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ARC™

Voucher Processing

Training Guide

Voucher Processing

This is the Voucher Processing course within the Accounts Payable curriculum.

If you need a reminder on how to navigate through this course using ARC's web-based training
tool (WBT), click here for a quick reference guide.

Accounts

Payable

Voucher

Processing
1.5 Hours

1. Voucher
Processing
Overview f—‘\
10 Minutes ) 2 Creating
— Online Vouchers
3. Vouchers for 10 Minutes
Advances &
Reimbursements 4, Managing
\ 10 Minutes / Voucher Errors
— | and Exceptions
5. Posting and 20 Minutes
Deleting
Vouchers 6. Voucher
15 Minutes . Inquiry &
| Reporting
7. Knowledg \___15Minutes
Assessment [—
10 Minutes

After completing the Voucher Processing course,
you will be able to:

+ Reviewand understand the following voucher styles
regular (non-PO vouchers and PO vouchers),
reversal, prepaid. adjustment, journal, and template

+ Reviewand understand the following voucher types:
cash advance, check request, travel and expense
reimbursement (TBER), invoice, petty cash, and
refunds

+ Create online vouchers in ARC

+ Accessthe match workbench in order to identify and
edit match exceptions

+ Correct budget check exceptions

+ Delete, close, post/unpost vouchers (Only Central
users can close and unpost vouchers)

+ Accessvoucher inguiry screens
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Voucher Processing Overview

This is the Voucher Processing Overview lesson of the Voucher Processing course. Upon
completion of this lesson, you will be able to:

o Describe the new voucher processing tools

o Explain the process vouchers must follow in the ARC and OnBase systems in order to
generate a payment

o Explain the key terms in relation to voucher processing

Estimated time to complete lesson: 10 minutes
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Roles and Responsibilities

Within ARC, there is something called workflow. Workflow is the automatic, rule-based routing
to pre-determined users based on criteria such as role, department, commaodity, account, and
dollar amount.

Throughout this course, we will use the following characters to help inform you on how
responsibilities align to roles throughout the voucher processing lifecycle:

This is Mark. He works in the Psychology Department and
is responsible for entering online vouchers and correcting
matching and budget checking errors.

This is Sean. He works in the Psychology Department as well.
He is responsible for approving vouchers at the department
level.

This is Patty. She works in the Central Auditand Review
group. She is responsible for performing voucher approvals
and maintaining vouchers when appropriate.

f This is Jill. She is a Central Accounts Payable user and is
=% responsible for processing payments through pay cycle manager.

|
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Process Overview

In order for a payment to be generated and distributed to a vendor, a voucher must be entered to
process the invoice/check request. In order to be paid, a voucher must go through the following
lifecycle:

|_.A R(:"| l OnBase | | ARC | l OnBase | | ARC |
ARC | | L ARC | | ARC 2]
Upload and |
- View Budget Post
Voucher || > Match L > Central [ Check | |
N Relevant Voucher Department Voucher

Creation Approval Voucher Generate
Documents {PO Wouchers Approval y

anly) {As Applicable) Payment

OnBase

Generates
automatic
e-mail
natification
for
denials/holds

(if applicable}
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What's Changing?
Transitioning to the ARC system will greatly impact voucher processing. While the new system
will bring considerable changes, the new system will bring the following benefits:

e Streamlining the voucher approval process with ARC’s workflow functionality

o  Capturing the flow of information through the system for management and reporting
needs

o Streamlining the process for entering voucher data in a single system with integration
between vendors, purchasing, and general ledger

A summary of the system-based changes for voucher processing are as follows:

+ APICAR is the system for voucher creation « ARC’s Accounts Payable Module will replace
and management APICAR

+ OnBaseis the queue management system

for central approvals and document
managementsystem

» OnBase will continue to be utilized for queue
managementand document management
and will be integrated with ARC ta view
scanned documents and manage central
approvals

+ The number of distribution lines users are
able to enter on a voucher is limited
* Users will be able to enter an unlimited

+ The voucher s pasted aftar the department number of distribution lines on a voucher

has approved the transactions (AVN)
*» ChartField combination editing will impact
voucher entry for certain ChartField values

+ Edits will be implemented to ensure the
correctvendor classification is referenced
with the appropriate voucher type (i.e.
employee vendor must be used when
pracessing an employee reimbursement)

+ OnBase will automatically generate e-mails

to voucher processors when transactions are
denied or placed on hold
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Creating Online Vouchers

This is the Creating Online Vouchers lesson of the Voucher Processing course. Upon completion
of this lesson, you will be able to:

Review and understand the following voucher styles: regular (PO and Non-PO), reversal,
and prepaid

Create online vouchers in ARC

Upload and view documents in ARC and OnBase

|ARC | |onsase | | ARC | |onsase | | ARC
& oosdand| | ARC | | ks wik | [ARC | |ARC e
- pView Budget Post .
Voucher [->| =» Match > Central ¥ Check [ |

. Relevant Voucher Department Voucher
Creation D— Approval Approval Voucher Generate
{N‘\;:r;hcn PP {As Applicable} Payment

OnBase
Generates
automatic

e-mail
notification
for
denials/holds
(if applicable)

Estimated time needed to complete lesson: 10 minutes
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Voucher Page Components

Within ARC, there are multiple Voucher Styles that you will learn how to create in the following

topics. Regardless of Voucher Style, however, all vouchers will have the following three
components:

Training Guide
Voucher Processing

Voucher Header -- Contains general information, such as vendor information, invoice
information, pay terms, gross amount, and Voucher Type

Payments Voucher Attributes
Business Unit: COLUM Invoice No: _
Voucher ID: MEXT Invoice Date: iy
Voucher Style: Reqular Voucher Accounting Date: 0410912012
View Documents
Vendor I aQ *Date Dept Rec'd Invoice:
snommm-e X *Service Location: us
Location: *Voucher Type:
Invoice Lines: 0.00 Basis Date Type: ) Inv Date
“Currency: vsp,  Lenllstcnandse Sumosn Print Invoice
Miscellaneous: E
Difference: 0.00 PO Qn.iz- @Q
Calculate PO Number: 2 Copy PO
Copy From: Naone - Go
¢ Voucher Line -- Enter information for each line on the invoice: merchandise amount,
unit price, quantity, and description
Line: 1 item: A yom: Q EE
*Distribute by: Amount Unit Price: Quantity:
Ship To: \(CU00000001 Q Line Amount: 0.00
SpeedChart: @ pescription: one Asset
Calculate
o Distribution Line -- Enter information for each voucher distribution line: general ledger
chartfield information. There will be distribution information for each line entered on the
voucher. For a reminder of what the different ChartFields mean, reference this job aid. To
create a shortcut for entering Distribution information, you can create a SpeedChart using
this job aid (http://files/gateway/content/training/job_aids/Job_Aid_SpeedChart.pdf).
= E D yor4 0
Exchange Rate | Statstics | Assets | [0
|3 o 1 0.00 COLUNQY, Q Q Q Q Q Q e
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Voucher Types and Styles

Different Types and Styles of vouchers can be created in ARC. Voucher Types are utilized to
indicate the nature of a voucher transaction and/or to drive workflow routing requirements (i.e.
pay an invoice, process a travel advance, etc.). The different Voucher Types are as follows:

e Invoice

e Check Request

o Employee Reimbursement
e Travel Advance

e Cash Advance

e OCG

e Petty Cash
e Refund

e Stipend

e ACH Debit
e P-Card

e V-Pay

e Prepayment

Voucher Styles are used to process voucher transactions for specific purposes. The individual
topics that follow will outline the definition and functionality of each voucher style as well as
how to create each Style in the system. The different Voucher Styles are summarized here:

Regular Voucher Used fo process PO and Non-PO vouchers,

- Regular Non-PQ Vouchers are most likely entered for
invoices, check requests, employees reimbursements,
travel advances, cash advances, petty cash, stipends,
ACH Debit, OGC, and p-card Youcher Types,
Regular PO Vouchers are most likely entered for
invoices, refunds, and check requests.

Prepaid Vouchers Usedto process prepayments and advances. Prepaid
Youchers are most likely entered for travel advance, cash
advance, invoice, and check request \oucher Types

Reversal Voucher Used to restore encumbrances to a FO Voucher that
(Central Users Only) referenced the incorrect PO.

Adjustrent Voucher Used to process credit or debit memos against a voucher that has
been posted and thus cannot be modified and/cr to relate one
voucher to another.

Journal Voucher Used to process an adjustment to a ChartString allocation
againsta voucher that has been posted and thus cannot be
modified.

Template Voucher Used as a template for generating regular vouchers that

share similar voucher data.

Single Payment Used to process a veucher for a ene-time vender that is not
Voucher maintained in the master vendor file. Certain integrating systems
will have the ability to process Single Payment Vouchers via the
Inbound Voucher Interface process. Single Payment Vouchers
will not be processed online by departments.

For a print friendly version of these voucher definitions, please reference this job aid
(http://files/gateway/content/training/job_aids/Job_Aid Voucher Styles vs Voucher Types.pdf)
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Creating a Regular Voucher Without a Purchase Order (Non-PO Vouchers)

At Columbia University, vouchers without a purchase order (non-po vouchers) will primarily be
created for check requests, invoices, employee reimbursements, cash advances, petty cash,
stipends, travel advances, and P-Card transactions.

Throughout the following topic, consider a time when you have faced a similar scenario: Mark, a
user in the Psychology Department, needs to use a tech services vendor, Visu-Tech, to help him
record a meeting for his department. He receives an invoice for the service and needs to create a
voucher so that the vendor can be paid.

Visu- Non-PO : Lﬁgj
Tech Voucher Payment

Note: In order to ensure that vendors receive payments in a timely manner, it is important that
you only create Non-PO vouchers for transactions where there is no PO associated to the
voucher. Failing to process vouchers against existing POs will lead to open commitments,
duplicate invoicing, and prevent the PO from being liquidated.

Estimated time needed to complete topic: 3 minutes

Procedure

Welcome to the Creating a Regular Voucher Without a Purchase Order topic. In this scenario
you will create a regular voucher without a purchase order.

Fasgptes

Personalize Content | Layout 7 Help

[ =] %]

- Golurnbia Specific

> eProcurernent

[> Accounts Payahle

- Set Up FinancialsiSupply Chain

- Enterprise Components

L Warklist

- PeopleTools

Change My Password
start J @ J | ] Microsoft Office 2010 @ Employee-facing regi... € Peoplesoft ssssion expi... J @ & [] &3 F
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Step Action

Menu button at the top of the screen.

There are two ways to access menu options in ARC. The first is by clicking on the
appropriate option in the blue box, or you can find the same selections by clicking
the Main Menu button at the top of your screen. In this course, we will use the Main

ARC

Favorites  Main Menu

Personalize Content | Layout

‘Menu

2] (=] (x|

Search:

®
[» Columbia Specific
[> eProcurement
> Accounts Payahle
> Set Up FinancialsiSupply Chain
[ Enterprise Components
[ Warklist
[> PeopleTools
— Change My Password

i start J @ J |&2] Microsoft Office 2010 @ Employee-facing regi.. | € Peoplesft session expir...

Worklist Add to Favorites ‘ Sign aut

? Help

|®m & [l &3

f

Step Action

Menu button.

First you will navigate to the VVouchers page to add a new voucher. Click the Main

Page 13
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ARC

Favorites  Main Menu

Search Menu:

Parsnnahzal ) ? Help
Menu *
Search: 3 Columbia Specific 4
£ eProturement 4
ECPO‘Umb‘e 3 Accounts Payable
BRI ) got Up Fnancials/Supply ¢ S ouchers '
> Accounts 3 Contral Graups 4
[> Set Up Fit 3 Enterprise Components N
[ Enterprisi (3 Worklist & pay.mgms
b workist PeopiTaoks (3 Review Accounts Payable Info »
> PeopleTo
. Charioh D Change My Password
i start J o J | ] Micrasoft Offics 2010 € Employee-facing regi... | (& PsopleSoft ssssion expir. . J @ & [ & F

Step Action

3. Click the Accounts Payable menu.

| [ Accounts

Payable |

ARC™

Favarites | Main Meru

Fersonalize Search Menu:

Menu I

Search: Colurnbia Specific

eProcurement

55|
&
:;C;‘”mh‘i (3 Accounts Payable
eProcurel
e 0 set Up Financials/Supply ©
[ et Lp Fit 3 Enterprise Components
I Entergrist £ Worklist
D ivorklist -

PeopleTools

L P leT
CHAEY 5] change My Password

— Change b

#start J @

3
3
+(3 Vouchers
Control Groups
3 Payments

73 Review Accounts Payable Info

J ] Microsoft Office 2010 & Employee-facing reqi... (€ PeopleSaft session expr. .

|® & [ &

E
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Step Action

4, Click the Vouchers menu.
i vouchers »

ARC™

Favarites | Main Meru

Fersonalize Search Menu:

| ) ? Help
Menu e
Search: 3 Calumbia Specific 4
3 eProcursment 4
I;C;\umh\a (1 Accounts Payable - x
eFrocurel Wouchers
[ Accounts £ set Up Fnancids/Suoply ¢ 3 Contral Groups a’h AddfUpdate »
[ setUp Fir £ Enterpriss Components L N
£3 Payments 3 Maintain
I Entergrist £ Worklist
I Warklist 3 Review Accounts Payable 1nmo 4

[ PeopleTools

L P leT
CHAEY 5] change My Password

— Change b

Start| | (| Microsoft Office 2010 @ Employee-facing regi.. € PeopleSoft session expir, ., «
e @

Step Action

5. Click the Add/Update menu.
|’u|'1'| Add/Update b
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ARC

Favorites  Main Meru

Personalize Search Menu:

o

Search:

[0 Columbia Specific
0 eProcurement
(1 Arcounts Payable

£ Set Up FinancialsfSupply ¢ ) ¥ouehers
cantral Groups 1 Add/Update

3 Payments 3 Maintain
0 Review Accounts Payable 1nmo g

v - A

[> Calumbiz
[> eProcurel
[> Accounts
> Set Up Fir
I Entergrisi
[ Warklist

> PeopleTo
— Change 1

[ Enterprise Components
0 worklist

1 PeopleTools

D Change My Password

i start J ) J ] Microsoft Office 2010 & Employee facing regi... | @& Peoplesoft ssssion expir...

[5] Regular Entry

[ woucher Search
[=] Quick Invaice Entry
|5] Delete voucher

Step Action

6. Click the Regular Entry menu. You will select the Regular Entry menu when

creating all types/styles of vouchers.

| |=| Regular Entry
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Favnvr\tes'MalnvMenu » Accounts Payable > Vouchers » AddfUpdate > Regular Entry

Erewwingow 7 Help B nmp

Youcher

Find an Existing Yalue

Business Unit: COLUMC,
Voucher ID: MEXT
Voucher Style: Reqular Youcher j
Short Vendor Name: Adjustrments
Journal Vaucher
Vendor ID: Frepaid voucher

Vendor Location: Reqisier Voucher

Address Sequence Number:  |Reversal Woucher
Single Payment Youcher
Template Youcher
Invoice Date: Third Party ¥oucher

Gross Invoice Amount: n.oo
Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Invoice Number:

Add

Eind an Existing Value | Add a Mew Value

t .
@ start J@ J@MicrnsnftOFﬁtEZDlﬂ /€ Regular Entry - Windo... (€ PsopleSoft ssssion expir. . J @ & [l & F

Step Action

7. Click the Voucher Style list and select the Regular Voucher style. This is where
you will select the appropriate voucher style based on the purpose of the voucher.

RegularYoucher j|
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ARC

Youcher

Find an Existing Yalue

Business Unit:

fendor Location:

Invoice Number:
Invoice Date:

Gross Invoice Amount:

Address Sequence Number:

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

COLUMQ,

Voucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’7 Q

Wendor ID: ’|7 Q

[ a

[ a

[
5

- m

D rewwindow 7 Help

neen

ftyy

Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

o Add

Eind an Existing Value | Add a Mew Value

EEE

t .
Microsoft Offics 2010 & Regular Entry - Windo... & PeopleSoft session expir... J @ &[] & F

Action

8. Click in the Vendor ID field.

ARC™

Favuvmtes i

in Mend > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

ews Window 7 Help n
E e window 7 Help B it

hitn

Youcher

d an Existing Yalue

Business Unit:

COLUMQ

Voucher ID: ,W

Voucher Style: |Regu\ar\/nucher j
Short Vendor Name: ,7 Q

Wendor ID: ’D|7 Q

Vendor Location:

[ a

Address Sequence Number: ey

Invoice Number: |
Invoice Date: Ei]
0.on

Gross Invoice Amount:

Freight Amount: 0.00
Misc Charge Amount: 0.0a

Estimated No. of Invoice Lines: 1

[ gl

Find an Existing Value | &dd a MNew Value

i i L
&start Jg JMlcrUsUftOFﬁEEZUlU /& Reqular Entry - Windo... (€ PeopleSaft session expir. . J @ & [] & F
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Action

Enter the desired information into the Vendor ID field. Enter *0000000003".

ARC

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Erewwindow 7 Help B nmp

Training Guide
Voucher Processing

Youcher

Find an Existing Value ﬂiﬂiwﬂ

Business Unit:
Voucher ID:

Voucher Style:

Short Wendor Name:
Vendor ID:

fendor Location:
Address Sequence Number:
Imsice Number:
Invoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

COLUMQ,
NEXT

|Regu\ar\/uucher
SUPPLIER-DD1 |
0000000003 | Q,

Er—)

e

I

[ =

 m
 w
om

Estimated No. of Invoice Lines: 1

Add

& start, J @

Find an Existing Yalue |Add a MNews Value

J | ] Microsoft Office 2010 @ Regular Entry - Windo... @ PeopleSoft ssssion expir. .

[T e

Step

Action

10.

Click in the Invoice Number field.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

Youcher

Find an Existing Yalue

COLUMQ,

Business Unit:

Voucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Vendor Lacation: [eHKDT @
Address Sequence Number: ,710\
Invoice Number: il

el
T
[ oo
[ oo

Estimated No. of Invoice Lines: 1

Invoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

o Add

Find an Existing Yalue |Add a MNews Value

PRl
i#start J e J Micrasoft Office 2010 /& Regular Entry - Windo... & Peoplesoft ssssion expir...

Erewwingow 7 Help B nmp

J@Jl‘l'lll

n

Step Action

11. Enter the desired information into the Invoice Number field. Enter "INV123",

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Youcher

Find an Existing Value ﬂiﬂiwm

COLUMQ,

Business Unit:

Voucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Wendor Location: CHk-01 Q
Address Sequence Number: 1|Q

Invoice Number: [Irev123
I El
0.00

Invoice Date:

Gross Invoice Amount:

Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

o Add

Find an Existing Yalue |Add a MNews Value

& start, J @ J Micrasaft OFfics 2010 /& Regular Entry - Windo... & Peoplesoft ssssion expir...

D rewwindow 7 Help

J@l‘l‘l.

ftyy

n
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Step

Action

12.

Click in the Invoice Date field.

start J e

ARC

Youcher
Find an Existing Yalue

Business Unit:
Woucher ID:

Voucher Style:

Short Vendor Name:
Vendor ID:

fendor Location:
Address Sequence Number:
Invoice Number:
Invoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

COLUM
NEXT

|Regu\ar\/uucher j
SUPPLIER-DD1 @
nooooooo03 |G,

[eHKDT @

[

IXZEE

£l
 Thuwm
[ oo
[ o

Estimated No. of Invoice Lines: 1

Add

Find an Existing Yalue |Add a Mews Value

J | ] Microsoft Office 2010 & Regular Entry - Windo... & PeopleSoft ssssion expir. .

E newwindow 7 Help B ity

= e

Step

Action

13.

Enter the desired information into the Invoice Date field. Enter "*3/14/2012".
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Favnvr\tes MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

Youcher

Find an Existing Yalue

Business Unit: COLUMC,
Voucher ID: MEXT
Voucher Style: |Regu\ar\/uucher j

Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Vendor Lacation: [eHKDT @

Address Sequence Number: ,710\

Invoice Number: [irev1 23

Invoice Date: ’WEU

Gross Imvoice Amount: I—UIUU
Freight Amount: I—DDD
Misc Charge Amount: I—I]EII]

Estimated No. of Invoice Lines: 1

o Add

Find an Existing Yalue |Add a MNews Value

EEE

Wicrosoft OFfics 2010 /& Regular Entry - Windo... & Peoplesoft ssssion expir...

Erewwingow 7 Help B nmp

[T e

Step Action

14, Click in the Gross Invoice Amount field.
| ojoo|

ARC

in Mend > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Favuvmtes i

Youcher

d an Existing Yalue

Business Unit: COLUMC,
Voucher ID: MEXT
Voucher Style: |Regu\ar\/nucher j

Short Vendor Name: ,m Q

Wendor ID: M Q

\endor Location: ’W Q

Address Sequence Number: |_1Q

Invoice Number: \ INYV123

Invoice Date: ,WEU

Gross Invoice Amount: I—'IDD
Freight Amount: I—UUU
Misc Charge Amount: I—DDD

Estimated No. of Invoice Lines: 1

[ oagd

Find an Existing Value | Add a MNew Value

i
#/start J @ J Micrasoft Office 2010 /& Reqular Entry - Windo... (€ PeopleSaft session expir. .

& New Window 7 Help hrlp

E=rr—0n
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Voucher Processing

Step Action

15. Enter the desired information into the Gross Invoice Amount field. Enter *100".

ARC

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

& New window P Help
B

Youcher

Find an Existing Value ﬂiﬂiwﬂ

Business Unit: MQ

Voucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Wendor Location: W Q

Address Sequence Number: ,710\

Invoice Number: [irv123

Invoice Date: ’WEU

Gross Invoice Amount: [—wuuu
Freight Amount: I—DDD

Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

[Add (Al+1)

Find an Existing Yalue |Add a MNews Value

t .
i start Jg J@MicrnsnftOFﬁEEZDlﬂ /€ Regular Entry - Windo... (€ PsopleSoft ssssion expir. . J @ & [ & F

Step Action

16. Click the A_dd button.
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Voucher Processing

Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

[=] Related Content & New Window 7 Help BCUETD!’H\ZEF‘EQE hrlp =

=

([ Payments Youcher Aftributes

Business Unit: COLUM Invoice No: [ikev123
Voucher ID: MENT Imvoice Date: 03/14/2012
Voucher Style: Regular Youcher Accounting Date: 0314/2012 [ )
| View Documents |
Vendor ID: p000000003 Q Supplier Vendor ‘Date Dept Rec'd Invoice: | [ Session Defaults
ShortName: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0
Location: CHE-01 Q. MewYork, NY 10027 “foucher Type: l—;[Cummems ()
*Address: 1 Q
Advanced Yendar Search
Control Group: @ ‘'PayTerms: & oo QU pus Now
Invoice Lines: 000 Basis Date Type: Inv Date
“Currency: ’7USD a kon Merchandise Summary Frint Invaice
Miscellaneous: ]
Freight: =
Total: 100.00
Copy From Source Document

Difference: 0.00 PO Unit:

1 Calculate | PO Humber: Capy PO |

Copy From:
Invoice Lines

Line: 1 Itern:

“Distribute by Amount :I' unit Price;
Ship To: CL00o00001 Q Line Amount:
SpeedChart: Q Description:

™ One Asset

-l I . /L‘
i start! J & J@Micmsnft Offics 2010 & Regular Entry - Windo... & Peoplesoft session expr. .. J e e —— F

Step Action

17. There are a few other required fields in the Header Information. First, you will enter
the date your Department received the invoice. Click in the Date Dept Rec'd
Invoice field.
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Regular Entry

[=] Retated Content

@NEWWmdnw “? Help Efcuammwze?age

Training Guide
Voucher Processing

[E: -
Bhtp =

Control Group:
Invoice Lines:

*Currency.

Miscellaneous:

Advanced Vendar Search

Q
0.00
UsD Q

Invoice Lines

SpeedChart:

istart J s

|

Freight: =
Tatal: 100.00
Difference: 0.00

Caleulate |

Amount B
CL00000001 Q
Q

=

*Pay Terms:
Basis Date Type:
Don Merchandise Summary

([ Payments Woucher Affributes

Business Unit: COLUM Invoice No: [ikev123
Voucher ID: MERT Invoice Date: 031412012
Voucher Style: Regular Youcher Accounting Date: 0314/2012 [ S

[ ViewDocuments
Vendor ID: 0000000003 Y SupplierVendor *Date Dept Rec'd Invoice: |3 [ gession Defaulls
ShortName: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0
Location: CHICO1 Q. MewYork, NY 10027 “foucher Type: l—;lcummemsgul
*Address: 1 Q

o Q Dug Mow

Inw Date

Copy From Source Document

PO Unit:
PO Humber:
Copy From:

Itern:
unit Price;
Line Amount:
Description:

Print Invoice

Copy PO

Quantity:

—
[ tooag

(4]

First Kl aof1 O

Wicrosoft OFfics 2010 /& Regular Entry - Windo... & Peoplesoft ssssion expir..

™ One Asset

Step

Action

18.

Enter the desired information into the Date Dept Rec'd Invoice field. Enter
"3/14/2012".

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

[=] Related content

ENewwindow  ? Help  [F Customize Page

[E -
Bnp =

Invoice Lines

Ship To:
SpeedChart:

o
#/start J @

|

Calculate |

1

Amount =

CU00000001 Q
Q

PO Number:
Copy From:

tem:

Unit Price:
Line Amount:
Description:

Payments Youcher Atributes
Business Unit: COLUM Imvoice No: [Ihwv123
Vfoucher ID: MEXT Invoice Date: 03142012 [
Voucher Style: Regular Vaucher Accounting Date: 031472012
| ‘iew Documents |

Vendor ID: 0000000003 O gyppliervendor *Date Dept Rec'd Invoice: 31142012 [ Session Defaults
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: us =] Attachments 0y
Location: CHE-01 @ Mew york, Ny 10027 “foucher Type: ~ | Commentsi0)
"Address: 1 Q Cash Advances
Advanced Vendaor Search Check Request

Employee Reim)|
Control Group: @ ‘'PayTerms: (T S Due ow Invoice
Irmvoice Lines: 000 Basis Date Type: I« Date ng:;gfeenera

Non Merchandise Summary
‘Currency: ’7USDQ Mon Merchandise Summa Petty Cash E—
) Refunds
Miscellaneous: = Stipends
Freight: = Travel Advance
Total: 100.00
Copy From Source Document

Difference: 0.00 PO Unit:

Copy PO

2 uom:
Quantity:

100.00

First K14 oF 1 'L ast

Microsoft Office 2010 & Reqular Entry - Windo... € PeopleSoft session expir...

I” One Asset
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Voucher Processing

ARC™

Step

Action

19.

Click the Voucher Type list to select the appropriate voucher type. This voucher is
being created from an invoice, so in this case, the voucher type is Invoice.

ARC™

Favgrites - Main Menu > Accuunta Pavable > VUuEhErS > Add]uvpdate > Regular Entry
[=] Related Content & Hew window P Help E,) Gustomnize Page hitp 2]
Payments | Youcher Aftributes
Business Unit: COLUM Imvoice No: [Ihv123
Voucher ID: MEXT Invoice Date: 031472012 [
Voucher Style: Regular Vaucher Accounting Date: 031472012
View Documnents
Vendor ID: 0000000003 O gyppliervendor *Date Dept Rec'd Invoice: 31142012 [ Session Defaults
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: us =] Attachments 0y
Location: CHE-01 @ Mew york, Ny 10027 “foucher Type: ~ | Commentsi0)
"Address: 1 Q Cash Advances
Advanced Yendor Gearch Check Request
Employee Reim)|
Control Group: @ ‘'PayTerms: (T S Due ow Invoice
Irmvoice Lines: 000 Basis Date Type: I« Date ng:;gfeenera
Non Merchandise Summary
‘Currency: ’7USDO\ Mon Merchandise Summa Petty Cash E—
) Refunds
Miscellaneous: =] Stipends
Freight: = Travel Advance
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit: aQ
Calculate PO Number: Q Copy PO
Copy From: [rane = Go
Invoice Lines Fingd i First K14 of 4 D ast
] I =
Line: 1 tem: A uom: Q
“Distribute by: Amount :I' Unit Price: Quantity:
Ship To: cunooooot 2 Line Amount: 100.00
SpeedChart: A pescription: [
I” One Asset
al | N /_‘
&/ start, J & J | ] Microsoft Office 2010 {& Regular Entry - Windo... (& Peaplesoft session expr... J @ & [ @ F

Step

Action

20.

Select Invoice.

Imn:uice

Page 26




Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate

Regular Entry
[=] Retated content

@NEWWmdnw “? Help Efcuammwze?age hrlp ]

Training Guide
Voucher Processing

Control Group:
Invoice Lines:
*Currency.
Miscellaneous:

Freight:

Total:

([ Payments Woucher Affributes

Business Unit: CoLUM Invoice No: [ 23
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Regular Vaucher Accounting Date: 031472012 [

| View Documents |
Vendor ID: 0000000003 S supplier vendor "Date Dept Rec'd Invoice: |03i14/2012 5 gession Defaults
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: us w|Altachments (01
Lacation: CHE-01 @ Mewvork NY 10027 “youcher Type: mcummems(ul
*Address: 1 Q

Advanced Vendar Search

yiq *Pay Terms: = oo QU Due Mow
Basis Date Type: In¥ Date

000 Mon Merchandise Summary
uUsSD Q

100.00

Copy From Source Document

Difference:

Invoice Lines

SpeedChart:

istart J s

0.00 PO Unit:
PO Humber:

Caleulate |

Print Invoice

Copy PO

Copy From:

Itern:
Unit Price:
Line Amount:

Amount =

First Kl aof1 O

CuU00000001 Q

Q Description: |

J Wicrosoft OFfics 2010 /& Regular Entry - Windo... & Peoplesoft ssssion expir..

Step

Action

21.

Now, we will enter line information for the voucher. Click in the UOM field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

[=] Relatea Content

Elewwindow 7 Help [ Gustomize Page  Bntg 4]

Control Group:
Imvoice Lines:

*Currency:

Miscellaneous:

Payments Youcher Atributes

Business Unit: coLum Invoice No: [invi23
Voucher ID: MEXT Invoice Date: 031472012 [5
WYoucher Style: Regular Voucher Accounting Date: 031472012

| ‘iew Documents |
Vendor ID: 0000000003 S guppliervendar ‘Date Dept Rec'd Ivoice: [03i14i2012 [ Session Defaults
Shorthame: SUPPLIER-001 Q3208 Broadway *Service Location: ug | Aftachments (0
Location: CHE:O1 q  Mewiork MY 10027 “oucher Type: e ]oommentsioy
*Address: 1 Q

Advanced Vendor Search

[ Ja PuTems il QL Due Mow
Basis Date Type: Inw Date

0.00 Don Merchandise Summary
UsD @

Copy From Source Document

Invoice Lines

SpeedChart:

i
#start J @

Freight: =
Total: 100.00
Difference:

0.0o PO Unit:
PO Number:

Calculate |

Print Invoice

Copy PO

Copy From:

First K14 oF 1 'Lt

1 Item: El Q
Amount :I' Unit Price: Quantity:
CUnoooooot Q Line Amount: 100.00

R pescription: [

Wicrosoft Office 2010 & Reqular Entry - Windo... & Peoplesoft session expir...
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Voucher Processing

ARC™

Step

Action

22.

