookmark: ID0x00000486] 
	Click the Due Now list item.


	11. [bookmark: ID0x00000487] 
	Enter "27000" in the PO Unit field. 

	12. [bookmark: ID0x00000488] 
	Click the Look up Purchase Order (Alt+5) button.


	13. [bookmark: ID0x00000489] 
	Click an entry in the PO Number column.


	14. [bookmark: ID0x0000048A] 
	Click the Copy PO button.


	15. [bookmark: ID0x0000048B] 
	Click the horizontal scrollbar.


	16. [bookmark: ID0x0000048C] 
	Click the Look up OpenItem button.


	17. [bookmark: ID0x0000048D] 
	Click an entry in the Open Item Key column.


	18. [bookmark: ID0x0000048E] 
	Click the vertical scrollbar.
Scroll down to review the Voucher totals.

	19. [bookmark: ID0x0000048F] 
	Click the horizontal scrollbar.

Scroll over to view the Save button.


	20. [bookmark: ID0x00000490] 
	Click the Save button.


	21. [bookmark: ID0x00000491] 
	Click the vertical scrollbar.

Scroll up to confirm that the voucher successfully saved and a Voucher ID was assigned.

	22. [bookmark: ID0x00000692] 
	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.

	23. [bookmark: ID0x00000492] 
	Congratulations. You have just completed the Entering a Regular Voucher for Travel (Non-Employee) topic. Below is a summary of the key concepts of this topic:

- Since all non employee Per Diem & Fee Travel Expenses (charged to account 752100 and 752200) are Continuous Audit reportable, these accounts should be established as an Open Item account using an Open Item Key of the Vendor ID. 
- The 6501xx and 6505xx are not Continuous Audit reportable and therefore should not be established as Open Item accounts.
- OpenItem accounting allows you to track a monetary account until there is a zero balance. 
End of Procedure.
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