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AP.020.050 Entering Adjustment Vouchers
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to enter an adjustment voucher. There are many occasions where you need to make adjustments to vouchers: incorrect data entry, incorrect vendor invoice information, or failure of the vendor to provide the agreed-upon goods or services.

If the voucher has not been posted, it is possible to correct these errors by modifying the original voucher. However, if the voucher is posted or you have a business need to keep the original voucher intact, you can create voucher adjustments. Voucher adjustments are vouchers that are created with positive or negative amounts representing the adjustment, then "linked" to the voucher that required the adjustment. The result is updated vendor balances and accounting entries when the adjustment vouchers are posted.

You can enter adjustment information manually, or you can copy into the adjustment voucher the voucher that you want to adjust.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Enter an Adjustment Voucher and link it to the original Voucher.
- Identify situations where an Adjustment Voucher would be used.
- Use the appropriate fields in the Adjustment Voucher to make corrections.
 



	Assumptions

	The Adjustment Voucher relates to an existing voucher.




	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

In this topic, a voucher was entered and charged to the wrong department. Your goal is to create an adjustment voucher to correct this error.

	Step
	Action

	1. [bookmark: ID0x00000103] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x00000104] 
	Click the Vouchers link.


	3. [bookmark: ID0x00000105] 
	Click the Add/Update link.


	4. [bookmark: ID0x00000106] 
	Click the Regular Entry link.

	5. [bookmark: ID0x00000107] 
	Click the Voucher Style list.


	6. [bookmark: ID0x00000108] 
	Click the Adjustments list item.


	7. [bookmark: ID0x00000109] 
	Click in the Vendor ID field.


	8. [bookmark: ID0x0000010A] 
	Enter "0000005331" in the Vendor ID field. 

	9. [bookmark: ID0x0000010B] 
	Press [Tab].

	10. [bookmark: ID0x0000010C] 
	Click in the Invoice Number field.


	11. [bookmark: ID0x0000010D] 
	Enter "ADJ00095415" in the Invoice Number field. 

	12. [bookmark: ID0x0000010E] 
	Click in the Invoice Date field.


	13. [bookmark: ID0x0000010F] 
	Enter "060107" in the Invoice Date field. 

	14. [bookmark: ID0x00000110] 
	Click the Add button.


	15. [bookmark: ID0x00000111] 
	The Pay Terms field is populated with default payment terms. You may wish to change the default to Due Now.

	16. [bookmark: ID0x00000112] 
	Click in the Voucher ID field.


	17. [bookmark: ID0x00000113] 
	Enter "00095415" in the Voucher ID field. 
This is the voucher you wish to correct.

	18. [bookmark: ID0x00000114] 
	Click the Copy to Voucher button.


	19. [bookmark: ID0x00000115] 
	Note that the original voucher information copied in, and the voucher now appears as a Related Voucher. If the related voucher is associated with a Purchase Order that is not yet in a Completed status, additional options may appear to allow you to restore the encumbrance to the PO. There may be times that this option may not be appropriate. 

	20. [bookmark: ID0x00000116] 
	Click in the Total field.


	21. [bookmark: ID0x00000117] 
	Enter "0.00" in the Total field. 

	22. [bookmark: ID0x00000118] 
	Click in the Extended Amount field.


	23. [bookmark: ID0x00000119] 
	Enter "0.00" in the Extended Amount field. 

	24. [bookmark: ID0x0000011A] 
	Click in the Amount field.


	25. [bookmark: ID0x0000011B] 
	Enter "-42.89" in the Amount field. 
This will credit the incorrectly charged department.

	26. [bookmark: ID0x0000011C] 
	Click the Add multiple new rows at row 1 (Alt+7) button.


	27. [bookmark: ID0x0000011D] 
	Click the OK button.
If you wish to add more than 1 row, change the number and then click OK.


	28. [bookmark: ID0x0000011E] 
	Click in the Amount field.


	29. [bookmark: ID0x0000011F] 
	Enter "42.89" in the Amount field. 

This row is to charge the correct department for the invoice.

	30. [bookmark: ID0x00000120] 
	Click in the Account field.


	31. [bookmark: ID0x00000121] 
	Enter "714160" in the Account field. 

	32. [bookmark: ID0x00000122] 
	Click in the Fund field.


	33. [bookmark: ID0x00000123] 
	Enter "13000" in the Fund field. 

	34. [bookmark: ID0x00000124] 
	Click in the Dept field.


	35. [bookmark: ID0x00000125] 
	Enter "1359203" in the Dept field. 

	36. [bookmark: ID0x00000126] 
	Click in the Program field.


	37. [bookmark: ID0x00000127] 
	Enter "15920" in the Program field. 

	38. [bookmark: ID0x00000128] 
	Click in the Class field.


	39. [bookmark: ID0x00000129] 
	Enter "11000" in the Class field. 

	40. [bookmark: ID0x0000012A] 
	Click the horizontal scrollbar.
Scroll over to confirm that the correct Bud Ref and Budget Date is populated.


	41. [bookmark: ID0x0000012B] 
	Click the vertical scrollbar.
Scroll down to confirm Voucher totals.

	42. [bookmark: ID0x0000012C] 
	Click the Save button.
Return to the top of the voucher page to confirm that the voucher successfully saved and a Voucher ID has been assigned.


	43. [bookmark: ID0x0000012D] 
	Now that the voucher has been saved, it must be budget checked in order to be available for voucher posting and payment.

The adjustment voucher will need to be processed through to payment and journal generation for the correction to be completed.

	44. [bookmark: ID0x0000012E] 
	Congratulations. You have just completed the Entering an Adjustment Voucher topic. Below is a summary of the key concepts of this topic:

- Adjustment vouchers are used to adjust existing vouchers or to relate two vouchers to each other.
- Adjustment vouchers use the same pages as regular vouchers, although the pages contain some different fields, field values, and processing.
- Source vouchers are regular vouchers and must have the same business unit, and vendor ID as the adjustment voucher that you are creating. 
- Adjustment Vouchers are a style of vouchers.
End of Procedure.
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