Enter the desired information into the UOM field. Enter "EA".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

=

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE

[=] Retated Content

hitp

Invoice Lines

Line:

Payments Youcher Altributes
Business Unit: COLUm Invoice No: ‘ INv123
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Regular Vaucher Accounting Date: 0314/2012 [2)

View Documnents
vendor ID: Don000n003 S suppliervendor "Date Dept Rec'd Invoice: |03/14/2012 |[5) Session Defaulls
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: us ~|Aftachments (0"
Lacation: CHK-01 @ Mewvork NY 10027 “oucher Type: [rvoee  Zjeemmentso:
*Address: 1 Q
Advanced Vendar Search
Control Group: [ o 'PayTems &= oo QA Due Mow
Imoice Lines: .00 Basis Date Type: In¥ Date
“Currency: ’7USDQ MNon Merchandise Summary vt e
Miscellaneous: =
Freight: |5
Total: 100.00

Copy From Source Document
Difference: 0.00 PO Unit:
Caleulate PO Humber: Copy PO
Copy From:

1

Amount =

*Distribute n Unit Price:
Ship To: 00000001 @, Line Amount:
SpeedChart: Q Description:
I One Asset
™ | o r‘
) start J @ J ] Micrasoft Offics 2010 € Regular Entry - Windo... (& PsopleSoft ssssion expir. . J @ & [ & F

Itern:

Step

Action

23.

Click in the Quantity field.
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[=] Retated content

@NEWWmdnw “? Help Efcuammwze?age hrlp ]

Training Guide
Voucher Processing

Invoice Lines

SpeedChart:

istart J @

|

([ Payments Woucher Affributes
Business Unit: COoLUM Invoice No: [Inv123
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Regular Vaucher Accounting Date: 0314/2012 [5]
| View Documents |
vendor ID: 0000000003 R suppliervendor "Date Dept Rec'd Imvoice: |03/14i2012 [ Session Defaults
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: us w|Altachments (01
Location: CHICO1 @ Mewvork NY 10027 “oucher Type: l—_llnvmce —Commentsi)
*Address: 1 Q
Advanced Vendar Search
Control Group: @ ‘PayTerms: & oo QU Due Mow
Invoice Lines: 0.00 Basis Date Type: In¥ Date
‘Currency: ’7USDQ Mon Merchandise Summary Print Invoice
Miscellaneous: =
Freight: =
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit:
1 Calculate | PO Humber: Capy PO

Copy From:

Itern:
Unit Price:
Line Amount:

Amount =

(4]

First Kl aof1 O

CuU00000001 Q

Q Description: |

Wicrosoft OFfics 2010 & Regular Entry - Windo... & PeopleSoft session expir..

Step

Action

24.

Enter the desired information into the Quantity field. Enter "1".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

[=] Retated Content

@NEWWmdnw “? Help Efcuammwze?age hrlp ]

Invoice Lines

SpeedChart:

-l
& start] Jg

|

([ Payments Youcher Altributes
Business Unit: COLUM Invoice No: I 23
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Regular Vaucher Accounting Date: 0314/2012 [2)
| ‘iew Documents |
vendor ID: 0000000003 R suppliervendor "Date Dept Rec'd Imvoice: |03/14i2012 [ Session Defaults
ShortName: SUPPLIER-001 @ 3208 Broadway *service Location: us ~[Atiachments (0
Location: CHICO1 @ Mewvork NY 10027 “oucher Type: l—_llnvmce —Commentsi)
*Address: 1 Q
Advanced Vendar Search
Control Group: o ‘PayTerms: = |oo QU Due Now
Invoice Lines: 0.00 Basis Date Type: In¥ Date
‘Currency: ’7USDQ MNon Merchandise Summary Print Invoice
Miscellaneous: =
Freight: |5
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit:

PO Humber:

Caleulate |

Copy PO

Copy From:

1 Item:
Amount j' Unit Price: I Quantity:
Line Amount: 100.00

CLO0000001 Q

Q Description: |

Wicrosoft OFfics 2010 & Regular Entry - Windo... & PeopleSoft session expir..
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Step Action

25.

Click in the Unit Price field.

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

Home

Invoice Lines

E Related Content [_E’ Mew Window 7 Help IL/ Customize Page
Payments Woucher Affributes
Business Unit: COLUM Invoice No: [inv123
Voucher ID: MNEXT Invoice Date: 0371472012 [
Voucher Style: Regular Vaucher Accounting Date: 0314/2012 [5
View Dacuments
Vendor ID: 0000000003 S supplier vendor "Date Dept Rec'd Invoice: [0314i2012 |5 gession Defaults
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: us w|Altachments (01
Location: CHE-01 @ Mewvork NY 10027 “oucher Type: mwmmems(ol
*Address: 1 Q
Advanced Vendor Search
Control Group: @ ‘PayTerms: & oo QU Due Mow
Invoice Lines: .00 Basis Date Type: In¥ Date
‘Currency: ’7%‘.[)0\ Mon Merchandise Summary v frerree
Miscellaneous: =
Freight: =
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit: Q
Galculate PO Number: @ Gopy PO
Copy From: [rane

Line: 1 Item: 3
“Distribute by Amount :I‘ Unit Price: 1l Quantity: 1
Ship To: cuooonooat Q. Line Amount: 100.00
SpeedChart: Q Description: |
I One Asset
al I
) start J s J ] Micrasoft Offics 2010 /& Regular Entry - Windo... (& PeopleSoft ssssion expir. . J @ &[] &

hitp

EXiM

Step Action

26.

Enter the desired information into the Unit Price field. Enter "100".
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ular Entry

ERelatenCnmem @NEWWmdnw ? Help Efcuammwze?age hrlp ]

Control Group:
Invoice Lines:

*Currency.
Miscellaneous:
Freight:

([ Payments Woucher Affributes

Business Unit: CoLUM Invoice No: [iMv123
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Regular Vaucher Accounting Date: 031472012 [

| View Documents |
Vendor ID: 0000000003 S supplier vendor "Date Dept Rec'd Invoice: |03i14/2012 5 gession Defaults
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: us w|Altachments (01
Lacation: CHE-01 @ Mewvork NY 10027 “youcher Type: mcummems(ul
*Address: 1 Q

Advanced Vendar Search

*Pay Terms: =
Basis Date Type:
Mon Merchandise Summary

[ Y

0.00
UsD Q

Invoice Lines

SpeedChart:

istart J @

Total: 100.00
Difference: 0.00

PO Unit:
PO Humber:

Caleulate |
Copy From:

Itern:
Unit Price:
Line Amount:

Amount =
cuooonooat Q

Q Description:

|

Copy From Source Document

Wicrosoft OFfics 2010 & Regular Entry - Windo... & PeopleSoft session expir..

b @ DueMow

Inw Date

Print Invoice

Copy PO

(4]

First Kl aof1 O

Step

Action

217.

Click in the Description field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

[5] Related content &0 Mewwindow 7 Help  [& customize Page B np <

Control Group:
Imvoice Lines:

*Currency:

Miscellaneous:

Payments Youcher Atributes

Business Unit: CoLUm Invoice No: [ 23
Voucher ID: MEXT Invoice Date: 031472012 [5
WYoucher Style: Regular Voucher Accounting Date: 031472012

| ‘iew Documents |
Vendor ID: 0000000003 S guppliervendar ‘Date Dept Rec'd Ivoice: [03i14i2012 [ Session Defaults
Shorthame: SUPPLIER-001 Q3208 Broadway *Service Location: ug | Aftachments (0
Location: CHE:O1 q  Mewiork MY 10027 “oucher Type: e ]oommentsioy
*Address: 1 Q

Advanced Vendor Search

*Pay Terms: =

Q,
Basis Date Type:

0.00 Don Merchandise Summary
UsD @

Invoice Lines

SpeedChart:

i
#start J &

Freight: =
Total: 100.00
Difference: 0.00

PO Unit:

[ caluste | PO Number:

Copy From:

1 ttem:

Armount | Unit Price:

cunoonnno+ Q. Line Amount:
R pescription:

Copy From Source Document

Wicrosoft Office 2010 & Regular Entry - Windo... (€ PeopleSaft session expir...

o @ DueMow

Inw Date

Print Invoice

Copy PO

First K14 oF 1 'Lt

100 Quantit: |1
100.00
i
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Guide

Voucher Processing

ARC™

Step

Action

28.

Enter the desired information into the Description field. Enter "Tech Services

Payment".

Favarites

Home |

§ Main Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

hita

E Related Content r_E’Nemednw ? Help E{Custnm\ze Page

http

Payments Youcher Altributes
Business Unit: COLUM Invoice No: [ 23
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Regular Vaucher Accounting Date: 03/14/2012 [E
View Documnents
Vendor ID: 0000000003 S supplier vendor *Date Dept Rec'd Invoice: [03/14i2012 |5 Gession Defaulls
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: us ~|Attachments (0
Location: CHICO1 q  Mewvork NY 10027 “Youcher Type: l—_[lnvume — Commentsid)
*Address: 1 Q
Advanced Vendar Search
Control Group: [ o 'PayTems = |oo QU Due Now
Inmvoice Lines: 0.00 Basis Date Type: In¥ Date
‘Currency: ’7USDQ MNon Merchandise Summary vt e
Miscellaneous: =
Freight: |5
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit: Q
Calculate PO Number: Q Copy PO
Copy From: [rane =1 Go
Invoice Lines Fing.
=
1 Item: A von: E4 Q
Amount = Unit Price: 100 Quantity: 1
Ship To: cunoooooot 3, Line Amount: 100.00
SpeedChart: Q Description: Tech Servicas Payment
I” One Asset
@l I S
& start! J & J (] Micrasoft Office 2010 & Reqular Entry - Windo... (€ PeopleSaft session expr. . J @ & [ &

E

<

Step

Action

29.

Press the scrollbar and drag it to the bottom of the page.
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ARC

ShortName: SUPPLIER-001 QQ
Location: CHK-01 Q
*Address: 1 Q
Advanced Vendar Search
Control Group: (e}
Invoice Lines: 0.00
*Currency: UsD|Q
Miscellaneous: =
Freight: =]
Total: 100.00
Difference: 0.00
Calculate
Invoice Lines
Line: 1
“Distribute by: Amount :I'
Ship To: cunoooooot Q
SpeedChart: Q
Calculate

[~ Distribution Lines

Exchange Rate | Stetistics || Assets

Training Guide
Voucher Processing

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

3208 Broatway
Mew Yark, NY 10027

*Service Location:

ug w |Altachments (0

: ornments {0}
“Youcher Type: lmcwnmems )
*Pay Terms: =il S Due Now
Basis Date Type: Inv Date

PMon Merchandise Summa Print Invoice

Copy From Source Document

PO Unit: Q
PO Number: Q Capy PO
Copy From: |Nnne j Go

i First Kl or1 O Last

[ e B_a B
Unit Price: 100 Quantity: e
Line Amount: 100.00
Description: ‘Tech Sermices Payment
I” One Asset

Customize | fing | view 20 | BV 38 Frot Kl ora I Lot

Down

BHE O

E save | [=] Matity | | Refrssh

i#/start J )

COPY ine  Merchandise Amt  Ouantity

1 100.00

J Wicrosoft OFfics 2010 @ Regular Entry - Windo... (& PeopleSoft ssssion expir. .

*GLUNt  Account  Openltem  Fund  Dept Initiative Function :ﬁ:“"
coLn@ [ @ a [a Q Q Q Q
4 | i

i aad | | Updiate/Display |

|m & [ &

r

Step

Action

30.

Now, we will enter ChartField information. Note: The order of the ChartFields in
the live ARC environment may vary from the order presented in this training course.
Please keep this in mind as you review of the hands-on training activities. For the
correct order of the ChartFields in all ARC modules, please reference this job aid.
The meaning of each ChartField, and the values that should be entered in each Field,
will remain the same regardless of order.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: ug w|Attachments (0 j
Location: CHE-01 @ MewYork WY 10027 “oucher Type: lmcwnmems (i
*Address: 1 Q
Advanced Vendar Search
Control Group: @ 'PayTerms: = oo QR Due Mow
Invoice Lines: 000 Basis Date Type: Inw Date
*Currency: uUsD @ hon terchandise Summary Print Invoice
Miscellaneous: =
Freight: ]
Total: 100.00
Copy From Source Document
Difference:

PO Unit:
PO Number:

Caleulate | Gopy PO

Copy From:
Invoice Lines

1 tem: @ yon:
m Unit Price: 100 Quantity:
Ship To: cunoooooot Q, Line Amount: 100.00
SpeedChart: aQ Description: Tech Benices Payment
I” One Asset
. Calculate |

~ Distribution Lines Frst K11 or1 I Last
(2050 [ Exchange Rate || Statistics | Assets

;:m Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative Function :ﬁ:“"
B O 1 100.00

Coia [ e aja[ ja[ " Ja[ a[ &
‘ »

4

IE Sawe | =] notity | | Refresh |

i#/start J @ J Micrasoft Office 2010 & Regular Entry - Windo... & PeopleSoft session expir...

(B s | Updiate/Display |

o
w8 1@ [

Step Action

31. Now, you will enter Distribution Information for the voucher. Start by clicking in

the Account field.

L]
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Favarites — Main Menu

Line: 1

“Distribute by: Amount :I
Ship To: cunoooooot Q
SpeedChart: Q
| calculate |

~ Distribution Lines

> Accounts Payable > Wouchers

ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: ug w|Attachments (0 j
Lacation: CHK-01 @ MewYork NY 10027 “foucher Type: lmcwnmems ()
*Address: 1 Q
Advanced Vendar Search
Control Group: [ g CPayTems: =il A Due Now
Invoice Lines: 0.00 Basis Date Type: Inw Date
: PMon Merchandise Summary 7
*Currency: uUsD @ Print Invoice
Miscellaneous: =
Freight: ]
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit:
‘ Calculate | PO Number:

[ Exchange Rate || Statistics || Assets |

Training Guide
Voucher Processing

AddfUpdate

Regular Entry

Copy PO

Copy From:

[ lwx B«
Unit Price: 100 Quantity: e
Line Amount: 100.00
Description: ‘Tech Sermices Payment
I” One Asset

Fret L aora 1

;:m Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative Function :ﬁ:“"
B O 1 100.00

4

Coia @ af[ja[ja[ Ja[ a[ &
‘ »

IE Sawe | =] notity | | Refresh |

EEIE

Wicrosoft OFfics 2010 & Regular Entry - Windo... & PeopleSoft session expir...

A | I}ffl\ Updiate/Display | ,LI

ne [«

| @&

Step

Action

32.

Enter the desired information into the Account field. Enter "68305",

Favnvr\tes ! MainvMenu » Accounts Payable > Wouch

ShortName: SUPPLIER-001 Q
Location: CHK-01 QQ
*Address: 1 Q
Advanced Vendar Search

Control Group: e}
Invoice Lines: 0.00
*Currency: UsD|Q
Miscellaneous: =
Freight: =
Total: 100.00
Difference:

Calculate

Line: 1

*Distribute by: [Amount =]
Ship To: cunoooooot Q
SpeedChart: Q.

Calculate

~ Distribution Lines
Ir

ers > AddfUpdate > Regular Entry

3208 Broatway
Mew Yark, NY 10027

*Service Location:

lﬁ ttachments (0
Comments(0)
lmcwnmems (i

“oucher Type:

*Pay Terms: =il S Due Now
Basis Date Type: Inv Date

Dlon Merchandise Surmmary

Print Invaice

Copy From Source Document
PO Unit:

PO Number: Copy PO

Copy From:

ttem: L uom: EA Q
Unit Price: 100.00000 Quantity: 1.0000
Line Amount: 100.00
Description: Tech Semices Payrment
I” one asset

Frei L aora I
[ Exchange Rate || Statistics || Assets |
[ - X . B . i PC Bus
Dows Line  Merchandise Amt  Quantity *GLUNit  Account  Opentem  Fund  Dept Initiative Function ¢
B O 1 100.00 1.0000

o, eeasia [ @ e[ @[ lal &l @
‘ »

4

IE Save | [ Notify | | Refresh |

EENE

Wicrosoft OFfics 2010 & Regular Entry - Windo... & PeopleSoft session expir..
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Step Action

33. Click in the Fund field.

[]

Favorites Main Menu > Accounts Payahle > \Inushers > Addfhvlpdate > Regular Entry Fa

;;;nNz;r-;e: SUPPLIER-001 Q ;;;g"a‘-r‘u;;'\;\;;' *Service Location: mw@ =l
Location: CHK-01 Q. Mew'ork, NY 10027 “foucher Type: lm%mmems 0

*Address: 1 Q

Advanced Vendar Search

Control Group: [ @ ‘PayTerms: ] QA e Mow

Invoice Lines: 000 Basis Date Type: Inw Date

*Currency: [ UsD|Q e L Print Invoice

Miscellaneous: =

Freight: ’7 =

Totak: 100.00

Copy From Source Document

Difference: 0.00 PO Unit: Q
| caloulate | PO Number: Q [ Capy PO |
Copy From: |Nnne ﬂ Go
Invoice Lines Fing
Line: 1 tem: Q UOh: Ex Q
“Distribute by: Amount :I‘ Unit Price: 100.00000 Quantity: 1.0000
Ship To: CU00000001 2 Line Amount: 100.00
SpeedChart: Q Description: |TECM Semices Paymant
I~ One Asset
| calulate |

~ Distribution Lines

Frei L aafa l
" Exchange Rate || Statistics | Assets
;::‘“"‘ Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative Function :ﬁ:“"
B O 1 100.00 10000 |coLun@, [ee3ns Gy a [3|a Q Q aQ aQ

4 |

i
o | L5 UpdateDisplay | ;‘

| @& [l & [«

IE Sawe | =] notity | | Refresh |

start J @ J Micrasoft Office 2010 & Regular Entry - Windo... & PeopleSoft session expir...

Step Action

34. Enter the desired information into the Fund field. Enter "30".
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Favnvr\tes MalnvMenu > Acmuntgﬂayahle > \Inushers Addfhvlpdate Regular Entry

ShortName: [BUFFLERD0T @ 3208 Broadway *Service Location: lﬁ tiachments (@)
Location: chkor @ Hew Vark, Nv 10027 “oucher Type: lmcwnmems (i
*Address: ’17 Q

Advanced Vendar Search

Control Group: ’70& *Pay Terms: = oo QR Due Mow

Invoice Lines: 000 Basis Date Type: Inw Date

*Currency: ’7%[2& bon Merehandise Summary Print Invoice
Miscellaneous: ’7 =

Freight: ’7 o]

Tatal: [ oomo

Copy From Source Document
Difference: 0.0o PO Unit:

Calculate | PO Number: Copy PO

Copy From:

Line: 1 ttem: Q uom: E4 Q

“Distribute by Amount a Unit Price: 100.00000 Quantity: 1.0000
Ship To: cunoooooot Q, Line Amount: 100.00
SpeedChart: Q,  Description: Tech Semices Payrment
I” One Asset
| calculate |

~ Distribution Lines

Fret L aora 1

[ Exchange Rate || Statistics || Assets |

;:m Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative FEErs

Unit

B O 1 100.00 10000 [coOLUNG (58305 @ a [oja | Q Q Q Q
‘ »

Function

4

IE Sawe | =] notity | | Refresh |

i#/start J @ J Micrasoft Office 2010 & Regular Entry - Windo... & PeopleSoft session expir...

=

Step

Action

35.

Click in the Dept field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

ShortName: SUPPLIER-001 @ 3208 Broadway *Service Location: us ~[atachments (0)
Location: CHm  |q  Mewvark Ny 10027 “oucher Type: [raes ] Cermments(0:
*Address: h ] QQ

Advanced Yendor Search

Control Group: [ o PuTems oo @ DueMow

Invoice Lines: 000 Basis Date Type: Inv Date

*Currency: [ USD @ Ll il L2 Frint Invoice ]
Miscellaneous: - |

Freight: ’7 =5

Tatal: [ o000

Copy From Source Document

Difference: 0.00 PO Unit:

Calculate | PO Number: Copy PO

Copy From:

Line: 1 Item: Q uom: EA Q

*Distribute by: Amaount Unit Price: 100.00000 Quantity: 1.0000
Ship To: CL00000001 Q Line Amount: 100.00
SpeedChart: Q, Description: |T9ch Services Payment
™ One Asset
| Calculate |

~ Distribution Lines

First K14 of 1 't
Ceb 0| Exchenge Rate || Stefistics | Assets |
I(]:‘f:’; Line  Merchandise Amt Quantity “GL Unft  Account  Openttem  Fund  Dept Initiative Function :c,B“s

nit
Bl O 1 100.00 10000 [coLun@, [ssans @ a [aola 4 Q Q Q Q
| 3

4

IFI Sawe | =] Motify | | Refresh |

#start J & J Micrasoft Office 2010 /@ Regular Entry - Windo... & Peoplesoft session expir..
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Step Action

36.

Enter the desired information into the Dept field. Enter "5502102".

Favgrites * Main Menu

> Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

ShortName: SUPPLIER-001 Q3208 Broadway

*Service Location: lﬁ tiachments (0 -]
Location: CHE-01 @ MewYork WY 10027 “oucher Type: lmcwnmems (i
*Address: [ Q

Advanced Vendar Search

Control Group: [ g CPayTems: il QL Due Now
Imvoice Lines: .00 Basis Date Type: Inv Date
. Dlon Merchandise Surmmary i
*Currency: UsD @ Print Invaice J
Miscellaneous: =
Freight: =]
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit: 8
[ Calculate | PO Number: Q | Copy PO |
Copy From: |Nnne | Go

Invoice Lines

1

=
ttem: & vom: EA aQ
Amount ha Unit Price: 100.00000 Quantity: 1.0000
Ship To: CU00000001 @ Line Amount: 100.00
SpeedChart: Q,  Description: Tech Semices Payrment
I~ one Asset
| calculate |
jon Lines i Frst Kl 1or1 O Last
" Exchange Rate || Statistics | Assets
g’m" Line Merchandise Amt Quantity “GLUNIt  Account  Openltem  Fund  Dept Initiative Function Eﬁ:“s
B O 1 100.00 10000 [COLUNGL (68305 QU Q e Faozioza | Q Q Q
4 | i

IE Save | [ Notify | | Refresh |

& start] J @ J Micrasaft OFfics 2010 & Regular Entry - Windo... & PeopleSoft session expir...

o | L7 Update/Display | ;‘

foE T =i

Step Action

37. Click in the Initiative field.

[
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Favarites — Main Menu

> Accounts Payable > Wouchers

Training Guide
Voucher Processing

AddfUpdate

Regular Entry

Calculate

~ Distribution Lines

ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: ug w|Attachments (0 j
Location: CHE-01 @ MewYork WY 10027 “oucher Type: lmcwnmems (i
*Address: 1 Q
Advanced Vendar Search
Control Group: @ 'PayTerms: = oo QR Due Mow
Invoice Lines: 000 Basis Date Type: Inw Date
*Currency: UsD|Q bon erhendise Summary Print Invoice
Miscellaneous: =
Freight: =
Total: 100.00
Copy From Source Document
Difference:

Line: 1 ttem: Q, vom: EA aQ
*Distribute by: [smount =] unitPrice: MODO0000 | Quamte 10000
Ship To: 00000001 Q, Line Amount: 100.00
SpeedChart: Q,  Description: Tech Semices Payrment
I” One Asset
| calculate |

[ Exchange Rate || Statistics || Assets |

PO Unit:

PO Number: Copy FO

Copy From:

Fret L aora 1

;:m Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative Function :ﬁ:“"
B O 1 100.00 1.0000

4

coLun@, [p8305 @ Q e Esozioza [of a, aQ aQ
| »

IE Sawe | =] notity | | Refresh |

EEIE

Wicrosoft OFfics 2010 & Regular Entry - Windo... & PeopleSoft session expir...

A | I}ffl\ Updiate/Display | ,LI

ne [«

| @&

Step

Action

38.

Enter the desired information into the Initiative field. Enter “00000".

ShortName: SUPPLIER-001 Q
Location: CHK-01 QQ
*Address: 1 Q
Advanced Vendar Search

Control Group: e}
Invoice Lines: 0.00
*Currency: UsD|Q
Miscellaneous: =
Freight: =
Total: 100.00
Difference:

Calculate

Line: 1

*Distribute by: [Amount =]
Ship To: cunoooooot Q
SpeedChart: Q.

| calculate

~ Distribution Lines
Ir

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

32‘0‘8 Broadway *Service Location: ug w |Altachments (O j
Mew Yark, NY 10027 -
“oucher Type: lmcwnmems )
*Pay Terms: =il S Due Now
Basis Date Type: Inv Date

Dlon Merchandise Surmmary

Print Invaice

Copy From Source Document
PO Unit:

PO Number: Copy PO

Copy From:

ttem: L uom: EA Q
Unit Price: 100.00000 Quantity: 1.0000
Line Amount: 100.00
Description: Tech Semices Payrment
I” one asset

Frei L aora I
[ Exchange Rate || Statistics || Assets |
Co - X . B . i PC Bus
Dows Line  Merchandise Amt  Quantity *GLUNit  Account  Opentem  Fund  Dept Initiative Function ¢
B O 1 100.00 1.0000

CoOLUNGL (8305 @ Q [0/ [ssozoza [poooo (@ | Q Q
‘ »

4

IE Save | [ Notify | | Refresh |

EEN

Wicrosoft OFfics 2010 & Regular Entry - Windo... & PeopleSoft session expir...
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Step

Action

39.

Click in the Function field.

ShortName: SUPPLIER-001 Q
Location: CHK-01 QQ
*Address: 1 Q
Advanced Vendar Search

Control Group: aQ
Imvoice Lines: 0.00
*Currency: UsD|Q
Miscellaneous: =
Freight: =
Total: 100.00
Difference:

0.00

Caleulate |

Invoice Lines

Line: 1

*Distribute by: [Amount =]
Ship To: cunoooooot Q
SpeedChart: Q
| calcuate |

~ Distribution Lines

" Exchange Rate || Statistics | Assets

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

32‘0‘5 Broadway

*Service Location:

Mew fork, MY 10027 “youcher Type:
*Pay Terms: =T S Due Now
Basis Date Type: In¥ Date

PMon Merchandise Summary

Copy From Source Document

Home

lﬁ tlachments (0
Comments(0)
lmcwnmems (i

Print Invoice

PO Unit: Q
PO Number: Q ‘T'
Copy From; |Nnne =1 Go

EA aQ

ttem: & uom:
Unit Price: 100.00000 Quantity: 1.0000
Line Amount: 100.00
Description: Tech Serices Payrment
I” One Asset

Frst K11 or1 I Last

Copy
Down

= o

Line

IE Sawe | =] notity | | Refresh |

start J @

Merchandise Amt  Quantity

1 100.00 1.0000]

*GL Unit Account

4

Openitem

Fund  Dept

coLune, [68305 @ Q [30)Q [ssoz10z@ [ooooo @ 9] Q Q

J Wicrosoft OFfics 2010 @ Regular Entry - Windo... & Feoplesoft session expir...

Initiative

Funetion pﬁ. pus

Unit
i
(B s | L Upciate/Display | ‘,Ll
| & [la [«

Step

Action

40.

Enter the desired information into the Function field. Enter "200".
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Favnvr\tes MalnvMenu > Acmuntgﬂayahle > \Inushers Addfhvlpdate Regular Entry

ShortName: [BUFFLERD0T @ 3208 Broadway *Service Location: lﬁ tiachments (@)
Location: chkor @ Hew Vark, Nv 10027 “oucher Type: lmcwnmems (i
*Address: ’17 Q

Advanced Vendar Search

Control Group: ’70& *Pay Terms: = oo QR Due Mow

Invoice Lines: 000 Basis Date Type: Inw Date

*Currency: ’7%[2& bon Merehandise Summary Print Invoice
Miscellaneous: ’7 =

Freight: ’7 o]

Tatal: [ oomo

Copy From Source Document
Difference: 0.0o PO Unit:

Calculate | PO Number: Copy PO

Copy From:

Line: 1 ttem: Q uom: E4 Q

“Distribute by Amount a Unit Price: 100.00000 Quantity: 1.0000
Ship To: cunoooooot Q, Line Amount: 100.00
SpeedChart: Q,  Description: Tech Semices Payrment
I” One Asset
| calculate |

~ Distribution Lines

Fret L aora 1

[ Exchange Rate || Statistics || Assets |

;:m Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative FEErs

Unit

= 1 100.00 10000 [COLUNGL [68305 Q Q [0 [mozioza, [ooonn @ [200 @ | aQ
| »

Function

4

IE Sawe | =] notity | | Refresh |

EEIE

A | I}ffl\ Updiate/Display | ,LI

Microsoft Offics 2010 & Regular Entry - Windo... & PeopleSoft session expir... J @r.’—" BE 3

=

r

Step

Action

41.

Click in the PC Bus Unit field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

ShortName: SUPPLIER-001 @ 3208 Broadway *Service Location: us ~[atachments (0)
Location: CHm  |q  Mewvark Ny 10027 “oucher Type: [raes ] Cermments(0:
*Address: h ] QQ

Advanced Yendor Search

Control Group: [ o PuTems oo @ DueMow

Invoice Lines: 000 Basis Date Type: Inv Date

*Currency: [ USD @ Ll il L2 Frint Invoice ]
Miscellaneous: - |

Freight: ’7 =5

Tatal: [ o000

Copy From Source Document

Difference: 0.00 PO Unit:

Calculate | PO Number: Copy PO

Copy From:

Line: 1 Item: Q uom: EA Q

*Distribute by: Amaount Unit Price: 100.00000 Quantity: 1.0000
Ship To: CL00000001 Q Line Amount: 100.00
SpeedChart: Q, Description: |T9ch Services Payment
™ One Asset
| Calculate |

~ Distribution Lines

First K14 of 1 't
Ceb 0| Exchenge Rate || Stefistics | Assets |
I(]:‘f:’; Line  Merchandise Amt Quantity “GL Unft  Account  Openttem  Fund  Dept Initiative Function :c,B“s

nit
B O 1 100.00 10000 [coLun@, [ssans @ a [30)Q [ssozoza foooon @ 20 @ 6 Q
| 3

4

IFI Sawe | =] Motify | | Refresh |

#/start J & J Micrasoft Office 2010 /@ Regular Entry - Windo... € Peoplesoft session expir..
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ARC™

Step

Action

42.

Enter the desired information into the PC Bus Unit field. Enter "GENRL".

Favgrites * Main Menu

> Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: ug w|Attachments (0 j
Location: CHI-01 @ MewYork NY 10027 “oucher Type: lmcwnmems 0,
*Address: 1 Q
Advanced Vendar Search
Control Group: [ g CPayTems: il QL Due Now
Imvoice Lines: .00 Basis Date Type: Inv Date
. Dlon Merchandise Surmmary i
*Currency: uUsD|Q Print Invoice
Miscellaneous: =
Freight: =]
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit: 8
[ Calculate | PO Number: Q | Copy PO |
Copy From: |Nnne | Go

Invoice Lines

1

ttem: @ uom: EA Q =
Amount id Unit Price: 100.00000 Quantity:  [1.0000
Ship To: [cUDODOODOT @, Line Amount: 100.00
SpeedChart: Q,  Description: Tech Semices Payrment
I~ one Asset
| calculate |

ion Lines

" Exchange Rate

Frst Kl 1or1 O Last
 Statistics |

Assets
g’m" Line Merchandise Amt Quantity “GLUNIt  Account  Openltem  Fund  Dept Initiative Function Eﬁ:“s
= r 1 100.00 1.0000 COLUNGL 68305 QL Q ’ﬁo\ 5502102C,  |Doooo Q200 Q. EMRLQL
4 | i

IE Save | [ Notify | | Refresh |

& start] J @

(B | Update/Display |

]

J | ] Microsoft Office 2010 & Regular Entry - Windo... & Peoplesoft session expir. .. J e e F

Step

Action

43.

Drag the scrollbar to the right to see the rest of the distribution information.

