
		Business Process Document

	Accounts Payable - VouchersAP.020.021 Entering Regular Voucher for an Asset



	



	
		Business Process Document

	Accounts Payable - Vouchers AP.020.021 Entering Regular Voucher for an Asset







 
	Security Role
	BOR_AP_VOUCHER_ENTRY

	Responsibility/Role
	[bookmark: bm_Roles]

	File Name
	AP_020_021 Entering Regular Voucher for an Asset_BUSPROC.docx

	Version
	

	Document Generation Date
	12/9/2010

	Date Modified
	12/9/2010

	Last Changed by
	

	Status
	




AP.020.021 Entering Regular Voucher for an Asset
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

In this topic, you will create a Regular Voucher for an asset. The first step in loading an asset from PeopleSoft Payables to PeopleSoft Asset Management is creating a voucher in PeopleSoft Payables. 

Topic Objectives:
Upon completion of this topic, you will be able to:
- Enter a Regular Voucher for an asset.
- Use the PO Copy feature to search for an asset by PO Unit, Vendor and PO number.
- Populate the Voucher line with pertinent asset information.



	Assumptions

	Typically only those items costing in excess of $3,000 are tagged as assets and fed to the AM module.  In rare instances, items such as firearms that need to be tracked regardless of value, will be tagged as assets even if the cost is below $3,000.




	Dependencies/Constraints

	A Receiver must have been previously entered into the system.  GeorgiaFirst Financial institutions are required to create the voucher from the Receiver instead of a Purchase Order for all asset purchases.

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 you will enter a Regular Voucher for a computer. There is a Receipt for this computer and it will also be categorized as an asset. You will utilize the Copy Receipt functionality to populate key voucher fields. 

	Step
	Action

	1. [bookmark: ID0x0000046A] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x0000046B] 
	Click the Vouchers link.

	3. [bookmark: ID0x0000046C] 
	Click the Add/Update link.

	4. [bookmark: ID0x0000046D] 
	Click the Regular Entry link.

	5. [bookmark: ID0x000004E7] 
	(Optional) You may wish to enter the vendor ID to limit your search results when you search using the Worksheet Copy Option on the Invoice Information page.

	6. [bookmark: ID0x0000046E] 
	Click the Add button.


	7. [bookmark: ID0x0000046F] 
	Enter "CHAT340000" in the Invoice Number field. 

	8. [bookmark: ID0x00000470] 
	Enter "10/24/07" in the Invoice Date field. 

	9. [bookmark: ID0x00000471] 
	Click the Worksheet Copy Option list.


	10. [bookmark: ID0x00000472] 
	Click the PO Receipt list item.

GeorgiaFIRST Financial institutions are required to copy in assets from a PO Receipt rather than from the Purchase Order Only.


	11. [bookmark: ID0x00000473] 
	Enter "36000" in the PO Business Unit field. 

	12. [bookmark: ID0x00000474] 
	Enter "36000" in the Receipt Unit field. 

	13. [bookmark: ID0x00000475] 
	Enter "0000300048" in the Receipt Number From field. 

	14. [bookmark: ID0x00000476] 
	Click the Search button.


	15. [bookmark: ID0x00000477] 
	Click the vertical scrollbar.

	16. [bookmark: ID0x00000478] 
	Click the Select checkbox.


	17. [bookmark: ID0x00000479] 
	Click the Copy Selected Lines button.


	18. [bookmark: ID0x000004E6] 
	Once you have copied in the receipt, you may wish to review the Asset information on the voucher by clicking on the Assets tab.

	19. [bookmark: ID0x0000047A] 
	Click the vertical scrollbar.

	20. [bookmark: ID0x0000047B] 
	Click the Save button.

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.


	21. [bookmark: ID0x0000047C] 
	Congratulations. You have just completed the Entering a Regular Voucher for an Asset topic. Below is a summary of the key concepts of this topic:

- You can search for Receipt information on the Voucher Identifying Information Page by Receipt Unit or Receipt ID.
- Selected lines on the Receipt may be copied into the voucher.
End of Procedure.
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