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AP.020.080 Entering Template Vouchers
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to enter template vouchers. If you receive multiple similar non-PO related invoices from a vendor, you can set up a template voucher to improve data entry efficiency. You can use a voucher for a particular vendor as a model for other vouchers that you will enter in the future for that vendor by creating a template voucher. Creating a template voucher saves you lots of keystrokes. A template voucher is never paid or posted. It is a model for other vouchers. After you create and save the template voucher, you can use it to create other vouchers for the same vendor.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Use a Template Voucher style.
- Describe the differences between Template Vouchers and Regular Vouchers.
- Use the Worksheet Copy Option for Template Vouchers.





	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

In this topic, your institution receives monthly invoices from Motorola for rental of radios that is not on a purchase order. Your first goal is to establish a voucher template for Motorola that will be used to process their monthly payments. Your second goal is to use the template to create a voucher for paying your monthly bill.

	Step
	Action

	1. [bookmark: ID0x00000196] 
	Click the Accounts Payable link.


	2. [bookmark: ID0x00000197] 
	Click the Vouchers link.


	3. [bookmark: ID0x00000198] 
	Click the Add/Update link.


	4. [bookmark: ID0x00000199] 
	Click the Regular Entry link.

	5. [bookmark: ID0x0000019A] 
	Click the Voucher Style list.


	6. [bookmark: ID0x0000019B] 
	Click the Template Voucher list item.


	7. [bookmark: ID0x0000019C] 
	Click in the Vendor ID field.


	8. [bookmark: ID0x0000019D] 
	Enter "0000005513" in the Vendor ID field. 

	9. [bookmark: ID0x0000019E] 
	Press [Tab].
The Vendor Information will populate.

	10. [bookmark: ID0x0000019F] 
	Click in the Invoice Number field.


	11. [bookmark: ID0x000001A0] 
	Enter "5104182" in the Invoice Number field. 
The system uses this number as a reference for duplicate invoice checking.

	12. [bookmark: ID0x000001A1] 
	Click in the Invoice Date field.


	13. [bookmark: ID0x000001A2] 
	Enter "070106" in the Invoice Date field. 

	14. [bookmark: ID0x000001A3] 
	Click in the Gross Invoice Amount field.


	15. [bookmark: ID0x000001A4] 
	Enter "1000" in the Gross Invoice Amount field. 

	16. [bookmark: ID0x000001A5] 
	Click the Add button.


	17. [bookmark: ID0x000001A6] 
	The Payment Terms field displays the default payment terms from the Vendor. Edit the terms if necessary.

	18. [bookmark: ID0x000001A7] 
	Click in the Template ID field.


	19. [bookmark: ID0x000001A8] 
	Use the Template ID field to enter a descriptive title for your template so that you can easily search and reference this template in the future.

	20. [bookmark: ID0x000001A9] 
	Enter "07Motorola" in the Template ID field. 

	21. [bookmark: ID0x000001AA] 
	Click in the Description field.


	22. [bookmark: ID0x000001AB] 
	Enter "Monthly Radio Template" in the Description field. 

	23. [bookmark: ID0x000001AC] 
	Use the Distributed by field to determine the distribution method: Amount or Quantity.

	24. [bookmark: ID0x000006CA] 
	Click in the Description field.


	25. [bookmark: ID0x000001AD] 
	Enter "Monthly Motorola Radios" in the Description field. 

	26. [bookmark: ID0x000001AE] 
	Click in the Account field.


	27. [bookmark: ID0x000001AF] 
	Enter "771500" in the Account field. 

	28. [bookmark: ID0x000001B0] 
	Press [Tab].
Enter remaining Chartfields.

	29. [bookmark: ID0x000001B1] 
	Click the horizontal scrollbar.
Scroll over to Review Budget Ref and Budget Date and modify as necessary.


	30. [bookmark: ID0x000001B2] 
	Click the Add multiple new rows at row 1 (Alt+7) button.
You may wish to add additional rows so that you can divide the monthly invoice among various departments.


	31. [bookmark: ID0x000001B3] 
	Enter "2" in the Search String field. 

	32. [bookmark: ID0x000001B4] 
	Click the OK button.


	33. [bookmark: ID0x000001B5] 
	Click in the Amount field.
Since you are dividing the invoice between various departments, you will need to adjust the amount on the first distribution line.


	34. [bookmark: ID0x000001B6] 
	Enter "400" in the Amount field. 

	35. [bookmark: ID0x000001B7] 
	Complete each distribution line added. Note that the Chartfield values are copied from line 1.

	36. [bookmark: ID0x000001B8] 
	Click the vertical scrollbar.
Scroll down to confirm Voucher totals.

	37. [bookmark: ID0x000001B9] 
	Verify the amount in the Total field is correct. If voucher line changes have been made, click the Calculate button to reflect changes and update the total.

	38. [bookmark: ID0x000001BA] 
	Click the Save button.


	39. [bookmark: ID0x000001BB] 
	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.

	40. [bookmark: ID0x000001BC] 
	Now that the voucher template has been saved, you can proceed to creating a new voucher from the voucher template.

	41. [bookmark: ID0x000001BD] 
	Click the Regular Entry link.


	42. [bookmark: ID0x000001BE] 
	Click in the Vendor ID field.


	43. [bookmark: ID0x000001BF] 
	Enter "0000005513" in the Vendor ID field. 

	44. [bookmark: ID0x000001C0] 
	Press [Tab].
The Vendor Information will populate. 

	45. [bookmark: ID0x000001C1] 
	Click the Add button.


	46. [bookmark: ID0x000001C2] 
	Click the Collapse (Ctrl+Y) Menu button.
This will allow you to better view the information on the page.


	47. [bookmark: ID0x000001C3] 
	Click the Worksheet Copy Option list.


	48. [bookmark: ID0x000001C4] 
	Click the Template list item.


	49. [bookmark: ID0x000001C5] 
	Use the Template ID field to enter or search for the ID you assigned to the voucher template.

	50. [bookmark: ID0x000001C6] 
	Click the Copy from template button.


	51. [bookmark: ID0x000001C7] 
	Click in the Invoice Number field.


	52. [bookmark: ID0x000001C8] 
	Enter "5105203" in the Invoice Number field. 

	53. [bookmark: ID0x000001C9] 
	Click in the Invoice Date field.


	54. [bookmark: ID0x000001CA] 
	Enter "043007" in the Invoice Date field. 

	55. [bookmark: ID0x000001CB] 
	Click the vertical scrollbar.

	56. [bookmark: ID0x000001CC] 
	Click the View All link.


	57. [bookmark: ID0x000001CD] 
	Notice that the distribution lines from the template voucher are copied to your current voucher.

	58. [bookmark: ID0x000001CE] 
	Click the vertical scrollbar.

	59. [bookmark: ID0x000001CF] 
	Click the Save button.


	60. [bookmark: ID0x000001D0] 
	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.

	61. [bookmark: ID0x000001D1] 
	Congratulations. You have just completed the Entering Template Vouchers topic. Below is a summary of the key concepts of this topic:

- Template Vouchers can only be used for the same vendor.
- A Template Voucher is never paid or posted.
- A Template Voucher is a model for other vouchers.
- Data entry efficiency is improved by reducing the number of fields the user needs to enter.
End of Procedure.
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