J
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Favnvr\tes i MalnvMenu > Accounts Payable > Wouchers AddfUpdate Regular Entry
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: ug w|Attachments (0 j
Location: CHE-01 @ MewYork WY 10027 “oucher Type: lmcwnmems (i

*Address: 1 Q

Advanced Vendar Search

Control Group: @ 'PayTerms: = oo QR Due Mow
Invoice Lines: 000 Basis Date Type: Inv Date

= Maon Merchandise Surmrmary [ —
*Currency: uUsD @ Print Invoice |

Miscellaneous: =
Freight: =
Total: 100.00
Copy From Source Document

Difference: 0.0o PO Unit:

Calculate | PO Number: Copy PO

Copy From:

Line: 1 ttem: Q uom: E4 Q

“Distribute by Amount a Unit Price: 100.00000 Quantity: 1.0000
Ship To: cunoooooot Q, Line Amount: 100.00
SpeedChart: Q,  Description: Tech Semices Payrment
I” One Asset
| calculate |

~ Distribution Lines

Merchandise Amt  Quantity ®  Project

1 o000 [ tooo0 Q| a | a | a [ |a a [ & [o3nd
£l | »

A | I}ffl\ Updiate/Display | ,LI

Microsoft Offics 2010 & Regular Entry - Windo... & PeopleSoft session expir... J @r.’—" BE 3

IE Sawe | =] notity | | Refresh |

EEIE

Step Action

44, Click in the Project field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

ShortName: SUPPLIER-001 Q SQDE Broadway *Service Location: us ~|Attachments (0 d
Location: CHE-O1 @,  Mewvark Nv 10027 “oucher Type: e ] oomentsio)
*Address: 1 Q

Advanced Vendor Search

Control Group: [ o PuTems & o S Due Now

Invoice Lines: 000 Basis Date Type: Inw Date

*Currency: ‘ USD|Q, Llon Merchandise Summary Printinvoice
Miscellaneous: =

Freight: ﬂ

Total: 100.00

Copy From Source Document

Difference: 0.00 PO Unit:

Calculate | PO Number: Copy PO

Copy From:

Line: 1 Kem: a, uon: B2 a
*Distribute by: Amaount Unit Price: 100.00000 Quantity: 1.0000

Ship To: Cunooonant Q. Line Amount: 100.00
SpeedChart: Q, Description: |T9ch Services Payment

™ One Asset
| Calculate |

~ Distribution Lines

[ Exchange Rete | Stetistics || Assets |

Line  Merchandise Amt Quantity f

Project Activity Segment Site Affiliate ;‘;‘I" Budge
Bl O 1 10000 [ toooo Q| a | a |
Al

IFI Sawe | =] Motify | | Refresh |

#start J & J Micrasoft Office 2010 /@ Regular Entry - Windo... & Peoplesoft session expir..
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Step Action

45.

Enter the desired information into the Project field. Enter "GT001008".

Favgrites * Main Menu

> Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

ShortName: SUPPLIER-001 Q3208 Broadway

*Service Location: ug w |Altachments (O ﬂ
Location: CHI-01 @ MewYork NY 10027 “oucher Type: lmcwnmems 0,
*Address: 1 Q
Advanced Vendar Search
Control Group: [ g CPayTems: =il A Due Now
Imvoice Lines: .00 Basis Date Type: Inv Date
. Dlon Merchandise Surmmary i
*Currency: uUsD|Q Print Invoice
Miscellaneous: =
Freight: =]
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit: 8
[ Calculate | PO Number: Q | Copy PO |
Copy From: |Nnne | Go
Invoice Lines

1 ttem: & vom: EA aQ B
m Unit Price: [loooooon | Quantity: ’W
Ship To: [cUDODOODOT @, Line Amount: 100.00
SpeedChart: Q,  Description: Tech Semices Payrment
I~ one Asset

[ cakuat |

o Lines - : i Frst Kl 1or1 O Last

Exchange Rate || Statistics || Assets

g’m" Line Merchandise Amt Quantity Project Activity Segment site Affiliate :\#:ld Budge

Bl DO 1 10000 [ o000 Y@ GTooiooEcy | Q | a [ a | a [ @ [ond

a1l \ i

o | L7 Update/Display | ;‘

| @& & [«

IE Save | [ Notify | | Refresh |

& start] J @ J Micrasaft OFfics 2010 & Regular Entry - Windo... & PeopleSoft session expir...

Step Action

46. Click in the Activity field.
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Favnvr\tes i MalnvMenu > Accounts Payable > Wouchers AddfUpdate Regular Entry
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: ug w|Attachments (0 j
Lacation: CHK-01 @ MewYork NY 10027 “foucher Type: lmcwnmems ()
*Address: 1 Q
Advanced Vendar Search
Control Group: [ g CPayTems: =il A Due Now
Invoice Lines: 0.00 Basis Date Type: Inw Date
*Currency: uUsD @ hon terchandise Summary Print Invoice |

Miscellaneous: =
Freight: =
Total: 100.00
Copy From Source Document

Difference: 0.0o PO Unit:

Calculate | PO Number: Copy PO

Copy From:

Line: 1 ttem: Q, vom: EA aQ
*Distribute by: [smount =] unitPrice: MODO0000 | Quamte 10000
Ship To: 00000001 Q, Line Amount: 100.00
SpeedChart: Q,  Description: Tech Semices Payrment
I” One Asset
| calculate |

~ Distribution Lines

Merchandise Amt  Quantity ®  Project Activity

1 o000 [ 10000  xQ BTootoos @ o a | a [ |a a [ & [o3nd
£l | »

A | I}ffl\ Updiate/Display | ,LI

Picrasoft Offics 2010 & Regular Entry - Windo... & PeopleSoft session expir... J @r.*—“ BE 3 F

IE Sawe | =] notity | | Refresh |

EEIE

Step Action

47. Enter the desired information into the Activity field. Enter "01".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: ug w|Attachments (0 j
Location: CHIK-01 @ MewYork WY 10027 “oucher Type: [ros  Ecsmmenisi:
*Address: 1 a

Advanced Vendar Search

Control Group: o 'PayTerms: = oo QR Due Mow
Invoice Lines: 000 Basis Date Type: Inv Date

. Dlon Merchandise Surmmary C Frintinvoice
*Currency: uUsD|Q Print Invoice |

Miscellaneous: =
Freight: =
Total: 100.00
Copy From Source Document

Difference: 0.0o PO Unit:

GCalculate | PO Number: GCopy PO

Copy From:

Line: 1

ttem: & vom: EA aQ
“Distribute bz Amount = Unit Price: 100.00000 Quantity: [toooo
Ship To: CLooonooni @ Line Amount:  qoood
SpeedChart: Q,  Description: Tech Semices Payrment
I~ one Asset
| calculate |

~ Distribution Lines
Ir

Frei L aora I

[ Exchange Rate || Statistics || Assets |

Copy

) ) ' 5 ) -
Down Line  Merchandise Amt Quantity Project Activity Segment
B O 1 o000 [ 10000 YQ [GTOOTODERL (o1 Q [
a1l

IE Save | [ Notify | | Refresh |

& start] J @ J Micrasaft OFfics 2010 & Regular Entry - Windo... & PeopleSoft session expir...
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Step Action

48. Click in the Segment field.

Home

Favnvr\tes MalnvMenu > Atmuntg Payable > \Inushers > Addfhvlpdate > Regular Entry

ShortName: SUPPLIER-001 @ 3208 Broadway *Service Location: [Us  [FJtachments @) =
Lacation: CHK-01 @ MewYork NY 10027 “foucher Type: lmcwnmems ()
*Address: 1 Q

Advanced Vendar Search

Control Group: [ g 'PayTems = A Due Now

Invoice Lines: 0.00 Basis Date Type: Inw Date

*Currency: uUsD @ hon terchandise Summary Print Invoice |
Miscellaneous: =

Freight: ]

Total: 100.00

Copy From Source Document
Difference: 0.00 PO Unit: Q
| caloulate | PO Number: Q [ Capy PO |
Copy From; |Nnne =1 Go

Invoice Lines Fing

Line: 1 ttem: Q uom: E4 Q

“Distribute bz Amount d Unit Price: 100.00000 Quantity: 1.0000

Ship To: cunoooooot Q, Line Amount: 100.00

SpeedChart: Q. Description: Tech Serices Payrment

I” One Asset
| calulate |

~ Distribution Lines

Frst K11 or1 I Last

" Exchange Rate || Statistics | Assets

Copy | _ _ s - _ _ Fund
Down LiN€  Merchandise Amt  Quantity Project Activity Segment Site Affiliate P Budge
E - 1 10000 | 10000 RQ [6TootooEQ o1 a o (e} a | a [SRRINERT
M | i

I[P save | [ oty | | Retresn | o | L5 UndateiDisplay | ;‘

& start! Jg JMicrnsnftOFﬁtaZDlD & Regular Entry - Windo... & PeopleSoft session expr... J el —— F

Step Action

49, Enter the desired information into the Segment field. Enter “00000000".
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Favorites — Main Menu

ShortName:
Location:
*Address:

> Accounts Payable > Wouchers

SUPPLIER-001 Q
CHI-01 Q
1 Q

Advanced Vendar Search

Line:

“Distribute v
Ship To:

SpeedChart:

| calculate |
~ Distribution Lines

Control Group: aQ
Invoice Lines: 0.00
*Currency: UsD|Q
Miscellaneous: =
Freight: =
Total: 100.00
Difference: 0.00

Caleulate |

AddfUpdate

3208 Broatway
Mew Yark, NY 10027

*Pay Terms:
Basis Date Type:
PMon Merchandise Summary

=

Copy From Source Document

PO Unit:
PO Number:
Copy From:

1 ftem:
m Unit Price:
cunoooooot Q, Line Amount:

Q Description:

Regular Entry

Training Guide
Voucher Processing

*Service Location:

ug | Altach
Invoice ~[Eem

“oucher Type:

B

o & DueMow

Inw Date

Print Invoice

Copy PO

@, uom: EA Q
100.00000 Quantity: 1.0000
100.00
‘Tech Sermices Payment
I” One Asset

Frei L aora 1

Merchandise Amt  Quantity

Project

Fund

Activity Segment Site Affiliate it Budge

100.00 |

1.0000]

7]

3Q [sTooiooic (ot

Q poooooon @, [ @ a [ & [o3nd

IE Sawe | =] Notity |

EEE

|2 Retresh |

Micrasoft OFfice 2010 & Regular Entry - Windo... & PeopleSoft session expir.. J =

A | I}ffl\ Upciate/Display | ,LI

r

Step

Action

50.

Click the Save button to prepare to submit the voucher for approval.

Invoice Lines

SpeedChart:

| calculate |

i
#start J‘e

|

Calculate |

1

Arnount

cUN0000n0t Q
Q

Favarites © Man Menu > Accoumg Pavable > Voughers > Add]uvpdate > Regular Entry
Business Unit: COLUM Imvoice No: ‘ INV123
woucher ID: noonnsss Invoice Date: |03 4i2012 B
Voucher Style: Regular Vaucher Accounting Date: 0311412012
| wiew Documents |
Vendor ID: 0000000003 Q Supplier vendor *Date Dept Rec'd Invoice: [0314/2012 [ Session Defaulls
Shorthame: SUPPLIER-001 Q3206 Broadway *Service Location: s > |Attachrments (0
Location: CHK-01 QU Mew York, NY 10027 “Woucher Type: Invoice ~[Comments(0)
"Address: 1 a
Advanced Vendar Search
Control Group: @ ‘Pay Terms: =il Q Dug Mow
Invoice Lines: 10000 Basis Date Type: Inv Date
“Currency: ’7USDQ Lon Merchandise Summary | Pt e ‘
Miscellaneous: = | Preview & Submit For Approwal |
Freight: =
Total: 100.00
Copy From Source Document
Difference: 0.0o PO Unit:

PO Number:
Copy From:

Itemn:

Unit Price:
Line Amount:
Description:

Microsoft Office 2010 /& Reqular Entry - Windo... € Peoplesoft session expir..

Copy o,

First Kl 1 oF1 O st

[ Quww B S
OO0 | unmes (10000
100.00
|Tech Services Payment
™ One Asset
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Step

Action

51.

Click the Preview & Submit For Approval button.
Preview: & Submit For Approval |

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry
EREIateanntent r_E’Nemednw ? Help E/,Custnm\zePage n

Preview Approval

Business Unit COLUM Total:
oucher ID 00000585
Approval Status Fending

Submit For Approval

Departmental Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000585, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Initiated

Stari|
[leii
h

Departmental Approval
Not Routed

pt Youcher App Lewel1
= -
Adhoc Approval
~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000585: Initiated [#]stant Mew Path
Ad Hoc Approval
Mot Routed
| = ‘aucher Entry -3

elf Approval Step (onore)

Central AP Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000585: Initiated [#]5tart Mew Path

Central AP Approval - Hon PO

Not Routed
g, Central Youcher Approver
li“’ ZCUVDuChErADm’DVErS[ROLE) -E

1
#start| | | Micrasaft OFfice 2010 /& Regular Entry - Windo... & PeopleSoft ssssion expir. ..
é @

100.00

]

<<

Step

Action

52.

Click the Submit For Approval button.
Submit For Approval
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

-

ERelaten Content LE’NEWW\TMDW ? Help E,»/Cuamm\ze Page 3

Approval Comments

Business Unit COLUM

oucher ID 00000585

Additional Details @
oK Cancel Refresh

i start J@ J@MicrnsnftOFﬁtEZDlﬂ /€ Regular Entry - Windo... (& PsopleSoft ssssion expir. . J @ & [ & F

Step Action

53. Click the O_K button.

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

[=] Related Content & New window 7 Help E,/Custnm\zePage htm =l

=)
@ | Payments Youcher Attributes Errar Summary

Business Unit coLum

Woucher ID 00000585

Departmental Approval
=~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000585, YOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Pending

Departmental Approval

Pending
Dept Vaucher Approver Level 1
©

“Woucher Department Appraval

Adhoc Approval

=~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000585: Awaiting Further Approvals
Ad Hoe Approval

Not Routed

= Woucher Ent
Self Approval Step (lanare)

Central AP Approval
~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000585: Awaiting Further Approvals
Central AP Approval - Hon PO

Not Routed
Central Voucher Appraver
=

ZCUNoucherapprovers(ROLE)

B save | =] Natity | |4 Retresh Ev Atd | |8 UpdateDisplay |
i /_I
i start! J & JMicrnsnftOFﬁtaZDlD & Reqular Entry - Windo... @ PeopleSoft ssssion expir. . J @ & [] & F

S Bolatd Diocimsnte | lnunie brfsimntion | Daumacnte | fauchns Mhibidas | Sivor Sumsemnn | fsnscunl Sumreon:
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Step Action

54. See the approval workflow upon submission.

ARC

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

[=] Related Content 0 New window P Help [ Customize Page Wit =

(A [ Payments [ Voucher Atibutes | Error Summary ﬁ pproval Summa “

Business Unit coLum

Woucher ID 00000585

Departmental Approval
=~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000585, YOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Pending

Departmental Approval

Pending
© Dept Vaucher Approver Level 1
‘Voucher Department Approval

Adhoc Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000585: Awaiting Further Approvals
Ad Hoc Approval
Not Routed

= Woucher Ent
Self Approval Step (lanare)

Central AP Approval
~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000585: Awaiting Further Approvals

Central AP Approval - Hon PO
Not Routed

@ =20l Voucher Approver
ZCUVoucherApprovers(ROLE)
Save Natity | | 2 Retresh =% Add | B UpdateiDisplay
v

S Bolatd Miocimsnte | lnunie befsimtion | Daurannte | fauchns Mhibidar | Sivor Sumsemnn | fsnscunl Sumren:

. .
&/ start, Jg J@MicrnsnftOFﬁtEZDlﬂ /€ Regular Entry - Windo... & Peoplesoft session expir.. J @ & [] & F

Step Action

55. You have successfully created a Non-PO Voucher. You can now select the next
topic, Creating a Regular Voucher With a Purchase Order (PO Voucher) where you
will learn how to create a PO Voucher.

End of Procedure.
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Creating a Regular Voucher With a Purchase Order (PO Voucher)

When an invoice needs to be processed against a PO, you will need to create a regular voucher
referencing the respective PO. PO vouchers are most commonly entered for invoices. Unlike non-
PO vouchers, PO vouchers will need to go through the Matching process.

The Matching process completes two-way matching (matching the voucher to the purchase order)
or three-way matching (matching the voucher to the purchase order and the receipt) depending on
whether there is a receipt associated with the voucher. When creating a PO Voucher, users will
have the ability to process the full PO quantity/amount or process a partial quantity/amount
leaving the remaining balance to be vouchered at another time. After the voucher has been
created, ARC will automatically process PO vouchers through Matching.

Throughout the following topic, consider a time when you have faced a similar scenario: A
scanner was ordered for Mark's department on a PO. He needs to create a PO voucher so that a
payment can be generated.

PO 59
Voucher Payment

Estimated time needed to complete topic: 3 minutes

Procedure

Welcome to the Creating a Regular Voucher With a Purchase Order topic. In this scenario you
will create a regular voucher with a purchase order.

ARC |

Favarites | Main Meru

Home Worklist AddtoFavartes | Sign out

Personalize Content | Layout ? Help
[Menu =

Search:
®

> Columbia Specific

[> eProcurement

[> Accounts Payahle

[» Set Up FinancialsiSupply Chain
[ Enterarise Comparents

[ Warklist

> PeopleTools

— Change My Password

4 start Jg J@MlcrusuftOfﬁzEZUlU & Employee-facing regi... J @ & [] &3 P
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Step Action

1. We will navigate back to the Add a New Voucher Page. Click the Main
Menu button.

ARC

Favorites  Main Meru

Personalize Search Menu:

? Help
Menu I ®

Search: [ Columhbia Specific
(1 eProturement

ECPO‘Umb‘Eﬂ-‘_‘I Accounts Payable

eFrocurel S i
i 3 s5et Up FinancialsfSupply Chain
> Set Up Fii [ Enterprise Components
[ Enterprisi 03 worklist
b iorklist ™ pagpleTools

I: P leT
- ﬁ;ﬁ [ Change My Password

B

i start! Jg J@Micrnsnftofﬁtezmﬂ & Employee facing regi... J @ & [] & F

Step Action

2. Click the Accounts Payable menu.
F:}_'_‘I Arcounts Payable r
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ARC

Favorites  Main Meru

Search Menu:

i start J )

Parsnnahzal @

Menu *

Search: 3 Columbia Specific 4

0 eProcurement 4

ECPO‘Umb‘S 3 Accounts Payable

I EPIGCUEL £ Set Up Financias/Supply £ ] Vouchers
coounts 3 Control Groups

> SetUp Fir (& Enterprise Components

[ Enterprisi (3 Worklist & pay.mgms

Ili::\furkl‘\a} 9 Peopl=Took (3 Review Accounts Payable Info
sopleTo

i D Change My Password

J || Microsoft Office 2010 {& Employee-facing regi...

Training Guide
Voucher Processing

? Help

= e

Step

Actio

n

Click

the Vouchers menu.

|')I:| Wouchers

ARC™

Favarites | Main Meru

Search Menu:

— Chanige f D Chang

i#start J @

Persunauzel )
Menu %
Search: 3 Calumbia Specific 4
3 eProcursment 4
:;C;‘”mh‘i [ Accounts Payable - %
eFrocurel Wouchers
b Accounts ) SEt LR .Flnancla\sﬁupplv[ Control Groups 39 AddfUpdate
[ et Lp Fit 3 Enterprise Components ) Payments £3 Maintain
I Entergrist £ Worklist v
DWOrkISt ) peopleTook 3 Review Accounts Payable 1nmo
> PeopleTo "

& My Password

J (] Microsoft Office 2010 & Employee-facing regi...

? Help

o= T i

Page 53




Training Guide
Voucher Processing

Step

Action

4.

Click the Add/Update menu.
|"q|":| &ddfUpdate

ARC™

Favarites | Main Meru

Fersonalize Search Menu:

Menu I

Search:

3 Columnbia Specific

3 eProcursment

[ Accounts Payable

0 set Up Financials/Supply ©
3 Enterprise Components
£ worklist

[ PeopleTools

5] change My Password

- v

[» Columbiz
[» eProcurel
[> Accounts
> Set Up Fil
I Enterpris:
[ Warklist

> PeopleTo
— Change b

3 vouchers

Contral Groups [0 AddfUpdate
3 Payrments 3 Maintain
3 Review Accounts Payable inmo v

[=] Rregular Entry

|5] woucher Search
| Quick Invaice Entry
[5] Delete voucher

#start J @ J ] Microsoft Office 2010 & Employee-facing regi...

Step

Action

Click the Regular Entry menu.
| 5] Regular Entry
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Youcher

d an Existing Yalue

Training Guide
Voucher Processing

E newwingow 7 Help By

Business Unit:

COLUMQ,

Voucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’7 Q

Wendor ID: ’7 Q

fendor Location:
Address Sequence Number: [i[s}
Invoice Number: [

Invoice Date:

Gross Invoice Amount:

Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Eind an Existing Value | Add a Mew Value

| 3

Done

RN

[

Step

Action

Click the Voucher Style list.
IReguIarVchher

=

Youcher

Favnvmtas'MainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

Erewwindow P Help B nitp

Find an Existing Value ﬂiﬂiwm
COLUMS,

Voucher ID: MEXT
Voucher Style: Regular Youcher j

Short Vendor Hame: Adjustrments

Journal Youcher
Frepaid Voucher
Reqister Vaucher

Business Unit:

Vendor ID:
fendor Location:

Address Sequence Number:  |Reversal Woucher
Single Payment Youcher
Template Youcher

Third Party ¥oucher

0.0o0

Imsice Number:

Invoice Date:

Gross Invoice Amount:

Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

o Add

Find an Existing Value | Add a Mew Value

| 3

Done

L € mezme: BT
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Step Action

7. For both PO and Non-PO vouchers, the style is "Regular Voucher". Click
the Regular Voucher list item.

ARC

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Enewwingow 7 Help B nmp

Youcher

Find an Existing Value ﬂiﬂiwﬂ

Business Unit: MQ

Voucher ID: ’W

Voucher Style: el che
Short Vendor Hame: ’7 Q
Wendor ID: ’7 Q
Wendor Location: l— Q

Address Sequence Number: [i[s}

Imsice Number: |

Invoice Date: E1
Gross Invoice Amount: n.oo
Freight Amount: 0.0a

Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Eind an Existing value | Add a Mew Value

4 | 3

pone T T [ mteme [Fa = [®ao0w <

Step Action

8. Click in the Vendor ID field.
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Youcher

Find an Existing Yalue

Business Unit:
Voucher ID:
Voucher Style:
Short Vendor Name:
Vendor ID:

fendor Location:

Invoice Number:
Invoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

o Add

Address Sequence Number:

Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

[couma,

=

|Regu\ar\/uucher j
[ &

I Q

[ a

[ oa

[

El
[ um
[ um
[ wm

Estimated No. of Invoice Lines: 1

Eind an Existing Value | Add a Mew Value

Training Guide
Voucher Processing

A newwindow 7 Help B nip

neen

\ i

Done

[

| 4 |6 meemet

RN

Action

Enter the desired information into the Vendor ID field. Enter *0000000003".

Youcher

Business Unit:
Voucher ID:

Voucher Style:

Short Wendor Name:
Vendor ID:

fendor Location:
Address Sequence Number:
Imsice Number:
Invoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

o Add

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Find an Existing Value ﬂiﬂiwm

[coruma,

=

|Regu\ar\/uucher j

[

[oos0000003 |2,

[ &

[ oa

[
El

[ um

[ um

[ wm

Estimated No. of Invoice Lines: 1

Eind an Existing value | Add a Mew Value

D rewwindow 7 Help

ne

\ i

Done

[

| € meemet

ERER
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Step Action

10. Click in the Invoice Number field.

ARC

Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

E newwingow 7 Help By

Youcher

Find an Existing Yalue

Business Unit: lmcz

Voucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Vendor Lacation: [eHKDT @

Address Sequence Number: 1|Q
Invoice Number: |

Invoice Date: E1
Gross Invoice Amount: n.oo
Freight Amount: 0.0a

Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Find an Existing Yalue |Add a MNews Value

4 | 3

Done T T [ mteme [Fa = [®aew <

Step Action

11. Enter the desired information into the Invoice Number field. Enter "INV345",
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Youcher

d an Existing Yalue

Business Unit:
Voucher ID:

Voucher Style:

Short Vendor Name:
Vendor ID:

fendor Location:
Address Sequence Number:
Invoice Number:
Invoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

A newwindow 7 Help B nip

neen

COLUMQ,
NEXT

|Regu\ar\/uucher j
SUPPLIER-DD1 @
0000000003 | Q,

[eRkol e
[
[irvza]

El
T
[ um
[ wm

Estimated No. of Invoice Lines: 1

o Add

Find an Existing Yalue |Add a MNews Value

\ i

Done

RN

Step

Action

12.

Click in the Invoice Date field.

Favuvmtes i

Youcher

Eind an Existing Yalue

Business Unit:
Voucher ID:

Voucher Style:

Short Vendor Name:
endor ID:

Vendor Location:
Address Sequence Number:
Invoice Number:
Imvoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

E ewwindow 7 Help B hitp

hitn

COLUMQ
NEKT

|Regu\ar\/nucher j

SUPPLIER-001 | Q)
0000000003 | @

CHK-01 Q
19
[ES
I =
0.00
0.00
0.00

Estimated No. of Invoice Lines: 1

[ oagd

Find an Existing Value | Add a MNew Value

| »

Dione

I @ Intemet

75 - [®io0w -
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Step Action

13. Enter the desired information into the Invoice Date field. Enter *3/14/2012".

ARC

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Enewwingow 7 Help B nmp

Youcher

Find an Existing Value ﬂiﬂiwﬂ

Business Unit: MQ

Voucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Wendor Location: W Q

Address Sequence Number: ,710\

Invoice Number: e

Invoice Date: ’WE{]

Gross Invoice Amount: I—UUU
Freight Amount: I—DDD

Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Find an Existing Yalue |Add a MNews Value

4 | 3

pone T T [ mteme [“a = [®ao0w <

Step Action

14, Click the Add button.
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Favnvr\tes i MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate Regular Entry
) E Related Content @ MewWindow P Help Ef Customize Page hitp 2
Payments Woucher Affributes
Business Unit: COLUM Invoice No: INv345
Voucher ID: MENT Imvoice Date: 0311472012
Voucher Style: Regular Voucher Accounting Date: 0472072012 [ .
| View Documents |
Wendor ID: pon00an003 R guppliervendar *Date Dept Rec'd Invoice: [ gession Defaults
ShortName: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0}
Location: CHK-01 Q. MNew York, MY 10027 “foucher Type: S armnments (o)
*Address: 1 Q
Advanced Vendar Search
Control Group: @ 'PayTerms: =T A Dus Now
Invoice Lines: 000 Basis Date Type: Inv Date
“Currency: ’7USDQ Don Merchandise Summary PrintInvoice
Miscellaneous: ]
Freight: =
Total: 0.00
Copy From Source Document
Difference: 0.00 PO Unit:

Invoice Lines

SpeedChart:

PO Humber:

Caleulate |
Copy From:

Itern:

Amount had Unit Price:
CL00000001 A Line Amount:

Q Description:

Copy PO

First Ll 1oF1 O

™ One Asset

Done

R |3 b meemet [% - [®e -

Step

Action

15.

Click in the Date Dept Rec'd Invoice field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

[=] Related content &0 Mewwindow 7 Help  [& customize Page B np <

Control Group:
Imvoice Lines:

*Currency.

Miscellaneous:

Payments Youcher Atributes

Business Unit: COLUM Invoice No: [[E
Voucher ID: MEXT Invoice Date: 0311472012 &
Voucher Style: Regular Youcher Accounting Date: 0311472012

| ‘iew Documents |
Vendor ID: 0000000003 A gupplisrvendor *Date Dept Rec'd Invoice: |3 [ Session Defaulls
ShortHaime: SUPPLIER-001 Q. 3208 Broadway *Service Location: U5 =]attachments @y
Location: CHI:O1 QU Mew York, NY 10027 “oucher Type: lﬁCnmmems (i}
*Address: [ Y

Advanced Vendor Search

*Pay Terms: ﬂ

Q
Basis Date Type:

0.00
INon Merchandise Summary
’7USDQ Mon Merchandise Summa

Invoice Lines

Ship To:
SpeedChart:

i
#start J @&

Freight: =
Tatal: 00
Difference: 0.00

PO Unit:
PO Number:

Calculate |
Copy From:

1 tem:

Amnumiv:l Unit Price:

CUD0000001 2 Line Amount:
Q Description:

Microsoft Office 2010 & Reqular Entry - Windo...

Copy From Source Document

oo Q Due Now

Inw Date

Print Invoice

Copy PO

First K14 oF 1 'Last

I” One Asset
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ARC™

Step Action

16.

Enter the desired information into the Date Dept Rec'd Invoice field. Enter
"3/14/2012".

Favarites

§ Main Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

Home |

niEn

& Newindow P Help E{Custum\ze?age il

[=] Related content http

Invoice Lines

Line:
“Distribute by
Ship To:
SpeedChart:

#start J @

Payments Youcher Atributes
Business Unit: COLUM Imvoice No: [nw3as
Voucher ID: MEXT Invoice Date: 031472012 [
Voucher Style: Regular Vaucher Accounting Date: 031472012
View Documnents

Vendor ID: 0000000003 O gyppliervendor *Date Dept Rec'd Invoice: 311412012 |3 Session Defaults
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: us =] Attachments 0y
Location: CHE-01 @ Mew york, Ny 10027 “foucher Type: ~ | Commentsi0)
"Address: 1 Q Cash Advances
Advanced Vendaor Search Check Request

Employee Reim)|
Control Group: @ ‘'PayTerms: (T S Due ow Invoice
Irmvoice Lines: 000 Basis Date Type: I« Date ng:;gfeenera

Non Merchandise Summary
‘Currency: ’7USDO\ Mon Merchandise Summa Petty Cash E—
) Refunds
Miscellaneous: = Stipends
Freight: = Travel Advance
Total: 0.00
Copy From Source Document
Difference: 0.00 PO Unit: Q
Calculate PO Number: Q Copy PO
Copy From: [rane =1 Go

1

Amount =

CU00000001 Q
Q

J (] Microsoft Office 2010 /& Reqular Entry - Windo...

tem:
Unit Price: Quantity:
Line Amount: 0.00
Description: [
I” One Asset
; -
| & [ & |«

Step Action

17.

Click the Voucher Type list.
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[=] Retated Content
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@NEWWmdnw “? Help Efcuammwze?age hrlp ]

([ Payments Woucher Affributes

Business Unit: COLUM Invoice No: INv345
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Regular Voucher Accounting Date: 03M4/2012 [3) S

[ ViewDocuments
Wendor ID: pon00an003 R guppliervendar *Date Dept Rec'd Invoice: 3114i2012 | gession Defaults
ShortName: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0
Location: CHICO1 Q MewYork, Nv 10027 “foucher Type: [ Ecommensm
*Address: 1 Q Cash Advance

Advanced Vendar Search

Control Group:
Invoice Lines:

[ Y

0.0o0
*Currency: usD|/&
Miscellaneous: ]
Freight: =
Total: 0.00
Difference: 0.00

Invoice Lines

SpeedChart:

iIstart J @

Caleulate |

1

Amount B
CL00000001 Q

Q

*Pay Terms: =
Basis Date Type:
Don Merchandise Summary

o Q Dug Mow

Inw Date

Copy From Source Document

PO Unit:
PO Humber:
Copy From:

Itern:
unit Price;
Line Amount:
Description:

Microsaft Office 2010 /€ Regular Entry - Windo...

Check Request
Employves Reirm)|

Office of Geners|
P-Card
Petty Cash
Refunds
Stipends
Travel Advance

nvaice

Copy PO

™ One Asset

(4]

First Kl of1 O

Step

Action

18.

Click the Invoice list item.

Favarites

Main Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

[=] Related Content

B rewwindow P Help Efcusturmze?age hrlp =

Advanced Vendor Search

Control Group:

e

*Pay Terms: =
Basis Date Type:

Invoice Lines

SpeedChart:

#/start J @&

Invoice Lines: 0.00
*Currency: ‘ usD Q.
Miscellaneous: =
Freight: ﬂ
Total: 0.00
Difference: 0.00

Calculate |

1
Armount =
unoponnot

Q
a

Lon Merchandise Summary

PO Unit:
PO Number:

Copy From:

tem:
Unit Price:
Line Amount:
Description:

Microsoft Office 2010 & Reqular Entry - Windo...

Copy From Source Document

[ Q

Inw Date

Due Mo

Payments Youcher Atributes

Business Unit: COoLUM Imvoice No: Inv345
Voucher ID: MEXT Invoice Date: 0311413012 ]
Voucher Style: Regular Youcher Accounting Date: 031472012

| ‘iew Documents |
Vendor ID: 0000000003 A gupplier vendor *Date Dept Rec'd Imvoice: 031412012 [ Session Defaults
ShortName: SUPPLIER-001 @, 3208 Broadway *Service Location: us | Aftachments (0"
Location: CHE-01 q,  Mewvark Ny 10027 “oucher Type: lmmmmems(n)
*Address: 1 &

Print Invoice

PO Receipt
Purchase Order Only
Template

Voucher

I” One Asset
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Step Action

19. To associate a voucher with a Purchase Order, you will need to copy information
from the Purchase Order. In order to do this, Click the Copy From drop down menu
and select Purchase Order Only.

|N|:|ne j|

Home
Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

[=] Related Content & Hew window P Help E{Custum\ze?age hrlp il

=)
Payments Youcher Atributes

Business Unit: COLUM Invoice No: ‘|NV345

Voucher ID: MEXT Invoice Date: 0311472012 [

Voucher Style: Regular Youcher Accounting Date: 031472012

View Documnents

Vendor ID: 0000000003 Q. supplier vendor *Date Dept Rec'd Imvoice: 031412012 [ Session Defaults
ShortName: SUPPLIER-001 @, 3208 Broadway *Service Location: us | Aftachments (0"
Location: CHE-01 q,  Mewvark Ny 10027 “oucher Type: lmmmmems(n)
*Address: 1 &

Advanced Vendor Search

Control Group: ’7 o 'PayTerms: &= oo Q. Due Now

\meoice Lines: 000 Basis Date Type: Iny Date
“Currency: ‘ UsED/a, Lon Merchandise Summary Erint Invoice
Miscellaneous: =

Freight: ﬂ

Total: 0.00

Copy From Source Document
Difference: 0.00 PO Unit: Q
Caloulats PO Number: Q Copy PO
Copy From: [Purchase Order Only =1 Go

Invoice Lines

Line: 1 tem: A yom: Q

“Distribute by: Amount =] Unit Price: Quantity:

Ship To: CUN0000001 Q| ine Amount: 0.00

SpeedChart: Q Description: |

I” One Asset

arl i %‘
) start Jg JMlcrUsUftOfﬁEEZUlU & Reqular Entry - Windo... J @ & [ & «

Step Action

20. Click the Go link.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry
[=] Retated content

Copy Worksheet
Business Unit: COLUM Return to Invoice Information Voucher:

~ PO Lookup Criteria

| I View Matched iCancelled Only

PO Business Unit: cl Q
PO Number From: Q PO Humber To:
PO Line Humber From: PO Line Number To:

‘PO Date Option: Mo Date = PO Date:
» Additional Search Criteria
[ copyseipted ines |

Reset

Max Rows: ‘.ﬂ.‘
Select Al O ciearan

“F

Bl T

i start J @ J |&] Microsoft Office 2010 /& Reqular Entry - Windo...

Step Action

21. This is where you will enter search criteria to identify the appropriate PO. Enter the
desired information into the PO Business Unit field. Enter "COLUM".

Main Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry
ERelatedCumem B0 Mews tWindow ?He\p @fcusturmze?age neen

Favarites

Copy Worksheet

Wfoucher: MEXT

Business Unit: COLUM Beturn to Inwaice Information

| I~ View Matched /Cancelled Onby

PO Number To:

~ PO Lookup Criteria

PO Business Unit: [cotm
PO Number From: | Q
PO Line Number From: l— PO Line Nurnber To:

'PO Date Option: [Nooate =] PO Date: e

Reset

+ Additional Search Criteria
Max Rows: |smEearchs| Copy.Selected Lings |
Belect Al O clearan

4/start J & J Microsoft Office 2010 /& Reqular Entry - Windo...
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Step Action

22. Click in the PO Number From field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

[5] Retated content &0 Newwindow 7 Help  [E customize Page B nitp
Copy Worksheet
Business Unit:

COLUM Return to Inwaice Information

Wfoucher: MEXT
~ PO Lookup Criteria
PO Business Unit: COLUM QU colurmbia University

PO Number From:

|=Resetes| I™ View Matched /Cancelled Onby
g| Q, PO Number To:
PO Line Number From: PO Line Nurnber To:
*PO Date Option: Mo Date - PO Date: [
+ Additional Search Criteria
Max Rows: | Gearch | [sCopySelecied Lines |
Select Al O clearan

#/start J @

J Microsoft Office 2010 /& Reqular Entry - Windo...

@ (& |«

Step Action
23.

Enter the desired information into the PO Number From field. Enter
""0000000139".
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate Regular Entry

[ Retated content D New Window 7 Help Iﬂcuamm\ze Page

Copy Worksheet
Business Unit: COLUM Return to Invoice Information Voucher: MEXT
~ PO Lookup Criteria
PO Business Unit: CoLum Q. Columbia University | Reset | I View Matched iCancelled Only
PO Number From: 0000000139 Q PO Number To: —
PO Line Humber From: PO Line Number To:
‘PO Date Option: Mo Date b PO Date:
» Additional Search Criteria
Iax Rows: | Bearch \ [+ Copy.Belested Lings \
Select Al O crearan

i start J @ J |&] Microsoft Office 2010 & Regular Entry - Windo...

Step Action

24. Click the S_earch button.

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate Reqgular Entry

E Related Content @Nemednw ? Help I?Custnm\ze Page http

hita

Copy Worksheet
Business Unit: COLUM Return to Invaice Information Vioucher: MEXT
~ PO Lookup Criteria
PO Business Unit: W U Colurnbia University Reset | I~ view Matched iCancelled Only
PO Number From: 0000000138 Q PO Humber To: Q
PO Line Number From: [ - ! PO Line Number To: -
'PO Date Option: [Nooate =] PO Date: [

» Additional Search Criteria

Max Rows: Search ‘ Copy Selected Lines |

Select Al O ciearan
Select PO Lines First E1 4 of 1 O Last
PO Unit: CoLuM PO Humber: 000000138

vendor ID: n000nO0DNa  Supplier Yandor PO Date: D3 452012

Select PO Lines

1071 [
| Contract Information

in Infol
P Line Schedule i Quantity Merchandise
Select Unit Price Humber Humber tem ID Description Vouchered uomM Amount Currency PO Oty UOM PO|
I 2500.00 1 1 Seanner 10000 EA 2500.00 USD 1.0000 EA
< | »
selsctal O Claar Al PO Line Count: 1
PO Total: $2,500.00

istart J @ J | ] Microsoft Office 2010 /& Regular Entry - Windo...
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Step

Action

25.

Select the lines from the PO you would like to copy onto the voucher. Click the
check box to select the line(s).

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

[=] Related content &0 mewindow  ? Help [ Gustomize Page

Copy Worksheet
Business Unit: COLUM Return to Inwoice Infarmation Voucher: MEXT
~ PO Lookup Criteria
PO Business Unit: CaLuM QL Golurmbia University | Reset | I~ View Matched iCancelled Only
PO Number From: 0000000123 Q PO Number To: a
PO Line Number From: Q PO Line Number To: Q
*PO Date Option: Mo Date - PO Date: &)
» Additional Search Criteria
Max Rows: | Search | | Copy Selected Lines |
[Copy From wd
Select Al O clearan [cepy From wd
Select PO Lines
PO Unit: COLUM PO Humber: 0000000138
Vendor ID: 0000000003 Supplier Vendar PO Date: 031402012
Select POLines C z First K1
@COIETE T contract Information.
o Line Schedule - Quantity Merchandise
Select  Unit Price Horaber  Humbor | ltem D Description ouchered uom Currency PO Oty UOM PO|
2 250000 1 1 Scanner 1.0000 EA 2500.00 USD 1.0000 EA
4| | »
gelectal [ Clear i PO Line Count: 1
PO Total: $2,500.00

#/start J & J ] Microsoft: Office 2010 /& Reqular Entry - Windo... J @ ’:

Step

Action

26.

Click the Copy Selected Lines button.
Copy Selected Lines
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@ NewWindow 7 Help |5 Customize Page 8] hitp -]

PO Number:

Caleulate |
Copy From:

Invoice Lines

Line: 1 temn:
*Distribute by Guantity j' Unit Price:
Ship To: CLnoonnaot Q Line Amount:
SpeedChart: Description:

iIstart J @

Micrasoft Office 2010 & Reqular Entry - Windo...

Payments Woucher Aliributes
Business Unit: COLUM Invoice No: “NV345
Voucher ID: NENT Invoice Date: 0311472012
Voucher Style: Regular vaucher Accounting Date: 031 42012 o] )
| ‘iew Documents |
Vendor ID: a00na00a03 Q Supplier vendar *Date Dept Rec'd Invoice:  [03/14/2012 [ Zession Defay
ShortName: SUFFLIER-001 Q 3208 Broadway *Service Location: U3 ] Attachments (0
Location: CHE-01 Q Mew York, NY 10027 “oucher Type: Invnmeﬁv Comments(0
*Address: 1 Q
Advanced Vendar Search
Control Group: aQ *Pay Terms: &= joo Qe Mow
Invoice Lines: Basis Date Type: Inv Diate:
" 0.0o0 "i R
H
*Currency: uso|/ &
Mon Merchandise Summary | Print |
Miscellaneous: =] rint Invaice

Freight: =
Total: 2,500.00

Cojy From Source Document
Difference: 0.0o PO UNIt:

Copy PO,

A uom:
250000000
250000

Quantity:

EA Q
1.0000

[” Force Price

[geanner

" one asset
w8

Step

Action

217.

lines.

Click the scrollbar and scroll to the bottom of the page to see the copied distribution

Favarites

PO Number:

Calculate |
Copy From:

Line: 1 Itern:

“Distriburte by Quantity = uneprice:
Ship To: CLa0onnant Q Line Amount:
SpeedChart: Description:
| calulate |

~ Distribution Lines
Ir

Main Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

o0 a

Inv Date

Control Group: Q “Pay Terms: =
Invoice Lines: 0.00 Basis Date Type:
o . [ usa

LTency: ’7 Mon Merchandise Summal
Miscellaneous: =]

Freight: =
Total: 2,500.00

Copy From Source Document
Difference: 0.0o PO Unit:

Due Mowr

| Print Inwoice

CopyPo.

S vom:

2,500.00000

2,500.00

Quantity:

EA Q
1.0000

[~ Force Price

|Scanm9r

Purchase Order & Receiver Infa

Associelyansfer to POJReceiver

[~ one Asset

iy

5

Override PO Pet. |

| Allocate by Pet |

4

" Exchange Rate || Statistics | Assets
Copy . PO Merchandise - l ) o .
Down € poroer  Percent MU Quantity GLUNit  Account  Opentem  Fund  Dept Initiative Function
r 1 1000000 1000000 250000 1.0000 COLUM 68305 20 5502102 anoon 010

|E save [=] Notify | |7 Refresh |

rpniee Infarmstinn | Baumante | ni e hor ditik ta

Microsoft Office 2010 & Reqular Entry - Windo...

EE
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Step

Action

28.

Click the Purchase Order & Receiver Info link to see additional details on the
Purchase Order.
[Furchase Order & Receiver Info|

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

ERelaten Content B NewWindow 7 Help E,»/Cuamm\ze Page
— e

Uit COLUM Voucher: NEXT Line: 1 *Line Match Option | FUIl Match =]
[Pomumper W Rocoum Rumber

PO Unit PO No. PO Line PO Schedule Receipt Unit Receipt Number Line Schedule
COLUN 0000000139 1 |1
* PO/Receipt Comments

0K Cancel Refresh

Yiew Source PO/Receiver Information

& start Jg J|_E_'|Micmsnft0fﬁ:ezmn /€ Regular Entry - Windo... J @ &[] & F

Step

Action

29.

Click the OK button once you have reviewed the Purchase Order information.
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Control Group: Q “Pay Terms: = i A Due Now
Invoice Lines: 0.00 Basis Date Type: I Dater
*Currency: usD|/Q
¥ ’7 bon Merchandise Bummary
Miscellaneous: =
Freight: =
Total: 2,500.00
Copy From Source Document
Difference: 0.00 PO Unit:
| Caloulate | PO Number:

Training Guide

Voucher Processing

CopyPO. ]

| Print Inwoice

Copy From:

Line: 1 ftem: S vont: EA
“Distribute by: Quantity = Unit Price: 2,500.00000 Quantity: 1.0000

Ship To: CU00000001 2 Line Amount: 250000
SpeedChart: Description: Scanner

| Calculate | Comments Purchase Order & Receiver Infg

Associate Receiver(s

[ Exchange Rete | Stetistics || Assets |

-

-

Owerride FOFIL

Allocate by Pet |

Force Price

One Asset

m B

Fir=t £ 4.0t

Lne PO Percent

Merchandise
Percent A

Quantity “GLUNIt  Account  Openitem  Fund  Dept

r 1 1000000 100.0000 2,500.00 1.0000 COLUM B2305 30 4502102

4 |

Inftiative Function

oooi

no oo

@ szl (@ eiren |

Inpnice Information | Paumants | vachar dtfrinitas

i start J @ J Microsoft Office 2010 /& Reqular Entry - Windo...

Step

Action

30.

See the distribution information that was copied from the Purchase Order.

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Control Group: Q *Pay Terms: 7 oo A Due How
Invoice Lines: 000 Basis Date Type: Iny Date

. uUsSD Q

currency: bon Merchandise Bummary

Miscellaneous: =

Freight: =

Total: 2,500.00

Copy From Source Document
Difference: 0.00 PO Unit:

Caloulate | PO Number:

CopyPO. ]

Print Inwoice

Copy From:

Line: 1 tem: ,7 S vont: ’EA— Q
“Distribute by: Guantity = Unit Price: 2,500.00000 Quantity: [toooo
Ship To: [ounooouaot R e amount: 2,500.00

SpeedChart: Description: Scanner

| Calculate | Comments Purchase Order & Receiver Infg

Associate Receiver(s

~ Distribution Lines

[ Exchange Rate | Statistics || Assets |

T Fo

™ One Asset
7

| Allocate byPet. |

Querride PO Pt

rce Price

m B

Fir=t 1 40t

Lne PO Percent

Merchandise
Percent A

Quantity “GLUNIt  Account  Openitem  Fund  Dept

1 1000000 100.0000 2,500.00 1.0000 COLUM B2305 30 4502102

4 |

Inftiative Function

oooon

oo

@ sz IE ) (@ eiren |

Inpnice Information | Paumants | vachar dtfrinitas

& start] J @ J Microsoft Office 2010 & Regular Entry - Windo...

Add \ | £ Update
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Step

Action

31.

Click the Save button.

Line:
*Distribute by
Ship To:

SpeedChart:

| calulate |

~ Distribution Lines

Control Group: Q
Imvoice Lines: 0.00
*Currency: usn &
Miscellaneous: =]
Freight: =
Total: 2,500.00
Difference: 0.00

| Calculate |
Invoice Lines

1
Quantity -
CUD0000O01 Q

" Exchange Rate || Statistics | Assets

Favgrites - Main Menu > A::uuntapayable > VUuEhErS > Add]uvpdate > Regular Entry

Home

Purchase Order & Receiver Info

Associate Receiver(s

“Pay Terms: = oo Qe ow
Basis Date Type: Inv Date .
B R
Mon Merchandise Summary | e -
Copy From Source Document
PO Unit:
PO Number: | GopyRo
Copy From: [raone =l o
First L1 of 1 L]
] B &
Itern: S vom: EA Q
Unit Price: 2,500.00000 Quantity:  |1.0000
Line Amount: 2,500.00 I Force Price
Description: Scanner
I one Asset |
HE
Comments

Override POPet. |

Allocate by Pet |

2 SEV%' |7 Retresh |

jﬁstart J &

Irpniee Infarmastinn | Baumante | o e hor diik ta

J Microsoft Office 2010 /& Regular Entry - Windo...

Copy - 0 Merchandise _ N _ _ -
Dosm LN€  polon.  Percent Quantity GLUNt  Account  Opentem  Fund  Dept Initiative Function
(m} 1 1000000 1000000 2,500.00 1.0000 COLUM BR305 30 4502102 aonan aln
i i

B aca | Upaate

J@il‘ll

.
B

Step

Action

32.

You have successfully created a PO Voucher. Now you can select the next topic,
Creating a Template Voucher.

End of Procedure.
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Creating a Template Voucher

At Columbia University, we often transact with the same vendor more than once or process
recurring invoices. In cases like this, it is efficient to create a template voucher as a time saving
device. A template voucher is a skeleton for other vouchers that will be entered in the future for
the same vendor, and vouchers created from the template will be posted and paid exactly like
regular vouchers.

Throughout the following topic, consider a time when you have faced a similar scenario: Mark
realizes that his department transacts with a moving vendor quite frequently. In order to save
time, he thinks it will be useful to create a template voucher to increase efficient when processing
vouchers to the vendor.

Template Non-PO
Voucher Voucher

Estimated time needed to complete topic: 3 minutes

Procedure

Welcome to the Creating a Template Voucher topic. In this scenario you will create a template
voucher.
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Favorites  Main Menu

Personalize Content | Layout

Menu

[2] (=] %]

Search:

&

[> Columbia Specific

[> eProcurement

> Accounts Payahle

> Set Up FinancialsiSupply Chain
[ Enterprise Components

[ Warklist

[> PeopleTools

— Change My Pagsword

i start J ) J ] Microsoft Office 2010 @ Employee facing regi.. | @ Oracls | PeopleSoft Ente...

? Help

= e

Step Action

1. Click the Main Menu button.

Favarites | Main Meru

Search Menu:

Personalize
Menu
Search: 3 Calumbia Specific
3 eProcurement

:;C;‘”mh‘i (3 Accounts Payable

eProcurel
e 0 set Up Financials/Supply ©
[ et Lp Fit 3 Enterprise Components
I Entergrist £ Worklist
E‘;\gonrlgl‘f_}_n 3 PeapleToolk
_ Change), =) Change My Password

3 vouchers

Control Groups

3 Payments

73 Review Accounts Payable Info

- v

/start J & J ] Microsoft Office 2010 & Employee-facing reqi.. (€ Oracle | PeapleSaft Ente...

? Help

o= T i
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Step Action

2. Click the Accounts Payable menu.

| [ Accounts

Payable

ARC™

Favorites | Mair Menu

Fersonalize Search Menu:

Menu I

Search: 3 Calumbia Specific
3 eProcurement

:;C;‘Umh‘i [ Accounts Payable

eProcurel —

b Rscotnts 3 Set Up FinancialsfSupply ¢

I Set Up Fil 3 Enterprise Components

[> Enterpriss 3 warklist

Ciorklist ) pegpipTonk

[ PeopleTa
P Cha‘:yggy\ =] hange My Passward

3
»
309 vouchers
Control Groups
3 Payments

(01 Review Accounts Payable Info

start J @ J | ] Microsoft: Office 2010 {@ Employee-facing regi.. (€ Oracle | PeapleSaft Ente...

? Help

Step Action

3. Click the Vouchers menu.

|¢|‘"_‘| Youchers
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ARC

Favorites  Main Meru

Search Menu:

Parsnnahzal ) ? Help
Menu *
Search: 3 Columbia Specific 4
0 eProcurement 4

ECPO‘Umb‘e 3 Accounts Payable

eRrocurel 3 Wouchers
Dot 1 Set Up Financials/Supply © ) Control eraups A9 addfUpdate N
> SetUp Fir (& Enterprise Components g " 3 Maintain »
b Enlarpris C1 Worklst et
b workist PeopiTaoks 3 Review Accounts Payable 1o
> PeopleTo
. Charioh D Change My Password

i start J - J | ] Micrasoft Offics 2010 € Employee-facing regi... | (& Oratle | PopleSaft Ents... J @ & [ & F

Step Action

4, Click the Add/Update menu.

i addiupdate

ARC™

Favarites | Main Meru
Search Menu:

#start J @

Persunauzel )
Menu %
Search: 3 Calumbia Specific 4
3 eProcursment 4
:;C;‘”mh‘i [ Accounts Payable - %
eFrocurel Wouchers
[ Accounts & setip .Flnancla\sﬁupply[ Contral Graups [ AddfUpdate
[ et Lp Fit 3 Enterprise Components ) Payments 3 Maintain
I Entergrist £ Worklist v
PWrkliEt ) pegpleTook 3 Review Accounts Payable 1nmo
> PeopleTo
_ Change), =) Change My Password

[=] Rregular Entry

|5] woucher Search
| Quick Invaice Entry
[5] Delete voucher

J (] Microsoft Office 2010 & Employee-facing reqi.. (€ Oracle | PeapleSaft Ente...

? Help

|® & [ &

E
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Step

Action

Click the Regular Entry menu.

| |=] Regular Entry

ARC™

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

Youcher

Eind an Existing Yalue

Business Unit: COLUmMC,
Voucher ID: MEXT
Voucher Style: RegularYoucher j
Short Vendor Hame: Adjusiments
Journal Voucher
Vendor ID: Prepaid Youcher
Vendor Location: Renister Voucher

Aduress Sequence Number:  |Reversal Voucher
Single Payment Youcher

Invoice Number:
Termplate Voucher

Invoice Date: Third Party Youcher
Gross Invoice Amount: 0.00
Freight Amount: 0.00

Misc Charge Amount: 0.0

Estimated No. of Invoice Lines: 1

Add

Find an Existing alue | Add a MNew Yalue

i
d/start J @ J ] Microsoft Office 2010 /& Reqular Entry - Windo... (€ Oracle | PeapleSaft Ente...

Home

Elewtindow  ? Help B hitp

J@l‘ﬂ-ﬂ

Step

Action

Click the Voucher Style list.

|Regu|arvnucher

=
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t .
@ start J@ J@MicrnsnftOFHEEZDlﬂ /€ Regular Entry - Windo... (& Oratle | PopleSaft Ents... J @ & [l & F

ARC

Favnvr\tes'MalnvMenu » Accounts Payable > Vouchers » AddfUpdate > Regular Entry

Erewwingow 7 Help B nmp

Youcher

Find an Existing Yalue

Business Unit: COLUMS
Voucher ID: MEXT
Voucher Style: Reqular Youcher j
Short Vendor Name: Adiustrments
Journal Vaucher
Vendor ID: Frepaid voucher
Vendor Location: Register Youcher
Reqular Youcher
Address Sequence Number:  |Reversal Woucher
Single Payment Youcher

Invoice Number:
it

Invoice Date: h\rd FamVUu:r
Gross Invoice Amount: I—UUU
Freight Amount: I—DDD
Misc Charge Amount: I—I]EII]

Estimated No. of Invoice Lines: 1

Add

Eind an Existing Value | Add a Mew Value

Step

Action

In this case you will select the Template Voucher style. Click the Template
Voucher list item.
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Favnvr\tes MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

Youcher

Find an Existing Yalue

Business Unit: COLUMC,
Voucher ID: MEXT
Voucher Style: |Temp\ale Woucher j

Short Vendor Hame: ’7 Q

Wendor ID: ’|7 Q

Vendor Lacation: &

Address Sequence Number: liﬂo\

Invoice Number: [

Invoice Date: ’7@
T

Gross Invoice Amount:

Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

o Add

Find an Existing Yalue |Add a MNews Value

i#start J e J icrosaft OFfice 2010 /& Regular Entry - Windo... @ Oratls | PeopleSoft Ente...

Erewwingow 7 Help B nmp

[T e

Action

Click in the Vendor ID field.

ARC™

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Youcher

d an Existing Walug |

Business Unit: lma

Voucher ID: ,W

Voucher Style: |Temp\ale Woucher j
Short Vendor Name: ,7 Q

Wendor ID: ’D|7 Q
[ a

Address Sequence Number: I_UQ

Invoice Number: |

Invoice Date: ,— Ei]

Gross Invoice Amount: I—DDD

Vendor Location:

Freight Amount: 0.00
Misc Charge Amount: 0.0a

Estimated No. of Invoice Lines: 1

[ gl

Find an Existing Value | Add a MNew Value

i
&start J @ J | ] Microsoft: Office 2010 /& Regular Entry - Windo... (€ Oracle | PeapleSaft Ente...

& New Window 7 Help hrlp

[Fo =P
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ARC™

Step

Action

9.

Enter the desired information into the Vendor ID field. Enter *0000000003".

& start] J @

ARC

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

& New window P Help
e

Youcher

Find an Existing Value ﬂiﬂiwﬂ
COLUMS,

Business Unit:

Voucher ID: ’W

Voucher Style: |Temp\ale Woucher j
Short Vendor Hame: ’7 Q

Wendor ID: ’m Q

Wendor Location: l— Q

Address Sequence Number: liﬂo\

Invoice Number: |

Invoice Date: ’7@

Gross Invoice Amount: I—UUU
Freight Amount: I—DDD
Misc Charge Amount: I—I]EII]

Estimated No. of Invoice Lines: 1

Add

Find an Existing Yalue |Add a MNews Value

3 .
| [E]virosof: Office z010 & Regular Entry - Windo... @ Oratle | PaopleScft Ente... | @ . F

Step

Action

10.

Click in the Invoice Number field.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

Youcher

Find an Existing Yalue

Business Unit:
Voucher ID:
Voucher Style:
Short Vendor Name:
Vendor ID:

fendor Location:

Address Sequence Number:

Invoice Number:
Invoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

COLUMQ,
NEXT

|Temp\ale Woucher j
SUPPLIER-DD1 @
0000000003 | Q,

[eRkol e
[
[T

£l
 Thuwm
[ am
[ um

Estimated No. of Invoice Lines: 1

o Add

Find an Existing Yalue |Add a MNews Value

PRl
i#start J e J 5] Microsoft Office 2010 /& Regular Entry - Windo... @ Oratls | PeopleSoft Ente...

Erewwingow 7 Help B nmp

[T e

Step

Action

11.

Enter the desired information into the Invoice Number field. Enter "Template
Voucher™.

ARC™

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

Youcher

Eind an Existing Yalue 3

Business Unit:
Voucher ID:
Voucher Style:
Short Vendor Name:
endor ID:

Vendor Location:

Address Sequence Number:

Invoice Number:
Invoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

COLUMQ
NEXT

|Temp\ale Woucher j
[BUPPLERDDT |2,
[ETTEREY

ErIY

a

|Temp|ate Youcher

I el
[ um

Estimated No. of Invoice Lines: 1

A |

Find an Existing Value | Add a Mew Value

i
/start J @ J ] Microsoft Office 2010 /& Reqular Entry - Windo... (€ Oracle | PeapleSaft Ente...

Elewtindow  ? Help B hitp

[
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Step Action

12. Click in the Invoice Date field.

ARC™

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Eewwindow 7 Help B hitp

Youcher

Eind an Existing Yalue

Business Unit: MQ

Voucher ID: ,W

Voucher Style: |Temp\ale Woucher j
Short Vendor Name: ,m Q

Wendor ID: M Q

\endor Location: ’W Q

Address Sequence Number: |_1Q

Imvoice Number: |Temp|ate Youcher

Invoice Date: ,3|— Ei]

Gross Invoice Amount: I—DDD
Freight Amount: I—UUU
Misc Charge Amount: I—DDD

Estimated No. of Invoice Lines: 1

Add

Find an Existing Value | Add a MNew Value

i L
/start Jg J@Mmsuftofﬁcezmu /& Regular Entry - Windo... (€ Oracle | PeapleSaft Ente... J @ & [] & F

Step Action

13. Enter the desired information into the Invoice Date field. Enter "3/14/2012",
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

Youcher

Find an Existing Yalue

Business Unit:
Voucher ID:
Voucher Style:
Short Vendor Name:
Vendor ID:

fendor Location:

Address Sequence Number:

Invoice Number:
Invoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

Estimated No. of Invoice Lines: 1

Add

Find an Existing Yalue |Add a MNews Value

;jstart J e

J ] Micrasoft Offics 2010 @ Regular Entry - Windo... (@ Orarle | PeopleSoft Ents. .

A newwindow  ? Help B nip

neen

COLUMQ,
NEXT

|Temp\ale Woucher
SUPPLIER-DD1 @
0000000003 | Q,

[eHKDT @

[

[Tempiate voucher
[srarz012
—
[ oo
[ oo

n

J@l‘l'lll

uide

Voucher Processing

Step

Action

14.

Click in the Gross Invoice Amount field, and enter the desired information into
the Gross Invoice Amount field. Enter "100".

ARC™

Favarites ©
Youcher

Eind an Existing Yalue

Business Unit:
Voucher ID:
Voucher Style:
Short Vendor Name:
endor ID:

Vendor Location:

Address Sequence Number:

Invoice Number:
Invoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

Estimated No. of Invoice Lines: 1

Add

Find an Existing Value | Add a Mew Value

i
#start J @

Main Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

J ] Microsoft Office 2010 /& Reqular Entry - Windo... (€ Oracle | PeapleSaft Ente...

& New Window P Help

=

COLUMQ
NEXT

|Temp\ale Woucher
[BUPPLERDDT |2,
[ETTEREY
ErIY

a

|Temp|ate Youcher
ez

[ ioooo

J@l‘ﬂ-ﬂ

Page 83




Training Guide
Voucher Processing

Step

Action

15.

Click the Add button.

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

EREIated Content @Nemednw ? Help E{Custnm\ze Page

Payments Youcher Atributes
Business Unit: COLUM Invoice No: [Template Voucher
Voucher ID: MENT Imvoice Date: 0371472012
Voucher Style: Template Youcher Accounting Date: 031472012 5 )
| ‘iew Documents |
Vendor ID: pon00an003 Q SupplierVendar *Date Dept Rec'd Invoice: | [ Session Defaulls
Shorthiame: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0
Location: CHK-01 Q. Mew York, MY 10027 “foucher Type: S camments(0}
*Address: 1 Q
Advanced Yendar Search
Control Group: G 'PayTerms: = |oo QA pue Mow
Invoice Lines: 000 Basis Date Type: Inw Date
“Currency: ‘ Usola, hon Merchandise Summary Frint Invaice
Miscellaneous: ]
Freight: =
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit: Q
I Caloulate ] PO Number: Q ! Copy PO |
Copy From: [rane =1 Go
Template
Template ID: ‘
Description:

¥ Save as a Template Voucher

Invoice Lines

al
Istart J r

J Microsaft Office 2010 & Reqular Entry - Windo... (@ Orarle | PeopleSoft Ents. .

Step

Action

16.

Click in the Date Dept Recd Invoice field.
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Regular Entry

[=] Retated Content

Training Guide
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@NEWWmdnw “? Help Efcuammwze?age hrlp ]

Advanced Vendar Search

’7 @ 'Pay Terms: =

Control Group:

([ Payments Woucher Affributes

Business Unit: CoLUM Invoice No: Termplate Youcher
Voucher ID: MEXT Imioice Date: 0311472012
Voucher Style: Template Voucher Accounting Date: 031472012 [ S

[ ViewDocuments
Vendor ID: 0000000003 Y SupplierVendor *Date Dept Rec'd Invoice: |3 [ gession Defaulls
ShortName: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0
Location: CHE-01 Q. MewYork, NY 10027 “foucher Type: l—;[Cammems ()
*Address: 1 Q

o Q Dug Mow

Invoice Lines: 000 Basis Date Type: Inw Date
- Mon Merchandise Summary
*Currency: usD|/&
Miscellaneous: ]
Freight: =
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit: Q
| Calculate | PO Number:

Print Invoice

Copy PO

Copy From:

Template ID:

Description:

¥ Save as a Template Voucher

EENE

Wicrosoft OFfics 2010 & Regular Entry - Windo... @ Oracls | PeopleSoft Ents... J =

Step

Action

17.

"3/14/2012".

Enter the desired information into the Date Dept Rec'd Invoice field. Enter

Favarites © Man Menu > Accoumg Pavable > Voughers > Add]uvpdate > Regular Entry
[=] Related Content & Hew window P Help Etf Gustomnize Page hitp 2]
Payments Youcher Atributes
Business Unit: COLUM Imvoice No: [Template Voucher
Vfoucher ID: MEXT Invoice Date: 03142012 [
Voucher Style: Ternplate Voucher Accounting Date: 031472012
| ‘iew Documents |

Vendor ID: 0000000003 QU guppliervendor *Date Dept Rec'd Invoice: 31142012 [ Session Defaults
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: us =] Attachments 0y
Location: CHE-01 @ Mew york, Ny 10027 “foucher Type: ~ | Commentsi0)
"Address: 1 Q Cash Advances
Advanced Yendor Gearch Check Request

Employee Reim)|
Control Group: @ ‘'PayTerms: (T S Due ow Invoice
Irmvoice Lines: 000 Basis Date Type: I« Date ng:;gfeenera

Non Merchandise Summary
‘Currency: ’7USDQ Mon Merchandise Summa Petty Cash E—
) Refunds
Miscellaneous: = Stipends
Freight: = Travel Advance
Total: 100.00
Copy From Source Document A
Difference: 0.00 PO Unit: Q
| Calculate | PO Number: Q | Copy PO

Copy From:

Template ID:

Description: ‘

[¥ Save asa Template Voucher

pawi|s |

Wicrosoft Office 2010 /& Reqular Entry - Windo... € Oracle | PeopleSoft Ente... J -
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Step Action

18. Click the Voucher Type list.

FaunvntasE invMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry
EREIateanntent @Nemednw ? Help E,/Custnm\zePage htm ]

Payments Youcher Altributes

Business Unit: COLUM Invoice No: [Template Voucher
Voucher ID: MEXT Imvoice Date: 0371472012
Voucher Style: Template Youcher Accounting Date: 031472012 5 )
I ‘iew Documents |
Vendor ID: 0nnooaa003 aQ Supplier Vendor *Date Dept Rec'd Invoice: |3/14/2012 | Gession Defaults
Shorthiame: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0
Location: CHE-01 Q. MewYork, NY 10027 “foucher Type: ﬁCDmmemS ()
*Address: 1 Q Cash Advance
Advanced Yendor Search Check Request
Employee Reirm)|
Control Graup: G 'PayTerms: & oo A Due Now Invoice
Invoice Lines: 000 Basis Date Type: Inw Date gﬁéﬁ;’;feenera
“Currency: ‘ Usola, hon Merchandise Summary Petty Cash 7nvoice Y
" o] Refunds
Miscellaneous: 71 Stipends
Freight: = Travel Advance
Total: 100.00 —
Copy From Source Document 1
Difference: 0.00 PO Unit: Q
I Caloulate ] PO Number: Q ! Copy PO |
Copy From: [rane =1 Go
Template
Template ID: ‘
Description: ‘

¥ Save as a Template Voucher

Imwice Lines i 3 ,L‘

al
& start! Jg J Micrasaft Offics 2010 & Reqular Entry - Windo... (@ Orarle | PeopleSoft Ents. . J el — F

Step Action

19. Select Invoice.

Inw:uice
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@NEWWmdnw “? Help Ifcuamm\zePagE hrlp ]

Advanced Vendar Search

Caleulate |

([ Payments Woucher Affributes

Business Unit: COLUM Invoice No: Template Vouchar
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Termplate Woucher Accounting Date: 031472012 [

| View Documents |
Vendor ID: 0000000003 S supplier vendor "Date Dept Rec'd Invoice: |03i14/2012 5 gession Defaults
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: us w [Altachments (T
Location: CHICO1 @ Mewvork NY 10027 “oucher Type: l—_llnvmce —Commentsi)
*Address: 1 Q

b @ DueMow

Control Group: g 'PayTerms: =
Invoice Lines: Basis Date Type: In¥ Date
0.0o0
Mon Merchandise Surmmary
*Currency: usD| Q@
Miscellaneous: =
Freight: =
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit: Q
PO Humber:

Print Invoice

Copy PO

Copy From:

Template ID:

Description: ‘

¥ Save as a Template Voucher

EENE

Micrasoft OFfice 2010 & Regular Entry - Windo... @ Oracls | PeopleSoft Ents... J =

Step

Action

20.

Click in the Template ID field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

[=] Related Content

Elewwindow 7 Help [ Gustomize Page  Bntg 4]

Advanced Vendor Search

Calculate |

Payments Youcher Atributes

Business Unit: CoLUm Invoice No: [Ternplate voucher
Voucher ID: MEXT Invoice Date: 031472012 [5
WYoucher Style: Template YVoucher Accounting Date: 031472012

| ‘iew Documents |
Vendor ID: 0000000003 S guppliervendar ‘Date Dept Rec'd Invoice: (031412012 |5 Session Defaults
Shorthame: SUPPLIER-001 Q3208 Broadway *Service Location: ug | Aftachments (0
Location: CHE:O1 q  Mewiork MY 10027 “oucher Type: e ]oommentsioy
*Address: 1 Q

o @ DueMow

Control Graup: T o 'PuTems =
Imioice Lines: Basis Date Type: Inw Date

0.00

Don Merchandise Summary
*Currency: uUsD Q.
Miscellaneous: =
Freight: 5
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit: Q
| PO Number:

Print Invoice

Copy PO

Copy From:

Template ID:

Description: ‘

[¥ Saveasa Template Voucher

i
#start J &

Wicrosoft Office 2010 @ Regular Entry - Windo... & Oracle | PeopleSoft Ente...
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Step Action

21. This will be the main way to identify this template voucher in the future when you'd
like use it. Enter the desired information into the Template ID field. Enter "Main
Templ".

Home

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

[5] Related content &0 Mewwindow 7 Help  [& customize Page B np <
Payments Youcher Atributes

Business Unit: COLUM Imvoice No: [Template voucher
Voucher ID: MNEXT Invoice Date: 03114/2012 ]
WYoucher Style: Template YVoucher Accounting Date: 031472012

| ‘iew Documents |

Vendor ID: 0000000003 Q. suppliervendor *Date Dept Rec'd Imvoice: (031412012 [ Session Defaulls

Shorthame: SUPPLIER-001 Q3208 Broadway *Service Location: ug ~|Aftachments ("
Location: CHE-O1 q  MWewvark NY 10027 “oucher Type: [iors ZjCemmentsn)
*Address: 1 Q

Advanced Vendor Search

Control Group: ’7 o 'PayTerms: = oo Q. Due Now

Invoice Lines: 000 Basis Date Type: Irw Dte S
Currency T Uaple  Meandse Suuna T
Miscellaneous: [ |
Freight: ’7 =

Total: 100.00
Copy From Source Document A

Difference: 0.00 PO Unit: Q
I Calculate | PO Number: Q | Copy PO J
Copy From: [Hane = Go

Template
Template ID: Main Templ

Description: “

[¥ Saveasa Template Voucher

Invoice Lines d | i ! f asi /Lf

i i
#start Jg J@Mmsuftofﬁcezmu /& Regular Entry - Windo... (€ Oracle | PeapleSaft Ente... J @ & [ & F

Step Action

22. Click in the Description field.
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EENE

) E Related Content @ MewWindow P Help E‘ Customize Page hitp 2
Payments Woucher Affributes
Business Unit: COLUM Invoice No: Template Vouchar
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Template Voucher Accounting Date: 0314/2012 [5]
| View Documents |
vendor ID: 0000000003 S supplier vendor *Date Dept Rec'd Invoice: |01 4i2012 |5 gession Defaults
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: us w|Altachments (01
Location: CHICO1 @ Mewvork NY 10027 “oucher Type: l—_llnvmce —Commentsi)
*Address: 1 Q
Advanced Vendar Search
Control Group: @ ‘PayTerms: & |oo QU Due Mow
Invoice Lines: 0.00 Basis Date Type: In¥ Date
‘Currency: ’7USD Q Mon Merchandise Surmmary Print Invoice
Miscellaneous: =
Freight: =
Total: 100.00
Copy From Source Document — |
Difference: 0.00 PO Unit: Q
| Calculate | PO Number: Q ! Capy PO

Copy From:

Template ID:

Description:

Main Ternpl
ul

¥ Save as a Template Voucher

Micrasoft OFfice 2010 & Regular Entry - Windo... @ Oracls | PeopleSoft Ents... J =

Step

Action

23.

Enter the desired information into the Description field. Enter "Template
Voucher™.

Favarites

§ Main Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

EREIated Content @Nemednw ? Help I?Custnm\ze Page htm

paw|s |

([ Payments Youcher Altributes
Business Unit: COLUM Invoice No: [Termplate Vouther
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Template WVoucher Accounting Date: 03/14/2012 [E
| ‘iew Documents |
Vendor ID: 0000000003 Q suppliervendor "Date Dept Rec'd Imvoice: |03/14i2012 [ Segsion Defaults
ShortName: SUPPLIER-001 @ 3208 Broadway *service Location: us ~|Atiachments (0
Location: CHIC01 Q Mew Yark, NY 10027 “Woucher Type: lmcwnmemﬁ ()
*Address: 1 Q
Advanced Vendar Search
Control Group: o ‘PayTerms: &= oo QA Due Mow
Inmvoice Lines: 0.00 Basis Date Type: In¥ Date
‘Currency: ’7USDQ MNon Merchandise Summary Print Invoice
Miscellaneous: =
Freight: |5
Total: 100.00
Copy From Source Document -
Difference: 0.00 PO Unit: Q
| Calculate | PO Numnber: Q ! Copy PO

Copy From:

Template ID:

Description:

Main Ternpl
‘Temp\ate Woucher
[7 Save as a Template Voucher

Wicrosoft Office 2010 /& Reqular Entry - Windo... € Oracle | PeopleSoft Ente...
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Step

Action

24.

Scroll to the bottom of the page.

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Freight: =] ﬂ
Total: 100.00

Copy From Source Document

Difference: 0.00 PO Unit: Q
Caleulate | PO Humber: a | Copy PO

Copy From:

Template ID: tain Templ
Description: [Temnplate voucher

[¥ Saveasa Template Voucher

Invoice Lines
B =
Line: 1 Ktem: 2 vom: Q
“Distribute by Amount :I' Unit Price; Quantity:
Ship To: cuooonooat Q. Line Amount: 100.00
SpeedChart: Q Description:
™ One Asset
| Calculate |
~ Distribution Lines c First Kl 10r1 O Last
& " Exchange Rate || Statistics || Assets
Copy - ) . I _ o ) PC Bus
Dowy e Merchandise Amt  Quantity GLUnit  Account  Openttem  Fund  Dept Initiative Funetion
= - 1 100.00 coLma | @ a [ |a Q Q Q Q
4| | v

|B save | =] Netity | | Refrash | ([Ex Add | | Updatsisplay

Invoice Information | Payments | Voucher Attributes

-

PRl I .
& start, J @ J | ] Microsoft Office 2010 € Regular Entry - Windo... (& Oracle | PeopleSoft Ente. .. J @ [ & F

Step

Action

25.

Click in the Account field.

L]
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Difference: 0.00

Caleulate |

Line: 1
“Distriburte by Amount |

Ship To: Ccun0000001 a
SpeedChart: &

| Calculate |

~ Distribution Lines

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

Freight: =)
Total: 100.00

Copy From Source Document

PO Unit: Q
PO Number: Q ‘T

Training Guide
Voucher Processing

Copy From:

Template ID: Wain Termpl

Description: [Ternplate voucher

[¥ Saveasa Template Voucher

Itern: A vom: Q =

unit Price;
Line Amount: 100.00

Quantity:

Description:

| Exchange Rats || Statistics | Assets |

™ One Asset

First Kl 1or1 01

Copy
Down

BHE O 1 100.00

Line  Merchandise Amt Quantity *GL Unit Account  Openltem Fund  Dept Initiative Function

4

o 4 | el al lal af a

PC Bus
Unit

| r

B sawe [] Metify | | Refresh |

Invoice Information | Payments | Youcher Attributes

PRl
i#start J @ J icrosaft OFfice 2010 & Regular Entry - Windo... @ Oracls | PeopleSoft Ents...

Step

Action

26.

Enter the desired information into the Account field. Enter "68305",

Freight: =)
Total: 100.00

Difference: 0.00

Calculate |

Line: 1
“Distriburte iy Amount |
Ship To: 00000001 Q

SpeedChart: Q

| Calculate |

~ Distribution Lines

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Copy From Source Document

PO Unit: Q
PO Number: aQ

| Copy PO

Copy From:

Template ID: Wain Termpl

Description: [Temnplate voucher

[¥ Saveasa Template Voucher

uoh: Q =
Quantity:

Itern: a
unit Price;

Line Amount: 100.00
Description:

| Exchange Rate || Statistics | Assets |

™ One Asset

Copy
Down

BHE O 1 100.00

Line  Merchandise Amt CQuantity *GL Unit Account  Openltem Fund

4

lcowa fpeasa | @l la [ el la[ af @«
| v

PC Bus

Dept Initiative Function M

B save [] Wotity | |7 Retresh |

Invoice Information | Payments | Voucher Attributes

PRl
& start, J @ J icrasaft Office 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents...
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Step

Action

27.

Click in the Fund field.

Favorites MalnvMenu > Atmuntg Payable > \Inushers > Addfhvlpdate > Regular Entry
Freight: = ﬂ
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit: &
| Calculate | PO Nurnber: Q | Copy PO
Copy From: Ga
Template ID: Main Termpl
Description: [Ternplate voucher
[¥ Saveasa Template Youcher
Invoice Lines Find First K1
Line: 1 Itemn:
“Distriburte by Amaunt =l uneprice:
Ship To: CLaoonnnnt Q Line Amount:
SpeedChart: Q Description:
™ One Asset
| calkcuate |
2 First K1 or1 O Laet
©= Exchange Rate | Statistics | Assets
Copy . ) ’ . ) o ) PC Bus
Down iNe  Merchandise Amt  Quantity GL Unit  Account  Openitem  Fund  Dept Initiative Function e
=B - 1 100.00 coLunve, [Be3ns @ a (3 @ Q Q Q Q
4 3
|B save | =] Netity | | Refresh | (B Add | | B UpdateDisplay |
Invoice Information | Payments | Youcher Attributes
@l 1 S /_‘
) start J @ J ] Microsoft Office 20101 & Regular Entry - Windo... (@ Oracls | PaopleSoft Ente. . J (f= TR F

Step

Action

28.

Enter the desired information into the Fund field. Enter "30".
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Freight: =)
Total: 100.00

Difference: 0.0o PO Unit:

Copy From Source Document

[ caluae | | PONumber: - a

Training Guide
Voucher Processing

Copy

FO

Copy From:

Template ID: Wain Termpl

Description: [Ternplate voucher

[¥ Saveasa Template Voucher

“Distribute by Amount :I' unit Price;
Ship To: CU00000001 Q,  Line Amount: 100.00

Line: 1 tem: A vom:

Quantity:

SpeedChart: Q Description:

| Calculate |
~ Distribution Lines

| Exchange Rats || Statistics | Assets |

™ One Asset

First

Copy
Down

4

Line  Merchandise Amt Quantity *GL Unit Account  Openltem Fund

Dept

Initiative

Function

1071

PC Bus

Unit

B - i s [ o e [ @ ma ] &l @&l al &

3

B sawe [] Metify | | Refresh |

Invoice Information | Payments | Youcher Attributes

sl |

Wicrosoft OFfics 2010 & Regular Entry - Windo... @ Oracls | PeopleSoft Ents...

Step

Action

29.

Click in the Dept field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry
Freight: ﬁ
Total: 100.00

Copy From Source Document

Difference: 0.00 PO Unit:
[ cauate | PO Number:

Copy PO

Copy From:

Template ID: Main Templ

Description: \Temp\ale woucher

¥ Save as a Template Voucher

Uon:
Quantity:

Line: 1 tem: Q
“Distribute by: Amount :I Unit Price:

Ship To: cunoooooot @, Line Amount: 100.00
SpeedChart: Q Description:

| Calculate |

~ Distribution Lines

I” one Asset

First K

Line  Merchandise Amt Quantity *GL Unit Account Openitem Fund

4

Dept

Initiative

Function

10of 1

PC Bus
Unit

1 oeoo T feowwe feesosia [ @ Bola [l e[ la [ a [«

3

|E save [] Notify | | Refresh |

Inwaice Information | Pavments | Viaucher Attributes

i
#'start J &

Wicrosoft Office 2010 /@ Regular Entry - Windo... & Oracle | PeopleSoft Ente...
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Step

Action

30.

Enter the desired information into the Dept field. Enter "5502103".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Freight: =] ﬂ
Total: 100.00

Copy From Source Document

Difference: 0.00 PO Unit  a
[ caluste | PO Number: —  aq ‘

Copy PO
Copy From:

Template ID: tain Templ
Description: [Temnplate voucher

[¥ Saveasa Template Voucher

Invoice Lines

Line: 1 ftem: 2 uomt: Q
“Distribute by Amount :I' Unit Price; Quantity:
Ship To: cuooonooat Q. Line Amount: 100.00
SpeedChart: Q Description:
™ One Asset
| Calculate |

~ Distribution Lines
r

aor1 o
(< Mo B [ Exchange Rate || Statistics || Assets
;;f""‘ Line  Merchandise Amt Quantity *GLUnit  Account  Openltem  Fund  Dept Initiative Function | CPUS

Unit
B O 1 100.00 coLun@, [6eans @ Q [30)a psozio3a | Q Q Q
| ’

4

B save [] Wotity | |7 Retresh | ([Ex Add | | Updatsisplay

Invoice Information | Payments | Voucher Attributes

E

PRl I .
& start, J @ J || Microsoft Office 2010 @ Regular Entry - Windo... & Oracl | PeopleSoft Ents... J e

<«

Step

Action

31.

Click in the Initiative field.

[
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Favnvr\tes i MalnvMenu > Accounts Payable > Vouchers >

Freight: =)
Total: 100.00

Copy From Source Document

Difference: 0.0o PO Unit:
Galculate | PO Number:

Copy From:

Template ID:

AddfUpdate > Regular Entry

Q ! Copy PO

Training Guide
Voucher Processing

Main Termpl

Description: [Ternplate voucher
[¥ Saveasa Template Voucher

Line: 1

| Calculate |
~ Distribution Lines

| Exchange Rats || Statistics | Assets |

Itern:

“Distribute by Amount :I' unit Price;
Ship To: CU00000001 Q,  Line Amount: 100.00
SpeedChart: Q Description:

A vom: Q =
Quantity:

™ One Asset

First Kl 1or1 01

Copy
Down

BHE O 1 100.00

Line  Merchandise Amt Quantity

*GL Unit Account  Openitem Fund  Dept Initiative Function

coLun®, [e8305 @ Q [30@ psoziosa o] Q Q Q

4

PC Bus
Unit

| r

B sawe [] Metify | | Refresh |

Invoice Information | Payments | Youcher Attributes

PRl
i#start J @ J icrosaft OFfice 2010 & Regular Entry - Windo... @ Oracls | PeopleSoft Ents...

Step

Action

32.

Enter the desired information into the Initiative field. Enter “00000".

Freight: =)
Total: 100.00

Copy From Source Document

Difference: 0.0o PO Unit:
Calculate | PO Number:

Copy From:

Template ID:

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

| Copy PO

Main Termpl

Description: [Temnplate voucher
[¥ Saveasa Template Voucher

Line: 1 ftem:

| Calculate |
~ Distribution Lines

| Exchange Rate || Statistics | Assets |

“Distribute by Amount :I' unit Price;
Ship To: CL00000001 Q@ Line Amount: 100.00

SpeedChart: Q Description:

Q

uoh: Q =
Quantity:

™ One Asset

Copy
Down

BHE O 1 100.00

Line  Merchandise Amt CQuantity

*GL Unit Account  Openltem Fund

4

coLun@, [sE305 @ Q [ [sE02103@ [ooono @ aQ aQ
| v

PC Bus

Dept Initiative Function M

B save [] Wotity | |7 Retresh |

Invoice Information | Payments | Voucher Attributes

PRl
& start, J @ J icrasaft Office 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents...
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Step Action

33. Click in the Function field.

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

Freight: =] El
Total: 100.00

Copy From Source Document

Difference: 0.00 PO Unit: Q
Caloulate | PO Humber: Q | Copy PO

Copy From:

Template ID: Main Termpl
Description: [Ternplate voucher

[¥ Saveasa Template Youcher

Invoice Lines First K

Line: 1 Itemn: A uom:
“Distriburte by Amount B Unit Price: Quantity:
Ship To: CU00000001 Q,  Line Amount: 100.00
SpeedChart: Q Description:

™ One Asset

| calkcuate |

T gra I L

HE Frret Last

G Exchiangs Rate || Statistics | Assets

[ . . WL Ui et i PC Bus
Down Line Merchandise Amt  Quantity *GL Unit Account Openltemn Fund Dept Initiative Function Unit
B O 1 100.00 coLUnG, [Ae305 Q Q [0)a [sso2103Q [oooon @ [ Q Q
4 | 3
|E sawe | |[S] Netity | |7 Refresh | [Ex Aekt | ] UpcisteDisplay |

Invoice Information | Payments | Youcher Attributes

al I S /L‘
start J @ J |&2] Microsoft Office 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents... J @ & [ éx

=[

Step Action

34. Enter the desired information into the Function field. Enter "200".
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Regular Entry
Freight: =] El
Total: 100.00

Copy From Source Document

Difference: 0.00 PO Unit: Q
Caloulate | PO Humber: Q | Copy PO

Copy From:

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Template ID: Wain Termpl

Description: [Ternplate voucher

[¥ Saveasa Template Voucher

—— El
Line: 1 Itemn: A vom: Q
“Distribute by Amount :I' Unit Price; Quantity:
Ship To: CU00000001 Q,  Line Amount: 100.00

SpeedChart: Q Description:

™ One Asset

| Calculate |
~ Distribution Lines

| Exchange Rats || Statistics | Assets |

Copy . ) ) . ) o ) PC Bus
Dowy e Merchandise Amt  Quantity GL Unit  Account  Openitem  Fund  Dept Initiative Function
= 1 100.00 coLun@, [sE305 @ Q [ [sm02103q [ooonn @ [200 @ | aQ
| | r

B sawe [] Metify | | Refresh |

Add | | 5 upuene/oismay_\

Invoice Information | Payments | Youcher Attributes

1 I
& start] J @ J Wicrosoft OFfics 2010 /& Reqular Entry - Windo... & Oracls | PeopleSoft Ents... J @ &

Step

Action

35.

Click in the PC Bus Unit field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Freight: ﬁ d

Total: 100.00
Copy From Source Document

Difference: 0.00 PO Unit: Q
[ cacuae | PO Number: aQ ! Copy PO

Copy From:

Template ID: Main Templ
Description: \Temp\ale woucher

¥ Save as a Template Voucher

Line: 1 ttem: A yom: Q

“Distribute by: Amount :I Unit Price: Quantity:
Ship To: cunoooooot @, Line Amount: 100.00
SpeedChart: Q Description:
[~ One Asset
| Calculate |

~ Distribution Lines

Fret L aafa l

Line  Merchandise Amt Quantity *GL Unit Account Openitem Fund Dept Initiative Function Eﬁnsus
1 100.00 GoLUN@, [68305/Q a [l [ssoziosa oooon @ 200 @ | Q
4| | »

|E save [] Notify | | Refresh |

Inwaice Information | Pavments | Viaucher Attributes

l
/start J & Microsoft OFfice 2010 /@ Regular Entry - Windo... & Oracle | PeopleSoft Ente...
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Step

Action

36.

Enter the desired information into the PC Bus Unit field. Enter "GENRL".

Favnvr\tes ! MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
Freight: =] ﬂ
Total: 100.00

Copy From Source Document

Difference: 0.00 PO Unit: A
[ Caleulate | PO Number: Q [ compPo |
Copy From: [Hane = Go
Template ID: war e
Description: [Temnplate voucher

[¥ Saveasa Template Voucher

Invoice Lines

v ol First Kl 1 oF1 O Last

B =
Line: 1 Ktem: 2 vom: Q
“Distribute by Amount :I' Unit Price; Quantity:
Ship To: cluooooooot Line Amount: 100.00
SpeedChart: Q Description:
™ One Asset
| Calculate |

istribution Lines
0 Exchange Rate || Statistics | Assets

2 Frst Kl or1 O et

copy - " . eex 1 o i PCBus
Dowy Line  Merchandise Amt  Quantity GLUnit  Account  Openitem  Fund  Dept Initiative Function
Bl O 1 100.00 coLUNG, (8305 Q Q [30/@ [ssozto3q fooooo Q@ [0 @ FEMRLQ
4| | D

|B save | =] Netity | | Refrash | ([Ex Add | | Updatsisplay

Invoice Information | Payments | Voucher Attributes

4

PRl I
i) start Jg JMicrnsnftOFﬁtaZDlD € Regular Entry - Windo... & Oratls | PaopleSoft Ents... J e e F

Step

Action

37.

Drag the scrollbar to the right to complete the remainder of the distribution
information.
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Regular Entry
Freight: =] El
Total: 100.00

Copy From Source Document

Difference: 0.00 PO Unit: Q
Caloulate | PO Humber: Q | Copy PO

Copy From:

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Template ID: Main Terpl
Description: [Ternplate voucher
[¥ Saveasa Template Voucher

—— El
Line: 1 Itemn: A vom: Q
“Distribute by Amount :I' Unit Price; Quantity:
Ship To: CU00000001 Q,  Line Amount: 100.00

SpeedChart: Q Description:

™ One Asset

| Calculate |
~ Distribution Lines

| Exchange Rats || Statistics | Assets |

Copy . ) . 3C Bus , - ) , Fund |
Down iNe  Merchandise Amt  Quantity e Project Activity Segment Site Affiliate o 1
B O 1 100.00 ENRL O, | Q | a | Q Q |

5l

B sawe [] Metify | | Refresh |

Invoice Information | Payments | Youcher Attributes

1
i#start Jg J Micrasoft Office 2010 & Regular Entry - Windo... @ Oracls | PeopleSoft Ents...

Step Action

38. Click in the Project field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Freight: ﬁ d

Total: 100.00
Copy From Source Document

Difference: 0.00 PO Unit: Q
[ cacuae | PO Number: aQ ! Copy PO

Copy From:

Template ID: Main Templ
Description: \Temp\ale woucher

¥ Save as a Template Voucher

Line: 1 ttem: A yom: Q

“Distribute by: Amount :I Unit Price: Quantity:
Ship To: cunoooooot @, Line Amount: 100.00
SpeedChart: Q Description:
[~ One Asset
| Calculate |

~ Distribution Lines

Frei 5 10f1

>C Bus i - § i Fund
bt Project Activity Segment Site Affiliate e

1 100.00 ENRL A | aQ | aQ | a [ a | a [ la

Line  Merchandise Amt Quantity

|E save [] Notify | | Refresh |

Inwaice Information | Pavments | Viaucher Attributes

l
start J & Microsoft OFfice 2010 /@ Regular Entry - Windo... & Oracle | PeopleSoft Ente...

Page 99




Training Guide
Voucher Processing

ARC™

Step Action

39.

Enter the desired information into the Project field. Enter "GT001008".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Freight: ’7 =
Tatal: [ oo
Copy From Source Document
Difference: 0.00 PO Unit: A
‘ Calculate | PO Number: Q

| Copy PO

Copy From:

[¥ Saveasa Template Voucher

Template ID: tain Templ
Description: [Temnplate voucher

Invoice Lines

~ Distribution Lines

Line: 1 ttem: S vom:
“Distribute by Amount :I' Unit Price; Quantity:
Ship To: CL00000001 @ Line Amount: 100.00
SpeedChart: Q Description:

| Calculate |

™ One Asset

4]

10f1 1 Lt

(cb )00 [ Exchange Rate || Stfistics | Assets
copy | . ) . 2CBus , - ) , Fund
Dowy e Merchandise Amt  Quantity bt Project Activity Segment Site. Affiliate larml
B O 1 100.00 GENRC, [Tooione @ || a | Q aQ Q a
ﬂ | ’

B save [] Wotity | |7 Retresh |

Invoice Information | Payments | Voucher Attributes

PRl
& start, J @ J || Microsoft Office 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents...

(B Add | |5 ummé/oismay_\

I ./;‘
@& |«

Step Action

40. Click in the Activity field.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

~ Distribution Lines

Freight: ’7 =
Tatal: [ om0
Copy From Source Document
Difference: 0.00 PO Unit: A
‘ Galculate | PO Number: Q

Training Guide
Voucher Processing

| Copy PO

Copy From:

Template ID: Wain Termpl
Description: [Ternplate voucher

[¥ Saveasa Template Voucher

Line: 1 Item: A uom: Q
“Distribute by Amount :I' Unit Price; Quantity:
Ship To: CU00000001 Q,  Line Amount: 100.00
SpeedChart: Q Description:
| Calculate |

™ One Asset

Fret L o1 |

L
| Exchange Rats || Statistics | Assets |
Copy ) ) >C Bus ! — ] ] Fund
Dowy e Merchandise Amt  Quantity bt Project Activity Segment Site. Affiliate larml
B O 1 100.00 GENRC, BTooions @ o] a | Q Q | Q a
o | »

B sawe [] Metify | | Refresh |

Invoice Information | Payments | Youcher Attributes

ﬁlje

J icrosoft Office 2010 & Regular Entry - Windo... @ Oracls | PeopleSoft Ents...

Step

Action

41.

Enter the desired information into the Activity field. Enter "01".

Freight: =)
Total: 100.00
Difference: 0.00

| Calculate |

Line: 1

“Distribute by: Amount =]
Ship To: 00000001 I}
SpeedChart: [ <t
[ Calouiate |

~ Distribution Lines

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Copy From Source Document
PO Unit: Q
PO Humber: aQ |

Copy PO

Copy From:

Template ID: tain Templ
Description: [Temnplate voucher

[¥ Saveasa Template Voucher

Itern: S vom: Q
Unit Price; Quantity:

Line Amount: 100.00

Description:

™ One Asset

| Exchange Rate || Statistics | Assets |
Copy | _ _ 2C Bus B - B _ Fund
Down LiNe  Merchandise Amt  Quantity e Project Activity Segment Site Affiliate o
E - 1 100.00 GENRQ [oTootoneQy, o1 a | Q Q | Q Q
ﬂ | ’

B save [] Wotity | |7 Retresh |

Invoice Information | Payments | Voucher Attributes

ﬁlje

J icrosoft Office 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents...
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Step Action

42. Click in the Segment field.

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

Freight: | |- |
Tatal: [ om0
Copy From Source Document
Difference: 0.00 PO Unit: -
‘ Galculate | PO Number: Q

| Copy PO

Copy From:

[¥ Saveasa Template Youcher

Template ID: Main Termpl
Description: [Ternplate voucher

Invoice Lines

First K1

Line: 1 Itemn: A uom:
“Distriburte by Amount B Unit Price: Quantity:
Ship To: CU00000001 Q,  Line Amount: 100.00
SpeedChart: Q Description:

| calkcuate |

G Exchiangs Rate || Statistics | Assets

™ One Asset

2 First K1 or1 O Laet

Copy . ) . 3C Bus , - ) , Fund
Down iNe  Merchandise Amt  Quantity e Project Activity Segment Site Affiliate o
E - 1 100.00 GENRQ [cTo0T00ECy (o1 o Q Q Q Q
4 | 3

B sawe [] Metify | | Refresh |

Invoice Information | Payments | Youcher Attributes

al
start J @ J || Microsoft Office 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents...

B hoa | (B tpateciniy
o5

J.@'fll"_ﬂ o

Step Action

43. Enter the desired information into the Segment field. Enter “00000000".
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Favorites : Main Menu >

Accounts Payvable > Wouchers > AddfUpdate

Line:

“Distribute v
Ship To:

SpeedChart:

| Calculate |
~ Distribution Lines

Freight: =)
Total: 100.00
Difference: 0.00

Caleulate |

1

Amount ~

CU00000001 Q
Q

Training Guide
Voucher Processing

Regular Entry

Copy From Source Document
PO Unit: Q
PO Number: Q { Capy PO

Copy From:

Template ID: Main Terpl
Description: [Ternplate voucher
[¥ Saveasa Template Voucher

Itern: A vom: Q
Unit Price; Quantity:

Line Amount: 100.00

Description:
™ One Asset

| Exchange Rats || Statistics | Assets |

Copy
Down

= o

Line

1 100.00 GENRQ [oTootoneQy, o1 < poooooon @ Q |

Merchandise Amt  Quantity

5
JE“B“S Project Activity Segment site Affiliate jind

5l

B sawe [] Metify | | Refresh |

ﬂlje

|

Invoice Information | Payments | Youcher Attributes

Wicrosoft OFfics 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents...

Step

Action

44,

Click the Save button.

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate

Reqgular Entry

Invoice No: ‘Tamplate\fﬂuchar

Control Group:
Invoice Lines:

Advanced Vendar Search

[ Y

Invoice Lines

Dstar| |

|

100.00
*Currency: usD|/&
Miscellangous: =
Freight: =
Tatal: 100.00
Difference: 0.00

Caloulate |

1

Arnount =

Wicrosoft OFfics 2010 /@ Regular Entry - Windo... & Oracle | PeopleSoft Ents...

Business Unit: CoLUm
Voucher ID: 00000594 Invoice Date: 031472012
Voucher Style: Template Voucher Accounting Date: 031472012 [ S

[ ViewDocuments
Vendor ID: 0000000003 Q Sunpliervendor *Date Dept Rec'd Invoice: |03114i2012 |5 Session Defaulis
ShortNarme: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0
Location: CHICO1 Q MewYork, Nv 10027 “foucher Type: [rvoce  EjCammentsioy
*Address: 1 Q

*Pay Terms: = 00 Q Due Now

Basis Date Type: Inw Date
Don Merchandise Summary Erint Invoice 1

Copy From Source Document

PO Unit:
PO Number: — - —

Copy From:

Template ID: Main Terpl
Description: [Ternplate voucher
[¥ Saveasa Template Voucher

Itern: S vom: Q
uantine

HInit Prira:
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Step

Action

45.

Now that the Template VVoucher is created and saved, you can reference it to create a
voucher. Start this by clicking the Home link.

Home

& start] Jg J@MicrnsnftOFﬁtEZDlﬂ /€ Employee-facing regi... € Oracle | PeopleSoft Ente.., J @ & [] & F

ARC

Favorites — Main Menu

Personalize Content | Layout

‘Menu ==X
Search:
®

> Columbia Specific

[> eProcurernent

> Accounts Payahle

> Set Up FinancialsiSupply Chain
> Enterprise Components

[ Warklist

> PeopleTools

— Change My Pagsword

Step

Action

46.

Click the Main Menu button.
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ARC

Favorites  Main Menu

Personalize Search Menu:

o

Search: [

? Help
®

Columbia Specific
1 eProturement

ECPO‘Umb‘E'#'_‘I Accounts Payabls

eFrocurel
b 3 Set Up FinancialsfSupply Chain
> SetUp Fir (& Enterprise Components
[ Enterprisi (3 Worklist
[ Worklist
> PeopleTo
— Change 1

v v e e v v v A

PeopleTools
D Change My Password

i start Jg J@MicrnsnftOFﬁtEZDlﬂ € Employee-facing regi... | (€ Oratle | PopleSaft Ents... J @ & [l & F

Step

Action

47.

Click the Accounts Payable menu.
|";b Arcounts Payable r

ARC™

Favorites | Mair Menu

Fersonalize Search Menu:

I ® ? Help
Menu B
Search: 3 Calumbia Specific 4
3 eProcurement 4

EC;\umh\a [ Accounts Payable o

SPTSEUIEL gt Up Ainancials/Supply © Vouchers '
[ Accounts Contral Graups 4
[ et Lp Fil 3 Enterprise Components N
I Entergrist (3 worklist & Payments
DWOrkIEt ) peopleTook (3 Review Accounts Payable Info 4
> PeopleTo "

— Changa h =] hange My Passward

#start Jg J@Mmsuftofﬁcezmu /& Employee-facing regi... (€ Oracle | PeapleSaft Ente... J @ & [ @ F
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Step

Action

48.

Click the Vouchers menu.

HEI Wouchers 4

l;:;wg, 3 Enterprise Components o guﬂtml i}mups g ;:aig:;date D Regular Entry

b Enterprisn £ Workist = RZ“"EV”:EEWHG payah T . |2 Woucher Search
E‘;\gonrlgl‘f_}_n 3 PeopleTools & | Quick nwoice Entry
_ Change), =) Change My Password [ Delete Voucher

/start Jg J@MlcrusuftOfﬁzEZUlU /& Employee-facing reqi... (€ Oracle | PeapleSft Ent... J @ & [] & ’:

ARC™

Favarites | Main Meru
Fersonalize Search Menu:

I 5 ? Help
Menu ¥
Search: 3 Calumbia Specific '

3 eProcursment r

:;C;‘“mh‘i (1 Accounts Payable
SPTOEUIEL ) et Up AinancialsfSupply © =il

Step

Action

49.

Select the Add/Update menu.
[ AddfUpdate
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ARC

Favorites  Main Meru

Search Menu:

Parsnnahzal @
Menu *
Search: 3 Columbia Specific 4
0 eProcurement 4

ECPO‘Umb‘e 3 Accounts Payable

eRrocurel 1 Wouchers
Dot 1 Set Up Financials/Supply © ) Control eraups 9 addfUpdate
[> Set Up Fit £ Enterprise Components P " 3 Maintain
[ Enterprisi (3 Worklist il
b iworklist PeopiTaoks 3 Review Accounts Payable 1o 4
> PeopleTo
. Charioh [=] Changs My Password

i start J )

[5] Regular Entry
[ woucher Search
[=] Quick Invaice Entry

Delete Youcher

J | ] Microsoft Office 2010 @ Employeefacing reqgi.. | @ Oratle | PeopleSoft Ents. .

Training Guide
Voucher Processing

? Help

= e

Step

Action

50.

Click the Regular Entry menu.

| |=] Regular Entry

ARC™

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry
Youcher

Eind an Existing Yalue

Business Unit:

COLUMQ

Voucher ID: ,W

Voucher Style: |Regu\ar\/nucher j
Short Vendor Name: ’7 Q

Vendor ID: I Ta

Vendor Location:
Aduress Sequence Humber: [IjieY
Invoice Number: |

Invoice Date:

Gross Invoice Amount:

Freight Amount: 0.00
Misc Charge Amount: 0.0

Estimated No. of Invoice Lines: 1

Add

Find an Existing alue | Add a MNew Yalue

#start J @

J ] Microsoft Office 2010 /& Reqular Entry - Windo... (€ Oracle | PeapleSaft Ente...

D ewwindow P Help Bl hitp

=

[
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Step

Action

51.

Click in the Vendor ID field.

ARC

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Youcher

Eind an Existing Yalue

Add

Find an Existing Value | &dd a N

Business Unit: MQ

Voucher ID: ,W

Voucher Style: |Regu\ar\/nucher j
Short Vendor Name: ,7 Q

Wendor ID: ’D|7 Q

\endor Location: ’7 Q

Address Sequence Number: I_UQ

Invoice Number: |

Invoice Date: ,—Eﬂ

Gross Invoice Amount: I—DDD
Freight Amount: I—UUU
Misc Charge Amount: I—DDD
Estimated No. of Invoice Lines:| 1

e Walue

#/start J @ J | ] Microsoft: Office 2010 /& Regular Entry - Windo... (€ Oracle | PeapleSaft Ente...

Eewwindow 7 Help B hitp

E=rr—0n

Step

Action

52.

Enter the desired information into the Vendor ID field. Enter "0000000003".
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Favnvr\tes MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

Youcher

Find an Existing Yalue

Business Unit:

COLUMQ,

Voucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’7 Q

Wendor ID: ’m Q

fendor Location:

Address Sequence Number:
Invoice Number:

Invoice Date:

Gross Invoice Amount:

Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

o Add

Eind an Existing Value | Add a Mew Value

/start J ) J icrosaft OFfice 2010 /& Regular Entry - Windo... @ Oratls | PeopleSoft Ente...

D rewwindow 7 Help

[T e

Step

Action

53.

Click in the Invoice Number field.

ARC

Youcher

d an Existing Walug |

Business Unit:

Vendor Location:

Invoice Number:
Imvoice Date:

Gross Invoice Amount:

Address Sequence Number:

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

COLUMQ

CHK-DT Q
19

Voucher ID: ,W

Voucher Style: |Regu\ar\/nucher j
Short Vendor Name: ,m Q

Wendor ID: M Q

M
=
[ um

Freight Amount: 0.00
Misc Charge Amount: 0.0a

Estimated No. of Invoice Lines: 1

Add

Find an Existing Value | Add a MNew Value

i
#/start J @ J | ] Microsoft: Office 2010 /& Regular Entry - Windo... (€ Oracle | PeapleSaft Ente...

& New Window 7 Help hrlp

E=rr—0n
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Step Action

54. To demonstrate how this regular voucher is linked to the Template VVoucher, we will
use a more descriptive invoice number. In reality, though, you would use the actual
invoice number this voucher is being created from. Enter the desired information
into the Invoice Number field. Enter "Voucher Using Template".

ARC

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

E newwindow 7 Help B ity

Youcher

Find an Existing Yalue

Business Unit: lmcz

Woucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’m Q

\endor ID: ’M Q

Vendor Lacation: [eHKDT @

Address Sequence Number: ,710\

Invoice Number: [voucher Using Template
Invoice Date: ,|7

Gross Invoice Amount: I—UUU
Freight Amount: I—DDD

Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Find an Existing Yalue |Add a Mews Value

al 1 .
& start] Jg J@MicrnsnftOFHEEZDlﬂ /& Reqular Entry - Windo... & Oracle | PeopleSoft Ente... J mES ESRE F

Step Action

55. Click in the Invoice Date field.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

Youcher

Find an Existing Yalue

Business Unit: COLUMC,
Voucher ID: MEXT
Voucher Style: |Regu\ar\/uucher j

Short Vendor Hame: ’m Q
Wendor ID: ’m Q
Vendor Lacation: [eHKDT @
Address Sequence Number: ,710\

Invoice Number: [voucher Using Template

Invoice Date: ,317 E1l

Gross Invoice Amount: I—UUU
Freight Amount: I—DDD
Misc Charge Amount: I—I]EII]

Estimated No. of Invoice Lines: 1

o Add

Find an Existing Yalue |Add a MNews Value

PRl
i /start J e J |&] Microsoft Office 2010 /& Regular Entry - Windo... @ Oratls | PeopleSoft Ente...

Training Guide
Voucher Processing

Erewwingow 7 Help B nmp

=

Step

Action

56.

Enter the desired information into the Invoice Date field. Enter *3/14/2012".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Youcher
Find an Existing Value ﬂiﬂiwm
Business Unit: COLUMC,
Voucher ID: MEXT
Voucher Style: |Regu\ar\/uucher j
Short Vendor Name: SUPPLIER-001 Q

Wendor ID: ’m Q

Wendor Location: W Q

Address Sequence Number: ,710\

Imsoice Number: |Vuucher Using Template
Invoice Date: ’WEU

Gross Invoice Amount: I—UUU

Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1
o Add

i (A1)

Find an Existing Yalue |Add a MNews Value

Start Wicrosoft OFfics 2010 Regular Entry - Windo... (@ Oracls | PeopleSoft Ente. ..
g ¥

& New window P Help

[T e
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Step Action

57. Click the Add button.

Favgrites - Main Menu > A::uuntapayable > VUuEhErS > Add]uvpdate > Regular Entry

Payments Youcher Attributes

Home

[=] Related Content & Hew window P Help E{Custum\ze?age hrlp il

niEn

Business Unit: COLUM
Voucher ID: MNEXT
Voucher Style: Regular Vaucher

‘Vuucher Using Template

Imvoice No:
Invoice Date: 0314/2012 [5
Accounting Date: 031472012

View Documnents

0000000003 Q

\fendor ID:
Shorthame: SUPPLIER-001 Q
Location: CHK-01 Q
*Address: 1 &
Advanced Vendor Search
Control Group: Q
Imvoice Lines: 0.00
*Currency: usD Q.
Miscellaneous: =]
Freight: =
Total: 0.00
Difference: 0.00
Caleulate

"Date Dept Rec'd Invoice: [ Session Defaults
ug | Aftachments (0"
l—;lonmmems (1

Suppliervendar
3208 Broadway
Mew York, MY 10027

"Service Location:
“oucher Type:

*Pay Terms: = oo Q' pue ow

Basis Date Type: In¥ Date

Mon Merchandise Summa Print Invoice

Copy From Source Document

PO Unit: aQ
PO Number: Q Copy PO
Copy From: [rane = Go i

Invoice Lines

Line: 1 Item:
“Distribute by: Amount :I' Unit Price:
Ship To: CLnoonnaot Q Line Amount:
SpeedChart: A pescription:

i
& start J @

PO Receipt
Purchage Order Only

. Firet K14 o4 'L ast

EIE

J | ] Microsoft: Office 2010 & Reqular Entry - Windo... & Oracle | PeapleSoft Ente...

I” One Asset

. o
@& e |«

Step Action

58. To access the Template VVoucher and copy applicable information into this voucher,

From list and select Template.

you will need to identify the appropriate template voucher. Click the Copy

|N|:|ne

=
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate

Regular Entry
[=] Retated content

Training Guide
Voucher Processing

@NEWWmdnw “? Help Efcuammwze?age

Control Group:

Advanced Vendar Search

[ Y

Invoice Lines

SpeedChart:

istart J e

Invoice Lines: 0.00
*Currency: usD| Q@
Miscellaneous: =
Freight: [ |
Total: 0.00
Difference: 0.00

Caleulate |

Amount =

CuU00000001 Q
Q

|

*Pay Terms:

Basis Date Type:
Mon Merchandise Summary

&= oo QU Due Mow

Inw Date

Copy From Source Document

PO Unit:
PO Humber:
Copy From:

Itern:

Unit Price:
Line Amount:
Description:

([ Payments Woucher Affributes

Business Unit: CoLUM Imvoice No: Woucher Using Template
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Regular Vaucher Accounting Date: 0314/2012 [5]

| View Documents |
Vendor ID: 0000000003 Q Supplier Vendor *Date Dept Rec'd Invoice: [ Session Defaults
ShortName: SUPPLIER-O001 Q 3208 Broadway *Service Location: s ~|Attachments (0
Location: CHICD1 @ MewYork Ny 10027 Afoucher Type: [ jcenmens
*Address: 1 Q

Print Invoice

Wicrosoft OFfics 2010 /& Regular Entry - Windo... @& Oratls | PeopleSoft Ente...

™ One Asset

hitp - =4

Step

Action

59.

Click the Go link.

Fawgrites
Voucher Template
Business Unit: coLumM
Youcher ID: NEXT
Invoice Date: 03r14i2012

Select Template to Copy

Main Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

[=] Related Content

Invoice Number: Voucher Using Template

Vendor: Supplier Yendar

ID: anpoanpoo:

ENewwindow P Help  [F Customize Page

niEn

Template ID:

[l

Backlo Invoice

#/start J @&

|

Look Up Template ID (Al+5)

| Copyfrom template |

Wicrosoft Office 2010 /& Reqular Entry - Windo... & Oracle | PeopleSoft Ente...

hitp
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Step

Action

60.

Click the Look up Template ID (Alt+5) button.

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

Look Up

Look Up Template ID

Business Unit: coLum
WVendor ID: 0000000003

Template ID: I begins with ﬁ

Description: [begmswnhﬁl ‘

 LogkUp || Clear | Cancel Basiclookup

Search Results

Short Vendor

Template 1D

MAIN TEMPL [ Template Youcher
MAINVCHRO8 Mass Iainlenance Termplals
Main Templ | Template Youcher

PC Voucher

JTEMPLATET Moucher Template

Start (2] Microsoft Office 2010 Reqular Entry - Windo... (€ Oracle | PeapleSoft Ente. ..
q ¥

Step

Action

61.

Locate the template voucher we just created. Click the MAIN TEMPL link.
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Regular Entry

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate
[=] Retated content

Voucher Template

Business Unit: COLUM Invoice Number: Woucher Using Tel
Voucher ID: NEXT Vendor: SupplierVendor
Invoice Date: 03142012 D: 0000000z

Select Template to Copy

MAIN TEMPL @ Template voucher

Template ID:

[_EINEWW\TMDW “? Help Efcuammwze?age

rplate

. Copyfrom tsmplate

Training Guide
Voucher Processing

L=

Backlo Invoice

i Istart J @ J Micrasoft Office 2010 & Regular Entry - Windo... @ Oracls | PeopleSoft Ents...

Step

Action

62.

Click the Copy from template button.
Copy from template

Reqgular Entry

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate
[=] Retated content

@Nemednw ? Help E{Custnm\ze?age

[E -
Bhte =

Payments Youcher Altributes

Business Unit: COLLM Invoice No: ‘Vnucher Using Ternplate

Voucher ID: MENT Imvoice Date: 0371472012

Voucher Style: Regular Youcher Accounting Date: 031472012 5 )
| ‘iew Documents |

Vendor ID: pon00an003 Q SupplierVendar *Date Dept Rec'd Invoice: | [ Session Defaulls

Shorthiame: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0

Location: CHE-01 Q. MewYork, NY 10027 “foucher Type: lﬁcwﬂmemﬁ ()

*Address: 1 Q

Advanced Vendar Search

Control Group: G 'PayTerms: = |oo QA pue Mow

Invoice Lines: 000 Basis Date Type: Inw Date

“Currency: ‘ Usola, hon Merchandise Summary Frint Invaice

Miscellaneous: ]

Freight: =

Total: 100.00

Copy From Source Document
Difference: 0.00 PO Unit:
| Caloulate | PO Humber: Copy PO

Copy From: |Temp|ate

Invoice Lines

S vom:

Itern:

(4]

First Kl 1of1 O

EEIE

Wicrosoft OFfics 2010 & Reqular Entry - Windo... (@ Orarle | PeopleSoft Ents. .

“Distribute by: Amount = Unit Price; 100.00000 Quantity: 1.0000
Ship To: CUD0000001 A Line Amount: 100.00
SpeedChart: Q Description: |
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Guide

Step

Action

63.

Click in the Date Dept Rec'd Invoice field.

Favarites | Main Menu > Accountg Pavable > Voughers > Add]uvpdate > Regular Entry
[5] Retated content &0 Mewwindow  ? Help  [& customize Page B np <
Payments Youcher Atributes
Business Unit: COLUM Invoice No: [voucher Using Template
Voucher ID: MEXT Invoice Date: 0311472012 &
Voucher Style: Regular Youchsr Accounting Date: 0311412012
Wiew Documents
Vendor ID: 0000000003 Q Supplirvendor *Date Dept Rec'd Invoice: |3 [5 Session Defaulis
ShortHaime: SUPPLIER-001 Q. 3208 Broadway *Service Location: [iE] =] Atachments (0
Location: CHK-01 Q. Mew Yark, MY 10027 “oucher Type: l—;[Cnmmems(nl
*Rddress: 1 Q

Advanced Vendor Search

Control Group: @ ‘PayTerms: =
Invoice Lines: 0.00 Basis Date Type: Inw Date
Mon Merchandise Summary
*Currency: usn & Print Invoice

Miscellaneous:

oo Q Due Now

=

Freight: =
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit: Q
Caloulate PO Number: Q Copy PO
Copy From: [Template = Go
Invoice Lines Fing i First K1 qoF 1 O Last
=
Line: 1 ttem: A uom: EA Q
“Distribute by: Armount - Unit Price: 100.00000 Quantity: 10000
Ship To: CUD0000001 A Line Amount: 100.00
SpeedChart: A pescription: [
I~ One Asset
al i N /_‘
ml J @ J ] Micrasoft Office 2010 /& Reqular Entry - Windo... (€ Oracle | PeapleSaft Ente... J @ § [ & F

Step

Action

64.

Enter the desired information into the Date Dept Rec'd Invoice field. Enter
"3/14/2012".
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[=] Retated Content

@NEWWmdnw “? Help Efcuammwze?age

Training Guide
Voucher Processing

=

hitn - =]

Invoice Lines

SpeedChart:

EEE

Caleulate |

Amount B
CL00000001 Q
Q

PO Humber:
Copy From:

Itern:

unit Price;
Line Amount:
Description:

([ Payments Woucher Affributes
Business Unit: COLLM Invoice No: Voucher Using Template
Voucher ID: MEXT Imioice Date: 0311472012
Voucher Style: Regular Youcher Accounting Date: 0314/2012 [ )
I View Documents |
Vendor ID: 0nnooaa003 Q Supplier Vendor *Date Dept Rec'd Invoice: [3/14/2012 | Gession Defaults
ShortName: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0
Location: CHK-01 Q. MNew York, MY 10027 “foucher Type: S armnments (o)
*Address: 1 Q Cash Advance
Advanced Yendor Search Check Request
Employves Reim)|
Control Group: @ ‘'PayTerms: = oo QU Due Now Invoice
Invoice Lines: 000 Basis Date Type: Inw Date gﬁéﬁ;’;feenera
’7' Mon Merchandise Summany 7
“Currency: Usola, kon Merchandise Summa Petty Cash E—
) ) 1= Refunds
Miscellaneous: 71 Stipends
Freight: = Travel Advance
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit:

Copy PO

|Temp|ate

S vom: E Q
100.00000 Quantiy:  [1-0000
10000

(4]

First Kl aof1 O

Wicrosoft OFfics 2010 /& Regular Entry - Windo... @& Oratls | PeopleSoft Ente...

™ One Asset

Step

Action

65.

Click the Voucher Type list.

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate

Reqgular Entry

[=] Related Content

@Nemednw ? Help E{Custnm\ze?age

hita =

http

Invoice Lines

SpeedChart:

EEE

Caloulate |

Amount ~

CU00000001 Q
Q

PO Humber:
Copy From:

Itern:
unit Price;
Line Amount:
Description:

Payments Youcher Altributes
Business Unit: coLumM Invoice No: ‘Vnucher Using Ternplate
Voucher ID: MEXT Imvoice Date: 0371472012
Voucher Style: Regular Youcher Accounting Date: 031472012 5 )
I ‘iew Documents |
Vendor ID: 0nnooaa003 aQ Supplier Vendor *Date Dept Rec'd Invoice: |3/14/2012 | Gession Defaults
Shorthiame: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0
Location: CHK-01 Q. Mew York, MY 10027 “foucher Type: S camments(0}
*Address: 1 Q Cash Advance
Advanced Yendor Search Check Request
Employee Reirm)|
Control Graup: G 'PayTerms: & oo A Due Now Invoice
Invoice Lines: 000 Basis Date Type: Inw Date gﬁéﬁ;’;feenera
“Currency: ‘ Usola, hon Merchandise Summary Petty Cash e
" o] Refunds
Miscellaneous: 71 Stipends
Freight: = Travel Advance
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit:

Copy PO

|Temp|ate

S vom:
10000000 Quantity:
10000

(4]

First Kl 1of1 O

Wicrosoft OFfics 2010 & Reqular Entry - Windo... (@ Orarle | PeopleSoft Ents. .
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Step Action

66. Select Invoice.

Inﬁ.fl:uice

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

IﬂRelateanntent r_E’Nemednw ? Help E{Custnm\zepage ,ﬁhﬁp |-

Payments Woucher Aliributes

Business Unit: COLUM Invoice No: ‘Vnucher Using Ternplate
Voucher ID: MEXT Invoice Date: 03/14/2012
Voucher Style: Regular voucher Accounting Date: 03142012 [

View Documnents
Vendor ID: 0000000003 A suppliervendor "Date Dept Rec'd Invoice: [13i1 402012 [ Session Defaulls
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: ug ~|Aftachments (0"
Location: CHI-01 @ MewYork WY 10027 “oucher Type: lmcwnmems (i
*Address: 1 Q
Advanced Vendar Search
Control Group: [ g 'PayTems = A Due Now
Invoice Lines: 0.00 Basis Date Type: Inw Date
‘Currency: ’7USD Q hon Merchandise Surmmany Print Invoice
Miscellaneous: =
Freight: =

Total: 100.00
Copy From Source Document

Difference: 0.00 PO Unit: @
[ Caleulate PO Humber: Q Copy PO
Copy From: [Template Tl

Invoice Lines Frot K11 0r1 O Lot
1 Item: < uom: 2l
il n Amount = Unit Price: 100.00000 Quantity:
Ship To: cuooonooat Q,  Line Amount: 100.00
SpeedChart: QU Descri 3 |

™ One Asset

al I S /L‘
i start! J & J@MicrnsnftOFﬁtEZDlﬂ & Reqular Entry - Windo... (@ Orarle | PeopleSoft Ents. . J el — F

Step Action

67. Scroll to the bottom of the page.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

*Address: [ - Y : - -
Advanced Vendor Search e
Control Group:  a *Pay Terms: =0 @ Duehow

Invoice Lines: 000 Basis Date Type: Inv Date

*Currency: \ UsD|Q Ll b Print Invaice
Miscellaneous: [ - |

Freight: ’7 =

Total: [ oo

Copy From Source Document

Difference: 0.00 PO Unit:

[ caluste | PO Number:

Copy PO

Copy From: [Template
Invoice Lines

1 Item: [ e uom B Q
Amount = Unit Price: [toooooo0 | ouantity: [toooo
cunooooaont Q. Line Amount: [ 1ooog
SheedChart: Q Description: [
I~ One Asset

| Calculate |
~ Distribution Lines

Exchiange Rale || Stetistics | Assets

I(]:;’m Line  Merchandise Amt Ouantity T —

Opentem  Fund  Dept Initiative Function Eﬁ:“s

Ell o 1 100.00 10000 [coLund [em3ns @ Q [ [sE2103 [oooor @ [200 Q@ [GENRQ
4| | +

Save Nolify | | Refresh
B = o

Addt | |7 UpdaleDisplay
Invoice Information | Eayments | Youcher Attributes

PRl
istart J @ J || Microsoft Office 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents...

Step Action

68. Notice how Distribution and Line information has been copied from the Template

Voucher._ Click the Save button.
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Advanced Vendor Search

Favnvr\tes MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry
Business Unit: COLUM Invoice No: Woucher Using Template
Voucher ID: 00000535 Invoice Date: 031472012 E1
Voucher Style: Regular Youcher Accounting Date: 031412012 &

View Documents

Vendor ID: 0000000003 Q Suppliervendor *Date Dept Rec'd Invoice: 0314/2012 |5 Session Defaulls
ShortName: SUPPLIER-001 S 3208 Broadway *Senvice Location: Us ~]Attachments (0,
Location: CHE-01 Q. MewYork, NY 10027 “Voucher Type: lm%mmems {1}
*Rddress: 1 Q

Control Group: Q, ‘PayTerms: &= |oo A Due Now
Imvoice Lines: 100,00 Basis Date Type: Inw Date
PMon Merchandise Summary 7

*Currency: Ush Q@ | Print Invoice _
Miscellaneous: ﬁ Preview & Submit For Approval
Freight: =

Tatal: 100.00

Copy From Source Document
Difference: 0.00 PO Unit:
Calculate PO Number: Gopy PO,
Copy From: |Template ﬂ Go
Invoice Lines W First Kl qorq O
=

Line: 1 ttem: L vom: EA Q

“Distribute by: Amount :I‘ Unit Price: 100.00000 Quantity: 1.0000

Ship To: cunaonuoa 2 Line Amount: 100.00

SpeedChart: Q Description:

I” One Asset
Calculate
ol o
i start J e J ] Micrasoft Offics 2010 € Regular Entry - Windo... (& Oratle | PopleSaft Ents... J @ & [l & F

Step

Action

69.

Click the Preview & Submit For Approval button.

Preview: & Submit For Approval _

Favorites ©

:.‘fstart J o

MalnvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

Preview Approval

Business Unit COLUM
oucher ID 00000535
Approval Status Pending

Departmental Approval

E Related Content r_E’Nemednw ? Help E{Custnm\ze Page

Total:

Submit For Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000595, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Initiated

Departmental Approval

Not Routed
Dept voucher Approver Level 1

-#

“oucher Department &pproval

Adhoc Approval

= BUSINESS_UNIT=COLUM, VOUCHER_ID=00000595: Initiated

[#]start Mew Path

Ad Hoc Approval

Not Routed

g, Woucher Entry
EEr Approval Step (gnare)

Central AP Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000595: Initiated

[#]5tart Mew Path

Central AP Approval - Hon PO

Not Routed

g, Central Youcher Approver
li“’ ZCUVDuChErADm’DVErS[ROLE) -E

J ] Micrasoft Offics 2010 & Reqular Entry - Windo... (@ Orarle | PeopleSoft Ents. .

| ATe ]

100.00

=

<<
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Step Action

70. Click the Submit For Approval button.
| Submit For Approval |

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

Approval Comments

Business Unit COLUM

oucher ID 00000545

Additional Details @
oK Cancel Refresh

EREIated Content r_E’Nemednw ? Help E,/Custnm\ze Page
- 2

istart J @ J | ] Microsoft Office 2010 & Reqular Entry - Windo... (@ Orarle | PeopleSoft Ents. .

| @& [l & [«

Step Action

71. Click the O_K button.
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@ Eayments Youcher Attributes Errar Summary

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

ERelatenCnmem LE’NEWW\TMDW ? Help IL/Cuamm\zePagE hrlp -

Business Unit CoLUM

VYoucher ID 00000535

Departmental Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000595, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Fending

Departmental Approval

Pending

© Dept Vaucher Approver Level 1
“Woucher Department Approwal

Adhoc Approval

= BUSINESS_UNIT=COLUM, VOUCHER_ID=00000595: Awaiting Further Approvals

Ad Hoe Approval

Not Routed

= Woucher Ent
Self Approval Step (lanare)

Central AP Approval

<~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000595: Awaiting Further Approvals

Central AP Approval - Hon PO

Not Routed
Central Vouther Appraver
=

ZCUNoucherapprovers(ROLE)

Sjpnan

B save | =) natty | |2 Retresh Ev &td | |5 UpdateDisplay |

Start Jg J@MicrnsnftOFHEEZDlﬂ /€ Regular Entry - Windo... (& Oratle | PsopleSaft Ents... J @ & [l & F

=

]

Step

Action

72.

See the approval workflow routing upon voucher submission.

@ Eayments Youcher Attributes Errar Summary

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

| Related Content £ New Window 7 Help ustomize Page n *]
[=] Related content &9 Mew Wind ? Help [& Cust P B pig =

Business Unit coLum

Woucher ID 00000555

Departmental Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000595, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Fending

Departmental Approval

Pending

© Dept Vaucher Approver Level 1
Woucher Department Approvwal

Adhoc Approval

= BUSINESS_UNIT=COLUM, VOUCHER_ID=00000595: Awaiting Further Approvals

Ad Hoe Approval

Not Routed

= Woucher Ent
Self Approval Step (lanare)

Central AP Approval

<~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000595: Awaiting Further Approvals

Central AP Approval - Hon PO

Not Routed

@ Central Youcher Approver
ZCUNoucherapprovers(ROLE)

[

Start Jg J@MicrnsnftOFHEEZDlﬂ & Regular Entry - Windo... @ Oratle | PeopleSoft Ente... J @ & [| & <«

[Er acd | |5 UpdateDisplay |

=

=
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Step

Action

73.

You have successfully created a Template Voucher .You can now select the next
lesson, Accessing Voucher Related Documents.
End of Procedure.
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Electronic Document Management (OnBase)

When a voucher is entered within ARC, data is simultaneously fed to OnBase, the electronic
document management system that interacts with ARC. Within OnBase, data is organized
according to voucher number. Once a voucher is saved in ARC, users can navigate to the
document management website to print a barcode, which will allow users to scan documents to
OnBase to be associated with the voucher. Once documents are scanned, users can access the
documents via the 'View Documents' button on the VVoucher page in ARC.

The following details explain the process for scanning documents:

e The Procurement EDM button -- If there are currently no documents associated with a
voucher number within OnBase, you can push the Procurement EDM button in ARC to
upload documents related to a particular voucher. Upon uploading these documents, they
will automatically be inputted into OnBase for other users to access

nation || Payments

Business COLUM Invoice No:
Unit: MEXT Invoice Date:

0.00 View Documents

e The View Documents button -- When you push the View Documents button in ARC,
OnBase will generate and display all the documents associated with that particular
voucher number

COLUM Invoice No:
NEXT Invoice Date:

0.00 FROCUREMEMT EDM

Throughout the following topic, consider a time when you have faced a similar scenario: Mark
has a paper invoice of services rendered that he thinks would be helpful for Patty when she's
reviewing/approving the voucher associated with this transaction. Mark needs to upload the
document into OnBase.

Estimated time needed to complete topic: 3 minutes

Procedure

Welcome to the Electronic Document Management topic. In this scenario you will access and
upload documents in ARC.
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ARC

Favorites  Main Menu
Personalize Content | Layout
‘Menu 2] (=) [x]

Search:
®

[> Columbia Specific

[> eProcurement

> Accounts Payahle

> Set Up FinancialsiSupply Chain
[ Enterprise Components

[ Warklist

[> PeopleTools

— Change My Pagsword

&/ start] J@ J@MicrnsnftOFﬁtEZDlﬂ & Employee-facing regi... J @ & [ X F:

Step Action

1. First you will identify the voucher for which you would like to view and upload
documents. Click the Main Menu button.
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— Change 1

ARC

Favorites  Main Meru

Personalize

Search Menu:

o

Search:

[> Calumbiz
[> eProcurel
[> Accounts
> Set Up Fir
I Entergrisi
[ Warklist

> PeopleTo

i/ start J )

[0 Columbia Specific

0 eProcurement

(1 Arcounts Payable

1 Set Up Financials/Supply ©
[ Enterprise Components
0 worklist & Payments
1 PeopleTools

D Change My Password

v - A

3 Vouchers
3 Control Groups

3 Review Accounts Payable Info

J || Microsoft Office 2010 {& Employee-facing regi...

? Help

|@m & [ &

7

Step

Action

Select the Accounts Payable menu.

| &

Accounts Payable

ARC

i start J r

Favorites — Main Maru
Personalize ISE”“" Menu: &)
Menu E]
T 3 Columbia Specific 4
3 eProcurement 3
U Calumbiz (5 accounts Payable
Eifﬂrgmg' £ Set Up FinancialsSupply ¢ — ¥ouehers & Add/update
[> Set Up Fit 3 Enterprize Components g guntrul lt]mups (3 Maintain
I Enferprist (£1 Waorklist avments
b Worklist [ 3 Review Accounts Payable 1hmo
[ PeopleT
= Cig‘; EER D (Change My Passward

J | ] Microsoft Office 2010 @ Employee-facing regi...

7 Help

|@ &[] &

7
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Step Action

3. Click the Vouchers menu.
| [ Wouchers

ARC™

Favarites | Main Meru

Fersonalize Search Menu:

| ® ? Help
Menu %
Search: 3 Calumbia Specific 4
3 eProcursment 4
:;C;‘”mh‘i [ Accounts Payable - %
eFrocurel Wouchers o
[ Accounts & setip .Flnancla\sﬁupply[ 3 Contral Groups {9 add/Update »
[ et Lp Fit 3 Enterprise Components " " £3 Maintain 3
I Entergrist £ Worklist & Payments
b Warklist 3 Review Accounts Payable 1nmo 2

[ PeopleTools

L P leT
CHAEY 5] change My Password

— Change b

&/ start Jg J@MlcrusuftOfﬁzEZUlU {& Employee-facing regi... J @ & [] & ’:

Step Action

4, Click the Add/Update menu.
|3 addjUpdate 5
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ARC

Favorites  Main Meru

Search Menu:

Parsnnahzal @
Menu *
Search: 3 Columbia Specific 4
0 eProcurement 4
ECPO‘Umb‘e 3 Accounts Payable
eRrocurel 3 Wouchers
Dot 1 Set Up Financials/Supply © ) Control eraups 9 addfUpdate
> SetUp Fir (& Enterprise Components " & 3 Maintain [5] Regular Entry
[> Enterprist [ Worklist o R;\‘Ciﬂ;iﬂ:[mums Bayable ) 5 [ woucher Search
I;::\fgnurkl‘\ea}u 9 PeopleTools " [=] Quick Invaice Entry
= Cha’; i (5] change My Password |=] Delste voucher

i start J ) J ] Microsoft Office 2010 @ Employee-facing regi...

? Help

|m & [ &

7

Step Action

5. Click the Regular Entry menu.
| |=] Regular Entry

ARC™

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry [5]

Youcher

—

Eind an Exsting Value

Business Unit:

COLUMQ

Voucher ID: MEXT
Voucher Style: |Regu\ar\/nucher j

Short Vendor Name:
endor ID:

Vendor Location:

[ A
[ a
[ &
Address Sequence Number: | 0Q

Invoice Number:

[
El
[ um

Invoice Date:

Gross Invoice Amount:

Freight Amount: 0.00
Misc Charge Amount: 0.0

Estimated No. of Invoice Lines: 1

A |

Find an Existing alue | Add a MNew Yalue

#'start J @

J (] Microsoft Office 2010 /& Reqular Entry - Windo...

& New Window P Help

=

J@l‘ﬂo

hitp

Page 128




ARC™

Training Guide
Voucher Processing

Step

Action

|/ Find an Existing “alue §

Click the Find an Existing Value tab to search for an existing voucher.

ARC

Youcher

Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a New WValue

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Reagular Entry  [5]

Limnit the number of results to (up to 300y (300

Business Unit: IE [coum @
Voucher ID: |hegms with j|
Invoice Number: | begins with j ||
Invoice Date: [= =l [
Short Vendor Hame: [ begins with =] |
Wendor ID: |hegms with j| Q
Name 1: hegins with j|
Woucher Style: = j | j
Related Voucher: | heains with j|
Entry Status: |: j | j
Voucher Source: |: j | j
™ Case Sensitive

Search Clear |Basic Search [ Save Search Criteria

Find an Existing value | Add a Mew Value

al
@ start] J @ J |&] Microsoft Office 2010 /& Regular Entry - Windo...

A Newwindow 7 Help B nitp

neen

J@JI‘I_I-.

Step

Action

Click in the Invoice Number field.
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

A newwindow 7 Help B nip

neen

Youcher

Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a New Value

Limnit the number of results to (up to 300y (300

Business Unit: = - loLum Q

Voucher ID: |hegms with j|

Invoice Number:  [begins with =] |

Invoice Date: [= =l [

Short Wendor Name: [begins with =] |

\iendor ID: begins with j| Q

Name 1: hegins with j|

Woucher Style: = j | j
Related Voucher: | heains with j|

Entry Status: [= = =l
Voucher Source: |: j | j

™ Case Sensitive

| Search || Clear |pasic Gearch [E) Save Search Critsria

Find an Existing value | Add a Mew Value

4 | 3

T T g e mteme e

Step Action

8. Enter the desired information into the Invoice Number field. Enter "INV345",

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Enewwingow 7 Help B nmp
Youcher

Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a New Value

Litnit the number of results to (up to 300y (200

Business Unit: = - COLUM Q

Voucher ID: |hegms with j|

Invoice Number:  [beains with =] [INv345]

Invoice Date: [= =l )

Short Vendor Name: [ begins with =] [

\iendor ID: begins with j| Q

Name 1: hegins with j|

Woucher Style: = j | j
Related Voucher: | beqins with j|

Entry Status: [= = |
Voucher Source: |: j | j

™ Case Sensitive

| Search || Clear |pasic Gearch [E) Save Search Criteria

Find an Existing Walue |Add a Mew Walue

4 | 3

T T g e mteme R
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Action

Click the Search button.

ARC™

Favgrites - Main Menu > A::uuntapayable > VUuEhErS > Add]uvpdate > Regular Entry [5]
[=) Retated Content

ENewwindow P Help  [E Customize Page

[ Related Documents Imwaice Information Payments Woucher Attributes Error Summary
Business Unit: COLUM Invoice Date: 0301412012
Moucher ID: 00000582 Imvoice No: INY345
Voucher Style: Regular Invoice Total: 750.00 usD
Contract ID:
Vendor Name: Supplier Vendaor Pay Terms: Due Mow
3208 Broadwiay Youcher Source: Online
Mew York, MY 10027
Entry Status: Faostable Origin: ORL
Match Status: Ready Created: 03n4iz012
Approval Status: Fending Approval Histary Created By: AP_TEST_DZ
Post Status: Unposted Modified: 0311 4i2012
Modified By: AP_TEST_DZ
ERS Type: Mot Applicable
Budget Status: Mot Chk'd Close Status: Open
Budget Misc Status: Walid
“View Related [PaymentInquiry | oo
&) save | | RetuntoSearch | [+ Frevious nlst | [+E Mextinlist | [[Z] notity | s Refresh | [Bvadd| [ UpoeteDisplay.

Surmmary | Related Documents | nwoice Information | Payments | Youcher Attributes | Errar Summar

4 start J @

J Micrasoft Office 2010 /& Reqular Entry - Windo...

-
ity

Step

Action

10.

Click the Related Documents tab.

|/ Related Documents
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry [5]

ERelaten Content LE’NEWW\TMDW ? Help E,»/Cuamm\ze Page hrlp
Summary Related Documents Invoice Information Eayments Youcher Attributes Errar Summary

Business coLum Inoice No: [rv34s

Unit 0000592 Imvoice Date: [EE Bl

I\:’uuchel Regularoucher

Voucher endor ID: 0000000003 PROCUREMENT EDM View Documents
Style:

~ Payment Details

Scheduledto  Payment Remit ; Remitting  Paymy aym .
Payment Status Pay Reference SetiD Remit vendor Address Method lAmount Paid Amount Payment Ci

[ ot Selected for Payment 03i14i2012 CUSET 0000000003 & 1 CHK 750.00 usD
Ll |

i

+ Woucher Line - PO Information

B Save | |£L RetuntoSearch | < Previousinlizt | [+ NestinList | [=] watity | | Refresh B Add Update/Display,

Summary | Related Documents | Invoice Infarmation | Payments | Youcher Attributes | Errar Summary

I .
i start J e J@MicrnsnftOFﬁtEZDlﬂ /& Regular Entry - Windo... J @ &[] & F

Step Action

11. Click the PROCUREMENT EDM link which will create a barcode you can use to
scan documents related to this voucher into OnBase. Click this job aid
(http://files/gateway/content/training/job_aids/Job_Aid Uploading_OnBase Docum
ents.pdf)to learn more about uploading documents into OnBase.
PROCUREMENT EDM
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry [5]
ERelatenCnmem LE’NEWW\TMDW ? Help Bcuatum\zePagE hrlp

Summary | [ Invoice Information || Payments || Woucher Attributes || Error Summary |
Business coLum Inoice No: (e
unit: D000asaz Imvoice Date: 031472012 5
I\:’uuchel Regular Youcher
voucher Yo" 0000000003 PROCUREMENT EDM View Documents
Style:
~ Payment Details
Scheduledto Payment  Remit § Remitting  Paymy ayment
Payment Status Py e Sonp Remitvendor o0 Paid Amount Payment Gt
% Mot Selected for Payment 031452012 CUSET DDDDDDDDDBE 1 CHE 750,00 uso
\ i

4
+ Woucher Line - PO Information

Add | Upndate/Display,

|E Save &\ Retunto Search | <fF] Previousinlist 4] Mextinlist | =] Watity | | s Refresh |

Summary | Related Documents | Invoice Infarmation | Payments | Youcher Attributes | Errar Summary

==~

PRl
i start J @ J || Microsoft Office 2010 & Reqular Entry - Windo...

Step Action

12. Click the View Documents button to launch OnBase and view all documents related

to this voucher.
Yiew Documents
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v
/= PAYMENT APPROVAL WAITING - Voucher: 00007566 - Dept: - AP Youcher (eForm) - 04/10/2012 - Windows Internet Explorer

>

| hitps:jfonbassdeviebia, ais. columbis.edujOB_PS_S50 A0t/ AccDacAttach aspx v &
&) ] = - =4
Folder Type: Dynarmic ~
-2 FinERP AP Visu Dacs child Fald
i o8> o2 Vi Do Chld Falier &2 COLUMBIA UNIVERSITY Accounts Payalk
IN THE CITY OF NEW YORK
BASIC VOUCHER INFORMATION
Woucher #: Invoice #: Invoice Amount:
00007568 TESTWF3 $430,00
PO #: Invoice Date: 4/10/2012 Submitted to WF Date:4,/10/210
woucher Type: INVOICE Voucher Styls: REG
Documents IO)
PAYMENT APPROVAL WAITING - Voucher: 0000 Fareign Vendor Flag:
Wendor Name: NON-UWPA YEMDOR (SYSTEM TEST) Vendor ID: 0000000002
Wendor Location: CHK-01
Business Unit: CoLUM Origin Code: ONL
Service Location: U
Woucher Create Date: 4/10/2012 PeopleSoft Dept, Workflow Status:p
PeopleSoft WF Date: 4/10/2012 Last Systemn ID: PS
Creator ID:
Child Folders Fﬁ @ AP_TEST_ 03 Creator Email: AP_TEST_03@COLUMBIA.EDU
Last Updated ID: Last Updated Email: AP_TEST_03@COLUMBIA.EDU
AP_TEST 03
CURRENT WOUCHER STATUS
¥OUCHER STATUS: PAYMENT APPROVAL WAITING
~
L] 3
Done [§ € mternet H 00w -
SpeedChart: Q Description:

75 stant

/2 6 Internet £

Clone Asset

Action

voucher.

OnBase will automatically open and display the documents associated with this

il

e

b

>

Folder Type: Dynarnic

£ FinERP AP View Docs Child Folder

Documents (=
[ PAYMENT APPROVAL WAITING - Vaucher: 0000°

2 CoLuMBLIA UNIVERSITY
IN THE CITY OF NEW YORK

Accounts Payal:_

BASIC WOUCHER INFORMATION

Woucher #: Invoice #:
00007566 TESTWF3
PO #: Invoice Date: 4/10/2012

Woucher Type: INWOICE

Fareign vendar Flag:

Wendor Name: NON-UWPA YENDOR (SYSTEM TEST)
vendor Location: CHK-01

Business Unit: COLUM
Service Location: U
Voucher Create Date: 4/10/2012

PeopleSoft wF Date: 4/10/2012 Last Systern ID: P3

Invoice Amount:
$$30,00

submitted to WF Date:4/10/2(
Voucher Style: REG

Vendor ID: 0000000002

Origin Code: ONL

FeapleSoft Dept, Workflow Status: p

i itor 1D
child Foldere X0 A;EETE“;T e Creator Email: AP_TEST_03@COLUMBIA.EDU

Last Updated 1D: Last Updated Email: AP_TEST_03@COLUMBIA.EDU

AP_TEST_03

CURRENT YOUCHER STATUS

YOUCHER STATUS: pATMENT APPROVAL WAITING
v
< >

Done € Internet #100% v

Q

SpeedChart:

7% start

{2 6 Internet Explorer

[Jome Asset
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Step

Action

14.

You have successfully completed the Creating Vouchers lesson. You can now select
the next lesson, Managing Voucher Errors and Exceptions.
End of Procedure.
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Vouchers for Vendor Advances and Employee Reimbursements

This is the Vouchers for Vendor Advances and Employee Reimbursements lesson of the Voucher
Processing course. Upon completion of this lesson, you will be able to:

e Create vouchers for employee vendor advances
e Create vouchers for non-employee vendor advances
o Create vouchers for employee reimbursements

Estimated time needed to complete lesson: 10 minutes
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Advances and Reimbursements
Employee Advances

In certain cases, employees need to receive a travel or cash advance for their business-related
activities. In the event an employee needs an advance, the Voucher Initiator would enter a
Prepaid Voucher that references a Voucher Type of either ‘Travel Advance’ or ‘Cash Advance’.

The following table summarizes the appropriate Voucher Types and Voucher Styles for Travel
Advances and Cash Advances:

Voucher Style Voucher Type Vendor Classification

Prepaid Travel Advance Employee

Prepaid Cash Advance Employee

For additional detail on entering these VVoucher Styles, please reference the Creating Prepaid
Vouchers to Employees topic in this course.

Non-Employee Vendor Advances

In certain cases, non-employee vendors (suppliers) need to receive advances for certain business
transactions or functions, i.e. prepaid conference registration fees. In the event a non-employee
vendor needs to be paid an advance, a Voucher Initiator would create a Prepaid Voucher that
references a Voucher Type of ‘Prepayment’.

The following table summarizes the appropriate VVoucher Type and VVoucher Style for a non-
employee prepaid advance:

Voucher Style Vendor Classification

Prepaid Prepayment Supplier or Outside Party

For additional detail on entering these VVoucher Styles, please reference the Creating Prepaid
Vouchers to Non-Employee Vendors topic in this course.

Employee Reimbursements

In certain cases, employees need to receive reimbursements for their business-related activities.
In the event an employee needs to be reimbursed or needs to enter a reimbursement to reconcile
against an advance, the VVoucher Initiator would enter a Regular Voucher that references a
Voucher Type of ‘Employee Reimbursement’.

The following table summarizes the appropriate VVoucher Type and VVoucher Style for Employee
Reimbursements:

Voucher Style Voucher Type Vendor Classification

Regular Employee Reimbursement Employee
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For additional detail on entering these Voucher Styles, please reference the Creating Regular
Vouchers for Employee Reimbursements topic in this course.
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Creating Prepaid Vouchers for Employee Advances

Within ARC, there may be times when a voucher needs to be created to process an advance to an
employee for business activities. This could consist of employee travel advances and employee
cash advances. In this case, you would create a Prepaid voucher.

In the event an employee needs a travel or cash advance, the Voucher Initiator would enter a
voucher with a ‘Prepaid’ Voucher Style that references a Voucher Type of either ‘Travel
Advance’ or ‘Cash Advance’.

The following table summarizes the appropriate Voucher Types and Voucher Styles for Travel
Advances and Cash Advances:

| Voucher Style | Voucher Type | Prepaid Reference
Prepaid Travel Advance T - Number Employee

Prepaid Cash Advance C - Number Employee

The business process for generating employee travel advances and cash advances in ARC
consists of the following steps:

e Complete the Payment Advance Form (formerly Travel Advance Form) located on the
Procurement Website. The form will require you to define the type of advance being
processed (Travel Advance, Cash Advance, Prepayment Advance), and will subsequently
generate the applicable advance number (i.e. T — Number, C — Number, P — Number)

e Enter avoucher in ARC with a ‘Prepaid’ Voucher Style

e Enter an employee vendor and designate the Voucher Type as either ‘“Travel Advance’ or
‘Cash Advance’.

e Enter a ‘Prepayment Reference’ on the voucher (i.e., T — Number or C - Number).

e The Prepayment Reference (T - Number or C - Number) is generated from the Payment
Advance Web Form. Enter the remaining voucher header, line and distribution
information. Prepaid vouchers only allow for a single distribution line ChartString where
the natural Account on the distribution line will be defaulted to a pre-defined prepaid
expense account.

e  Submit the voucher for approval.

e Scan and attach the appropriate back up documentation in EDM which will be viewable
by selecting the View Documents button on the voucher in ARC.

o The Travel Approver(s) will approve the Prepaid VVoucher for the Travel Advance or
Cash Advance (see additional details in the Approving Prepaid Vouchers for Employee
Advances in the Managing Procurement Approvals course). Based on selecting the
Voucher Type of Travel Advance or Cash Advance, the voucher will route to the
appropriate Travel Voucher approver(s) for approval.

e Once approved, the Prepaid VVoucher will be budget checked, posted, and paid. The
Voucher Posting process debits the prepaid expense account.

e When the business activity requiring the advance has been completed, enter a voucher
with a Regular Voucher Style to reconcile against the Prepaid voucher to denote how the
advance was expensed.

e Enter the same employee vendor that was entered on the Prepaid VVoucher and designate
the Voucher Type as ‘Employee Reimbursement’.
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o Enter the same Prepayment Reference (T - Number or C - Number) that was entered on
the Prepaid Voucher. This ensures that the Regular VVoucher is applied against the
Prepaid voucher.

e The system deducts the payment made on the prepaid voucher from the regular voucher's
scheduled payment and remits the balance to the employee (if applicable). Enter the
remaining header, line and distribution ChartString to allocate the reimbursement to the
appropriate natural expense Account.

e Submit the voucher for approval.

¢ Send an email notification via the ‘Notify’ button on the voucher page to the appropriate
Travel Approver to alert them that an employee reimbursement is pending their approval.
(Optional). The Notify functionality will send an email to the user defined in the
notification template with a link to the transaction. The recipient will click the link in the
email which will pull up the transaction in ARC, allowing the approver to review the
voucher.

o The Travel Approver(s) will approve the Regular Voucher for the Employee
Reimbursement. Based on selecting the Voucher Type of Employee Reimbursement, the
voucher will route to the appropriate Travel VVoucher approver(s) for approval.

e Once approved, the Regular Voucher will be budget checked and posted. The voucher
posting process credits the prepaid expense account and debits the expense account(s).
Voucher Post also applies the Regular VVoucher to the Prepaid Voucher to reconcile the
Travel Advance or Cash Advance.

Throughout the following topic, imagine a time you've faced a similar scenario: An employee in
Mark's department is going on a business trip to make a presentation. He receives a travel
advance prepayment in order to have cash on-hand to pay for expenses as they are incurred.
Mark needs to enter a prepaid voucher in order to process the travel advance.

Estimated time needed to complete topic: 3 minutes

Procedure

Welcome to the Creating a Prepaid Voucher topic. In this scenario you will create a prepaid
voucher for an employee advance.
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Favorites  Main Menu
Personalize Content | Layout

‘Menu 2] (=) [x]
Search:
®

[> Columbia Specific

[> eProcurement

> Accounts Payahle

> Set Up FinancialsiSupply Chain
[ Enterprise Components

[ Warklist

[> PeopleTools

— Change My Pagsword

i start J ) J ] Microsoft Office 2010 @ Employee facing regi.. | & Peoplesoft ssssion expir...
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? Help

= e

Step

Action

Click the Main Menu button.

ARC™

Favarites | Main Meru

Fersonalize Search Menu:

Menu I ®

Search: 3 Calurbia Specific
(3 eProcurement

I;C;‘Umh‘iﬂﬂ_‘l Accounts Payable
eProcurel

b Recotnte 3 Set Up FinancialsfSupply Chain

1> Set Up Fir 3 Enterprise Components

> Enterpriss T3 Warklist

PWiarklist ) peopieTook

1> PeopleT
- oigﬂ;ﬁ | change My Passward

- v v v v v v A

/start J & J (] Microsoft Office 2010 {& Employee-facing reqi... (€ PeopleSaft session expr. .

? Help

o= T =i
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Step Action

2. Click the Accounts Payable menu.

|*:}_'_‘I Arcounts Payable

ARC™

Favorites | Mair Menu

Fersonalize Search Menu:

Menu I @

Search: 3 Columbia Specific
3 eProcurement
[ Accounts Payable

3 setUp Financia\s]Supplytgh wouchers
Control Groups

- v "

[» Columbiz
[> eProcure;
[> Accounts
> SetUp Fil 3 Enterprise Components
I Entergrisi 3 worklist g EavantAs -
b iarklist ) peqpleTonks eview ACCaunts Payable In

[ PeopleTa
P Cha‘:yggy\ =] hange My Passward

start J @ J ] Microsoft Office 2010 {@ Employee-facing regi... (€ PeopleSaft session expir. .

Step Action

3. Click the Vouchers menu.

|‘"I'&'_'I Wouchers
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Favorites  Main Meru

Search Menu:

Parsnnahzal @

Menu *
Search: 3 Columbia Specific 4

0 eProcurement 4

ECPO‘Umb‘e 3 Accounts Payable

eRrocurel 1 Wouchers

¢

b 1 Set Up Financials/Supply = control mroupe 309 addfUpdate
[> Set Up Fit £ Enterprise Components P " 3 Maintain
b Enterprisi £ Worklst ) vt acounts Peyibi
PWOKIEL (5 peoplaTook Eview ACCounts Payable inmo
> PeopleTo

. Charioh D Change My Password

i start J )

J | ] Microsoft Office 2010 @ Employee-facing regi... | & PeopleSoft ssssion expir. .
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? Help

= e

Step

Action

Click the Add/Update menu.

|"'D Add/Update

ARC™

Favarites | Main Meru
Search Menu:

Persunauzel )
Menu %
Search: 3 Calumbia Specific 4
3 eProcursment 4
:;C;‘”mh‘i [ Accounts Payable - %
eFrocurel Wouchers
[ Accounts & setip .Flnancla\sﬁupply[ Contral Graups [ AddfUpdate
[ et Lp Fit 3 Enterprise Components ) Payments 3 Maintain
I Entergrist £ Worklist v
PWrkliEt ) pegpleTook 3 Review Accounts Payable 1nmo 4
> PeopleTo
_ Change), =) Change My Password

#start J @

[=] Rregular Entry

|5] woucher Search
| Quick Invaice Entry
[5] Delete voucher

J ] Microsoft Office 2010 & Employee-facing reqi... (€ PeopleSaft session expr. .

? Help

=T =i
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Step Action

5. Select Regular Entry.
=] Regular Entry

ARC™

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

Home

E ewwindow 7 Help Bl nip

=

Youcher

Eind an Existing Yalue

Business Unit: COLUmMC,
Voucher ID: MEXT
Voucher Style: Regular Youcher j
Short Vendor Hame: Adjusiments
Journal Voucher
Vendor ID: Prepaid Youcher
Vendor Location: Renister Voucher

Address Sequence Number:  [Reversal Voucher
Single Payment Youcher
Template Voucher
Invoice Date: Third Party Youcher

Gross Invoice Amount: 0.00
Freight Amount: 0.00
Misc Charge Amount: 0.0a

Estimated No. of Invoice Lines: 1

Invoice Number:

Add

Find an Existing Value | &dd a MNew Value

i i L
#/start Jg J@MlcrusuftOFﬁEEZUlU /& Reqular Entry - Windo... (€ PeopleSaft session expir. . J @ & [] & ’:

Step Action

6. Click the Voucher Style list.
IReguIarVchher jl
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Favnvr\tes'MalnvMenu » Accounts Payable > Vouchers » AddfUpdate > Regular Entry

Youcher

Find an Existing Yalue

Business Unit:

Voucher ID: NEXT
Voucher Style: Regular Youcher =l
Short Vendor Name: Adjustrents

Journal Vaucher
Vendor ID:

Renqister Voucher
Reqular Youcher
Reversal Youcher

Single Payment Youcher
Template Youcher
Third Party ¥oucher

0.0o0

fendor Location:
Address Sequence Number:
Invoice Number:

Invoice Date:

Gross Invoice Amount:

Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Eind an Existing Value | Add a Mew Value

PRl
i#/start J ) J || Microsoft Office 2010 /& Regular Entry - Windo... @& Peoplesoft ssssion expir..

Training Guide
Voucher Processing

it

D rewwindow 7 Help

n

J@l‘l'lll

Action

There is a designated Prepaid VVoucher option. Click the

Prepaid Voucher list item.

ARC™

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

Home |

Youcher

Eind an Existing Yalue

COLUMQ

Business Unit:

Voucher ID: ,W

Voucher Style: |Prapaid Woucher j
Short Vendor Name: ’7 Q

Vendor ID: ||— Q

[ &

Address Sequence Number: ijie}

Invoice Number: |
B
0.00

Vendor Location:

Invoice Date:

Gross Invoice Amount:

Add

Eind an Existing value | Add a Mew Value

/start J @ J (] Microsoft Office 2010 /& Reqular Entry - Windo... (€ PeopleSaft session expir. .

Elewtindow  ? Help B hitp

[
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Step Action

8. Click in the Vendor ID field.

ARC™

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Youcher

Eind an Existing Yalue

Business Unit: MQ

Voucher ID: ,W

Voucher Style: |F‘rapaid Woucher j
Short Vendor Name: ,7 Q

Wendor ID: ’D|7 Q

\endor Location: ’7 Q

Address Sequence Number: ey
Imsoice Number:

[
Invoice Date: [5)

Gross Invoice Amount: 0.00
Add

Eind an Existing Value | Add a Mew Value

&start J @ J | ] Microsoft: Office 2010 /& Reqular Entry - Windo... (€ PeopleSaft session expir. .

Eewwindow 7 Help B hitp

[Fo =P

Step Action

9. Enter the desired information into the Vendor 1D field. Enter "0000000004".

Page 146




Training Guide
Voucher Processing

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

Youcher

Find an Existing Yalue

Business Unit:
Voucher ID:
Voucher Style:
Short Vendor Name:
Vendor ID:

fendor Location:

COLUMQ,
MEXT

|Prepa|d Woucher j
[ &
[ooso00nont |2,

[ e

Address Sequence Number: [i[s}

Invoice Number:
Invoice Date:

Gross Invoice Amount:

Y

[
E]

0.00

Find an Existing alue | Add a MNew Yalue

/start J )

J Wicrosoft OFfics 2010 @ Regular Entry - Windo... & PeopleSoft ssssion expir. .

D rewwindow 7 Help

J@Jl‘l'lll

n

Step

Action

10.

Click in the Invoice Number field.

ARC™

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Youcher

Business Unit:
Voucher ID:
Voucher Style:
Short Vendor Name:
endor ID:

Vendor Location:

Eind an Existing Yalue N

COLUMQ
NEKT

|F‘rapaid Woucher j
[EwrLoveEsoT |,
[posononons |2,

[crem @

Address Sequence Number: 1/@

Invoice Number:
Imvoice Date:

Gross Invoice Amount:

[

[Fl
Gl
[ oo

Eind an Existing Value | Add a Mew Value

i
&start J @

J Micrasoft Office 2010 /& Reqular Entry - Windo... (€ PeopleSaft session expir. .

Home

& New Window 7 Help

J@l‘ﬂl
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Step

Action

11.

"Prepayment”. Enter the desired information into the Invoice Number field.
Enter "Prepayment”.

ARC

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

E newwindow 7 Help B ity

Youcher

Find an Existing Yalue

Business Unit: lmcz

Woucher ID: ’W

Voucher Style: |Prepa|d Woucher j
Short Vendor Hame: ’m Q

\endor ID: ’M Q

Vendor Location: CHK-01 Q

Address Sequence Number: 1|Q

Invoice Number: [Prepayment

Invoice Date: |

Gross Invoice Amount: 0.0o
Add

Find an Existing alue | Add a MNew Yalue

al 1 .
& start] J @ J | ] Microsoft Office 2010 /& Reqular Entry - Windo... & Peoplesoft session expi. . J mES ESRE F

Step

Action

12.

Click in the Invoice Date field.

Page 148

In most cases, this would be an actual invoice number, but to demonstrate how the
prepaid voucher is linked to the regular expense voucher, we will label this voucher




Favnvr\tes i MalnvMenu > Accounts Payable > Vouchers >

Youcher

Find an Existing Yalue

AddfUpdate > Regular Entry

Find an Existing alue | Add a MNew Yalue

PRl
i#start J e

Business Unit: IWQ

Voucher ID: ’W

Voucher Style: |Prepa|d Woucher j

Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Vendor Lacation: [cHKDT @

Address Sequence Numher:ﬁQ

Invoice Number: [Frepayment

Invoice Date: ,31751

Gross Invoice Amount: 0.0o
Add

J Wicrosoft OFfics 2010 @ Regular Entry - Windo... & PeopleSoft ssssion expir. .

Training Guide
Voucher Processing

Erewwingow 7 Help B nmp

[T e

Step

Action

13.

Enter the desired information into the Invoice Date field. Enter *3/14/2012".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Vendor ID: 0000000004 | Q@
Wendor Location: CHk-01 Q

Address Sequence Number: 1|Q

Youcher
Find an Existing Value ﬂiﬂiwm
Business Unit: COLUMC,
Voucher ID: HEXT
Voucher Style: |Prepa|d Woucher j
Short Vendor Name: EMPLOYEE-001 Q

Imsoice Number: |F’repaymem
Invoice Date: 4012 [H
Gross Invoice Amount: oo

[

Find an Existing alue | Add a MNew Yalue

& start, J @

J Wicrosoft OFfics 2010 @ Regular Entry - Windo... @ PeopleSoft ssssion expir. .

Erewwindow 7 Help B nmp

[T e
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Step

Action

14.

Click in the Gross Invoice Amount field.

ojoo|

ARC

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

Youcher

Find an Existing Yalue

Business Unit: lmcz

Woucher ID: ’W

Voucher Style: |Prepa|d Woucher j
Short Vendor Hame: ’m Q

\endor ID: ’M Q

Vendor Lacation: [cHKDT @

Address Sequence Numher:ﬁQ

Invoice Number: [Prepayment

Invoice Date: ,W

Gross Invoice Amount: 3Joo

Add

Find an Existing alue | Add a MNew Yalue

start J e

J | ] Microsoft Office 2010 & Regular Entry - Windo... & PeopleSoft ssssion expir. .

E newwindow 7 Help B ity

==

Step

Action

15.

Enter the desired information into the Gross Invoice Amount field. Enter "300".
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ARC

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Youcher

Find an Existing Yalue

Training Guide
Voucher Processing

Regular Entry
D rewwindow 7 Help

Business Unit:

COLUMQ,

Voucher ID: ’W

Voucher Style: |Prepa|d Woucher j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

fendor Location:

CHK-O1 Q

Address Sequence Number: 1|Q

Invoice Number: [Frepayment
Invoice Date: 4012 [H

300.00

Gross Invoice Amount:

LoAdd

[rcd (Al 1)

Find an Existing alue | Add a MNew Yalue

EEIE

Wicrosoft OFfics 2010 /& Regular Entry - Windo... & Peoplesoft ssssion expir..,

Step

Action

16.

Click the Add button.

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate

Reqgular Entry

EREIateanntent r_ElNemednw ? Help E{Custnm\ze?age htm ]

Calculate |

Invoice Lines

Line: 1 Itemn:

*Distribute by Amount j' Unit Price:

Ship To: CLanonnant Q Line Amount:
Description:

Caleulate

Payments Youcher Altributes
Business Unit: COLUM Invoice No: [Prepayment
Voucher ID: MENT Imvoice Date: 0371472012
Voucher Style: Prepaid Youcher Accounting Date: 0311402012 ] )
| ‘iew Documents |
Vendor ID: 0000000004 & Employse vendor *Date Dept Rec'd Invoice: | ]
Shorthame: EMPLOYEE-ND1 Q2280 Broadway *Service Location: us ~[Atachments (0
Location: CHICO1 Q. Mew York, MY 10027 “Woucher Type: lﬁm@
*Address: 1 &
Advanced Vendor Search
Control Group: Q_ ‘'PayTerms: U] QU Due Now
Invoice Lines: 0.00 Basis Date Type: Inw Date
Print Invaice
*Currency: usD &
Total: 300.00
Difference: 0.00

(4]

10f1 U 1.

First

™ One Asset
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Step

Action

17.

Click in the Date Dept Rec'd Invoice field.

Home

Advanced Vendar Search

[ Y

Control Group:

Invoice Lines: 0.00
*Currency. usD|&
Total: 300.00
Difference: 0.00

Caloulate |

Invoice Lines

Line: 1

Amount =

~ Distribution Lines

o
#start J @

“Distribute by:
Ship To: CUO0000001 Q
[ calcuate |

*Pay Terms:
Basis Date Type:

ftem:

Unit Price:
Line Amount:
Description:

i

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry
clated Content &0 Newwindaw 7 Help ustormize Page Shhtp =
[=] Retated content &0 Mewwindow 7 Help  [& cust P B &
Payments Youcher Atributes
Business Unit: COLUM Invoice No: [Prepayment
Voucher ID: MEXT Invoice Date: 0311472012 &
Voucher Style: Prepaid Youcher Accounting Date: 0311472012
| ‘iew Documents
Vendor ID: 0000000004 @ Employes Vendar *Date Dept Rec'd Invoice: 3| [
ShortName: EMPLOYEE-001 & 3280 Broadway *Service Location: us ~[Attachments (0
Lacation: CHK-01 QU Mew Yok, Ny 10027 “oucher Type: |—;[40Dmmemsml
*Address: 1 Q

o Q Dug Mow

Inw Date

Frint Invoice

First K14 oF 1 'L ast

S : —
J Micrasoft Office 2010 /& Regular Entry - Windo... (€ PeopleSaft session expir. .

I” One Asset

Step

Action

18.

"3/14/2012".

Enter the desired information into the Date Dept Rec'd Invoice field. Enter
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([ Payments Woucher Affributes

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Training Guide
Voucher Processing

Regular Entry
ERelatenCnmem LEINEWW\TMDW ? Help Efcuammwze?age hrlp ]

Business Unit: CoLUm
Moucher ID: MEXT
Voucher Style: Prepaid Youcher

Imioice No:
Invoice Date:
Accounting Date:

Prepayment
02142012
031472012

= =

| View Documents |

Vendor ID: [oooooooood @
ShortName: [EMPLOYEEDOT Q@
Lacation: [ S
*Rddress: [ -
Adranced Vendor Search

Control Group: Q

Invoice Lines: 0.00
*Currency. usD| Q.
Total: 300.00

Difference: 0.00

Calculate |

Invoice Lines

Line: 1

“Distribute by Armount -
Ship To: cunooonnot Q

EENE

Employee Yendor
3280 Broadway
Mew York, MY 10027

*Pay Terms:
Basis Date Type:

Itemn:

Unit Price:
Line Amount:
Description:

Wicrosoft OFfics 2010 & Regular Entry - Windo... & PeopleSoft session expir...

*Date Dept Rec'd Invoice: 31452012 |5

*Service Location: usg ~|Atachments (0
“foucher Type: —_[, Commentsi0;
Cash Advances
Check Request

Employee Reim)|
& oo L Due Now Invaice
Office of Geners|
P-Card
Fetty Cash
Refunds
Stipends
Travel Advance

Inw Date
nvoice

Fret K1 or1 DL

™ One Asset

Step

Action

19.

Click the Voucher Type list.

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate

Payments Youcher Altributes

Reqgular Entry
EREIateanntent r_ElNemednw ? Help E{Custnm\ze?age htm ]

Business Unit: COLUM
Moucher ID: MEXT
Voucher Style: Prepaid Youcher

Invoice No:
Invoice Date:
Accounting Date:

‘F’repavmem

031472012
031142012 [E

| ‘iew Documents |

Vendor ID: [ooooooooos @
Shorthame: [EMPLOYEEDDT Q@
Location: cr Q@
*Rddress: [ -
Advanced vendor Gearch

Control Group: Q

Invoice Lines: 0.00
*Currency. usD| Q.
Total: 300.00

Difference: 0.00

Calculate |

Invoice Lines

Line: 1

“Distribute by Armount -
Ship To: cunooonnot Q

Caleulate

EEE

Employee Yendor
3280 Broadway
e York, MY 10027

*Pay Terms:
Basis Date Type:

Itemn:

Unit Price:
Line Amount:
Description:

Wicrosoft OFfics 2010 /@ Regular Entry - Windo... & Fenplesoft session expir... J -

*Date Dept Rec'd Invoice: 31452012 |3

*Service Location: us ~|Atachments (0
“foucher Type: —;[CDmmems 0
Cash Advances
Check Request

Employvee Reim|
= oo A Dus Mow Invaice
Office of Geners|
P-Card
Fetty Cash
Refunds
Stipends
Travel Advance

Inw Date
nvoice

(4]

10f1 U 1.

First

™ One Asset
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Step

Action

20.

Since this is a Cash Advance, you would select the Cash Advance list item. For
Travel Advances, you would select "Travel Advance". If this Prepaid Voucher was
for a Non-Employee Vendor Advance, the Prepaid Voucher Type would be
"Prepayment”.

Cash Advances

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

[=] Related Content & New Window 7 Help BCUETD!’H\ZEF‘EQE hrlp =
Lielated Lontent =)

Invaice Information Payments Youcher Afiributes
Business Unit: COoLUM Invoice No: ‘F‘rapavmem
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Frepaid Youcher Accounting Date: 0314/2012 [2)

View Documnents
Vendor ID: 0000000004 U Employes vendar *Date Dept Rec'd Invoice: [031 42012 |[5)
ShortName: EMPLOYEE-OD1 Q3280 Broadway *Service Location: us - |Attachments (0
Location: CHE-O1 @ MewYork Ny 10027 “foucher Type: Cash Agvan] Lomments(
*Address: 1 QQ

Advanced Vendor Search

Control Group: [ o PuTems ] S Due Now

Invoice Lines: 000 Basis Date Type: I Date )
Print Invaice
*Currency: uUsD Q.
Total: 300.00
Difference: 0.00
Caleulate

Invaice Lines Find | View &)l First K1 101 O Last
Line: 1 Itemn: A uom:
“Distribute by: Amaunt | Unit Price: Quantity: b
Ship To: CL00000001 Q,  Line Amount: 300.00
Description: ||
I One Asset
Calculate

 Distribution Lines Customize | Fing |

| r .. - - . —) — |
&/ start] J@ J|_E_'|Micmsnft0fﬁ:ezmn /& Regular Entry - Windo... & Peoplesoft ssssion expir.. J @ & [ &

Bl

Step

Action

21.

Click in the Description field.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Regular Entry

Training Guide
Voucher Processing

E Related Content r_El MewWindow P Help Ef Customize Page hitp 2
Payments Woucher Affributes

Business Unit: COLUM Invoice No: Prapayment
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Frepaid Voucher Accounting Date: 0314/2012 [5]

| viewDouments |
Vendor ID: 0000000004 Q Employee Yendar “Date Dept Rec’d Invoice: (0301452012 [5
ShortName: EMPLOYEE-D01 @, 3280 Broadway *Service Location: ug | Attachments (0
Location: [ S HNew York, NY 10027 “foucher Type: lm[()wmmemﬁ (i}
*Address: 1 &

Advanced Vendor Search

Invoice Lines

i/start J @

Control Group: ’7 Q, *Pay Terms: )
Invoice Lines: 000 Basis Date Type:
*Currency: !7%0 Q

Total: 300.00

Difference: 0.00

Calculate |

1 Item:

Amount | Unit Price:

cunooonnot Q@ Line Amount:
Description:

|

Wicrosoft OFfics 2010 & Regular Entry - Windo... & PeopleSoft session expir...

o @ DueMow

Iny Date
Print Invaice

Fret K1 or1 DL

™ One Asset

Step

Action

22.

Enter the desired information into the Description field. Enter "Cash Advance".

Line:

“Distribute v
Ship To:

| calulate |

Exchangs Rats

Favorites © Main Menu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
Payments Youcher Atributes
Business Unit: cOoLUM Invoice No: \Frepaymem Action:
Voucher ID: MEXT Invoice Date: 031472012 [ =
Voucher Style: Prepaid Youcher Accounting Date: 02142012 | Run ‘
| View Documents |
vendor ID: 0000000004 @ EMPLOVEE VENDOR ‘Date Dept Rec'd Invoice: [03i14/3012 |5
ShortName: EMPLOYEE-001 Q3280 Broadway "Service Location: us - |Attachments (0
Location: CHI-01 @ Mewvark N 10027 “Voucher Type: [Gash AmanS|Comments s}
*Address: 1 Q
Advanced Vendor Search
Control Group: o 'PayTerms: &= oo QA Due Now
Invoice Lines: 000 Basis Date Type: Inw Date
Print Invoice
*Currency: UsD Q@
Total: 300.00
Difference: 0.00

Caloulate |

1 Item:

Amount = Unit Price:

CU00000001 @ Line Amount:
Description:

Aszets

atistics

‘Cash Advance
™ One Asset

‘.jstart J @

Micrasoft Office 2010 € Regular Entry - Windo...
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Training Guide

Voucher Processing M

Step Action

23. Drag the scrollbar to the bottom of the page.

Favarites | Main Menu > ACcounts Pavable > Voughers > Add]uvpdate > Regular Entry

Vendor ID: [oono0A004 @ EMPLOYEE YENDOR LA Ve HeE T INOICE: 0311412012 5 =l
ShortName: EMPLOYEE-OD1 G 3280 Broadway "service Location: us - |Attachments (0
Location: CHK-O1 @, Mewvark Nv 10027 “oucher Type: oo Advan]eomments()
*Address: 1 Q
Advanced Vendor Search
Control Group: @ 'PayTerms: 7 oo S Due Now
Invoice Lines: 000 Basis Date Type: Inw Date
Print Invoice

*Currency: Ush Q@ I
Total: 300.00
Difference: 0.00

| Calculate |

Invoice Lines

a Frst Kl aop1 O Last

Line: 1 Itemn: A vom:
“Distribute by Amount :I' Unit Price; Quantity:
Ship To: cunooooooi Q. Line Amount: 300.00
Description: |Cash Advance
™ One Asset
| Calculate |

~ Distribution Lines
G Exchange Rats || Statistics || Assets

2 First K1 or1 O Laet

Line  Merchandise Amt Quantity *GL Unit Account  Openitem Fund  Dept Initiative Function :ﬁnﬁus Project Acl
1 300.00 coLune, [17110 @ Q[ & Q Q Q a [
1 | i

|B save | =] Netity | | Refresh | (B Add | | B Updatemisplay

Invoice Information | Payments | Voucher Attributes

i i %‘
start Jg JMlcrUsUftOfﬁEEZUlU & Reqular Entry - Windo... J @ & [ &

<

Step Action

24, Notice that the account is pre populated with the travel advance account. Click in
the Fund field.
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Favorites — Main Menu
Vendor ID:

> Accounts Payable
|doooooooos

Q
EMPLOYEE-001 aQ

ShortName:
Location: CHK-01 Q
*Address: 1 Q

Advanced Vendar Search

Control Group:

[

Imvoice Lines: 0.00
*Currency: UsD|Q
Total: 300.00
Difference: 0.00

Caleulate |

Line: 1

“Distribute by: Armount -
Ship To: [V Q
[ calcuate |

~ Distribution Lines
r

| Exchange Rale | Stetistics | Assets

Wouchers > AddfUpdate

Regular Entry
EMPLOYEE YENDOR

3280 Broadway

Mew Yark, NY 10027

*Pay Terms: =

Basis Date Type: Inv Date

Training Guide
Voucher Processing

"Uate UEDT Tt IVDICE: (031 4/2012 |15

*Service Location:
“oucher Type:

oo QU Due Now

ug = [Atachments (O
lﬁg(_l
Cach Advan® Comments{D:

Print Invaice

ttem: A vom: [ &
Unit Price: ,7 Quantity: ’7
Line Amount: [ s
Description: ‘Cash Advance
I” one Asset

Line  Merchandise Amt Quantity *GL Unit

1 300,00

4

Account  Opentern  Fund  Dept

Initiative Function

[cowe, [irola [ la [{la [ la [ &

PC Bus .
it Project A

- —

|E save [] Notify | | Refresh |

Inwaice Information | Pavments | Viaucher Attributes

iistart J @

Micrasoft Office 2010 & Reqular Entry - Windo...

=

Step

Action

25.

Enter the desired information into the Fund field. Enter "30".

[oo0goofo0s Q

EMPLOYEE-001 Q

Vendor ID:

ShortName:
Location: CHK-01 Q
*Address: 1 Q

Advanced Vendar Search

Control Group:

[ Y

Invoice Lines: 0.00
*Currency: UsD|Q
Total: 300.00
Difference: 0.00

Caleulate |

~ Distribution Lines

| Statistics

Exchanoe Rate Assets

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Line: 1

“Distribute by: Armount -
Ship To: Cun0000001 Q
[ calcuate |

EMPLOYEE YENDOR
3280 Broadway
Mew Yark, NY 10027

a1

*Pay Terms:

Basis Date Type: Inv Date

"Uate UEDT Tt IVDICE: (031 4/2012 |15

*Service Location:
“oucher Type:

o @& DueMow

ug ~|Atachments (O
Comments(0)
Cash Advan ¥ Lomments(0

Print Invoice

ftem: Q uom: Q
Unit Price: Quantity:
Line Amount: 300.00
Description: [zash advance
I” One Asset

Merchandise Amt  Quantity *GL Unit

1 300,00

<

Account  Openten  Fund  Dept

Initiative Function

coLune [17110Q a e | Q Q

B save [ Motify | | Refresh |

Invoice Information | Payments | Youcher Attributes

‘Qstart J @

Micrasoft Office 2010 & Regular Entry - Windo...
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Step

Action

26.

Click in the Dept field.

Favorites Main Menu- > Atmuntg Payahle > \Inushers > Addfhvlpdate > Regular Entry e
Vendor ID: 0000000004 A EMPLOYEE VENDOR “LIAe UBPTRECTH INVOICE: |03i14/2012 |3 -
ShortName: [EMPLOYEEDOT @ 3280 Broadway *Service Location: lﬁ ftachments (o
Lacation: CHK-01 q  Mewvork NY 10027 “oucher Type: e e
*Address: ’17 Q
Advanced Vendar Search
Control Group: ’7 o 'PavTerms: = |oo Q  Due Mow

Ivoice Lines: 0.00 Basis Date Type: Inv Date

Print Invaice
*Currency: UsD|Q =
Total: 300.00

Difference: 0.00

Caleulate |

Invoice Lines in i Fret Kl qort O st

Line: 1 Ktem: A uon: Q
“Distribute by: Amount :I‘ Unit Price: Quantity:
Ship To: CLO0000001 Q@ Line Amount: 300.00

Description: ‘Cash Advance

I” one Asset

| Calculate |

~ Distribution Lines Finel | ' Frrst lqorq OO
e " Exchange Rate || Statistics | Assets

Line  Merchandise Amt Quantity *GL Unit Account  Openltem Fund  Dept Initiative Function :g:“s Project Act
1 soooo [ | [coke [rrgle T e mele @ @ [ & [ la [ Ja ]
< | i
| save | = motity | [ Retresh | B aad | |2 Upoitemisplay |
Inwoice Infarmation | Bayments | vaucher Attributes ,L‘

al I S
i start Jg JMicrnsnftOFﬁtaZDlD & Regular Entry - Windo... J @ &[S |«

Step

Action

217.

Enter the desired information into the Dept field. Enter "5502104".
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Favorites — Main Menu

> Accounts Payable Wouchers > AddfUpdate Regular Entry

Vendor ID: |Don0oo0o04 Q. EMPLOYEE VENDOR ‘Late Lept Kec'l IIVICe: (03/14/2012 |5 B
ShortName: EMPLOYEE-O01 @ 3280 Broadway *Service Location: usg ~[Atachments (O
Lacation: CHK-O1 @ MewYork NY 10027 “foucher Type: o Commentsi)
*Address: 1 Q
Advanced Vendar Search
Control Group: o 'PayTerms: = oo Q  Due Mow
Invoice Lines: 0.00 Basis Date Type: Inw Date
- Frint Invoice

*Currency. usD Q@ & J
Total: 300.00
Difference: 0.00

| Calculate |

Line: 1 ttem: A uom: Q
“Distribute by: Amount :I' Unit Price: Quantity:
Ship To: cunoooooot @, Line Amount: 200.00
Description: |Cash Advance
[~ One Asset
| Calculate |

~ Distribution Lines
r

| Exchange Rale | Stetistics | Assets

Line  Merchandise Amt Quantity *GL Unit Account Openltem Fund Dept Initiative

- PC Bus
Function Unit

Project A
1 300.00 coLuWa, [17110/Q a [la psozoda | Q Q Q
4| |

|E save [] Notify | | Refresh |

Inwaice Information | Pavments | Viaucher Attributes

1
i/ start: J @ Micrasoft Office 2010 & Reqular Entry - Windo...

Step Action

28. Click in the Initiative field.

Favarites | Main Menu > Accaunts Pavable > Voughers > Add]uvpdate > Regular Entry

vendor ID: [oonooA004 Q7 EMPLOYEE YENDOR LA Ve HeE T INOICE: 0311412012 5 A
ShortName: EMPLOYEE-OD1 Q3280 Broadway *Service Location: us - |Attachments (0
Location: CHICO1 @ Mewvork Ny 10027 “oucher Type: oo Camentsin)
*Address: 1 Q
Advanced Yendor Search
Control Group: o 'PayTerms: = oo @ Due Mow
Invoice Lines: 000 Basis Date Type: Inw Date .
Print Invoice

*Currency: uUsD @ (— I
Totak: 300.00
Difference: 0.00

| Calculate |

Line: 1 Itemn: A uom: Q
“Distribrte Amaunt =] Unit Price: Quantity:
Ship To: CL00000001 Q,  Line Amount: 300.00

Description: Cash Advance

™ one Asset

| calkcuate |
~ Distribution Lines
{eb ) 0| Exchange Rate || Stfistics | Assets

Line  Merchandise Amt Quantity *6L Unit Account  Openltem Fund  Dept Initiative

1 30000 coLuna [17110 @ @[30/ psozioaa [ Q
1 |

|B sawe | |[] Metify | | Refresh |

Invoice Information | Payments | Youcher Attributes

al
) start J & Wicrosoft Office 2010 & Regular Entry - Windo...
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Step Action

29. Enter the desired information into the Initiative field. Enter *00000".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Vendor ID: \UUUDDUEDD& Q. EMPLOYEE VENDOR “LIate Uept ReCTd INVOICe: |03i14/2012 |51 j
ShortName: EMPLOYEE-O01 Q3280 Broadway *service Location: ug ~|Atachments (O
Lacation: CHK-O1 @ MewYork NY 10027 “foucher Type: T AT Commentsioy
*Address: 1 Q
Advanced Vendar Search
Control Group: g 'PayTerms: = oo QR Due Mow
Invoice Lines: 000 Basis Date Type: Inv Date .
; Print Invoice
*Currency. usD Q@ L J
Total: 300.00
Difference: 0.00
| Calculate |

Invoice Lines

I Frst Kl qort Ot

1 ttem: S vont:
i ] Armount j' Unit Price: Quantity:
Ship To: unoponnot Q, Line Amount: 300.00
Description: ‘Cash Advance

I” One Asset

| Calculate |
istribution Lines
Exchange Rete || Stefistics | Assets | [0

Frst K11 or1 D Last

Line Merchandise Amt Quantity ‘GLUN{  Account  Opentem  Fund  Dept Initiative Function Eg:“s Project Act
1 300.00 coLunG, [17110 Q@ a [)a [ssziosq [oooon @ I Q Q []

< |

[0

|Eh add | |5 Updatemisplay |
Invoice Information | Payments | Youcher Attributes

-
PRl I .
i 5tart J ) J |&] Microsoft Office 2010 € Regular Entry - Windo... J @ &[]l & F

B save [ Motify | | Refresh |

Step Action

30. Click in the PC Bus Unit field.

L]
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Favorites Main Menu >
Vendor ID:
ShortName:
Location:
*Address:

Advanced Vendar Search

Training Guide
Voucher Processing

Accounts Payable Wouchers > AddfUpdate Regular Entry

|oouoooanos A EMPLOYEE VENDOR
ENMFLOYEE-001 @ 3280 Broadway

CHIC01 a Mew Yark, NY 10027
[ Q

"Uate UEDT Tt IVDICE: (031 4/2012 |15

us ~|Atachiments (@)
Cash Advan ¥ commentsi0)

*Service Location:
“oucher Type:

Line:

“Distribute by
Ship To:

| Calculate |

~ Distribution Lines
r

Control Group: & *Pay Terms: B o0 @& DueMow
Ivoice Lines: 0.00 Basis Date Type: Inv Date
: Print Invaice
*Currency: ’7%[2 Q
Total: 300.00
Difference: 0.00

Caleulate |

1 ttem: A uom: Q
Amount j' Unit Price: Quantity:
cunoooooot Q Line Amou 200.00

Description:
I” one Asset

Line

| Exchange Rale | Stetistics | Assets
Merchandise Amt  Quantity ‘GLUN  Account  Opentem  Fund  Dept Initiative Function :gif“s Project A
1 300,00 coLune [17110Q a [)a [ssoziosq [oooon @ S Q

4| | »

B save | [Z] Notify |

| % Refresh |

iistart J @

Inwaice Information | Pavments | Viaucher Attributes

Micrasoft Office 2010 & Reqular Entry - Windo...

Step

Action

31.

Entert

he desired information into the PC Bus Unit field. Enter "GENRL".

Favorites © Main Menu >
Vendor ID:
ShortName:

Location:

*Address:

Advanced Vendar Search

AEEDLH"I(E Payable > \Inushers > Addfhvlpdate > Regular Entry
0000000004 A EMPLOYEE VENDOR
[EMPLOYEEDOT @ 3280 Broadway
’WQ Mew Yark, NY 10027

1

‘Liate Uept Kec tl IVOICE: (03/14/2012 3
*Service Location: ug  |Attachments (I

Tash Advan z]ommente@:

“oucher Type:

a

Line:

“Distribute by
Ship To:

| Calculate |
~ Distribution Lines

Control Group: [ g CPayTems: B 0 @& DueMow
Invoice Lines: 000 Basis Date Type: Inv Date
: Print Invoice
*Currency: ’7%[2 Q
Total: 300.00
Difference: 0.00

Caleulate |

1 ttem: A vom: Q
Amount j' Unit Price: Quantity:
Cunoonono @ Line Amount: 300.00

Description: [zash advance

I” One Asset

Frt 2 aora I

Exchange Rale | Stetistics Assets
Merchandise Amt  Quantity ‘GLUnt  Account  Opentem  Fund  Dept Initiative Function :g:“s Project A
1 300,00 coLuna, [17110@ a [)a [ssziosq [oooon @ eNRLQ, | Q,
< | v

B save | [ Motify |

| s Refresh |

‘Qstart J @

Invoice Information | Payments | Youcher Attributes

Micrasoft Office 2010 & Regular Entry - Windo...
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Step Action

32. Click in the Project field.

Favorites — MainMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry Fa
Vendor: \UUUUUUHUW A" EMPLOVEE VENDOR “LIAe UBPTRECTH INVOICE: |03i14/2012 |3 -
ShortName: EMPLOYEE-001 @ 3280 Broadway *Service Location: lﬁ fachments (0
Lacation: CHK-01 q  Mewvork NY 10027 “oucher Type: lmonmments(nl
*Address: 1 Q
Advanced Vendar Search
Control Group: ’7(1 *Pay Terms: = |oo Q  Due Mow

Ivoice Lines: 0.00 Basis Date Type: Inv Date

Print Invaice
*Currency: UsD|Q =
Total: 300.00

Difference: 0.00

Caleulate |

Invoice Lines in i Fret Kl qort O st

Line: 1 Ktem: A uon: Q
“Distribute by: Amount :I‘ Unit Price: Quantity:
Ship To: CLO0000001 Q@ Line Amount: 300.00

Description: [cash Advance

I” one Asset

| Calculate |

~ Distribution Lines Finel | ' Frrst lqorq OO
e " Exchange Rate || Statistics | Assets

Line  Merchandise Amt Quantity *GL Unit Account  Openltem Fund  Dept Initiative Function :g:“s Project Act
t o [ | [eelowe fiminle [ @ [l [soziodey [oooon | fEvRLQ 6@ [
4 | o
| save | = motity | [ Retresh | B aad | |2 Upoitemisplay |
Inwoice Infarmation | Bayments | vaucher Attributes ,L‘

al I S
i start Jg JMicrnsnftOFﬁtaZDlD & Regular Entry - Windo... J @ &[S |«

Step Action

33. Enter the desired information into the Project field. Enter "GT001008".
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Vendor ID: |Dooooooo04 Q. EMPLOYEE VENDOR
ShortName: EMPLOYEE-O01 Q3180 Broadway
Location: ’WQ Mew Yark, NY 10027
*Address: 1 Q

Advanced Vendar Search

Control Group: ’7 o ‘PayTerms: =
Invoice Lines: 0.00 Basis Date Type:
*Currency: ’7%[2 Q

Total: 300.00

Difference: 0.00

Caleulate |

Invoice Lines

1 tem:
Armount j' Unit Price:
Ship To: 0000001 @, Line Amount:
Description:

Calculate |
istribution Lines

| Exchange Rale | Stetistics | Assets

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

Training Guide
Voucher Processing

‘Liate Uept Kec tl IVOICE: (03/14/2012 3
*Service Location:

us ~|Attachiments (o
“oucher Type: Cash Advan= Cornrments (.
00 QU Due Now

Inw Date

Print Invaice

A uom Q
Quantity:
200.00
[Cash Advance
[~ One Asset

Frst K11 or1 D Last

Line

Merchandise Amt  Quantity

1 300,00

*GL Unit Account Openttem

coLune, [17110/Q Q

4

P PC Bus
Fund Dept Initiative Unit

Function Project Act
[foe [ssozioeq [moon @ GENRC, BTooioos [ |
| -+

|E save [] Notify | | Refresh |

Inwaice Information | Pavments | Viaucher Attributes

PRl
i1 5tart J ) J |&] Microsoft Office 2010 & Regular Entry - Windo...

[Eh add | |5 Updatemisplay |

.
r

|m & &

Step

Action

34.

information.

Drag the scrollbar to the right to complete the remainder of the distribution
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Favnvr\tes i MalnvMenu > Accounts Payable

Wouchers > AddfUpdate Regular Entry

Vendor ID: |Don0oo0o04 Q. EMPLOYEE VENDOR ‘Late Lept Kec'l IIVICe: (03/14/2012 |5 |
ShortName: EMPLOYEE-O01 @ 3280 Broadway *Service Location: usg ~[Atachments (O

Lacation: CHK-O1 @ MewYork NY 10027 “foucher Type: o] Comments o)

*Address: 1 Q

Advanced Vendar Search

Control Group: & *Pay Terms: & oo S Due How

Ivoice Lines: 0.00 Basis Date Type: Inv Date

Print Invaice
*Currency: UsD|Q 1= |
Total: 300.00

Difference: 0.00

Caleulate |

1 ttem: A vom: Q
Amount j' Unit Price: Quantity:
cunoooooot Q Line Amount: 200.00

Description: [cash advance

I” one Asset

| Calculate |
~ Distribution Lines

Fret £ aor I

| Exchange Rale | Stetistics | Assets
Line Merchandise Amt Quantity sion Eg:“s Project Activity Segment Site Affiliate ;"',"_I‘Id Budget Date
1 300,00 GENRQ, [Tootooe @ | a | Q, Q Q Q, [oarnzong
A | ,

|E save [] Notify | | Refresh |

Updale/Display |

Inwaice Information | Pavments | Viaucher Attributes

1
i1 5tart J @ J icrasoft Office 2010 (& Regular Entry - Windo...

Step Action

35. Click in the Activity field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry
Vendor ID: |D0n0000004 @ EMPLOYEE VENDOR “Lrate Uept Hecd IVDICE: 0311 4i2012 |[31) ﬂ

ShortName: EMPLOYEE-OD1 3280 Broadway *Service Location: us - |Attachments (0

Q
Location: CHICD1 @ Mewvark Nv 10027 “oucher Type: e aTe] Cemments )

“Address: 1 &
Advanced Vendor Search

Control Group: [ o PuTems ] S Due Now

Invoice Lines: 000 Basis Date Type: Inv Date

Print Invaice ]
*Currency: NElje} (S FE e —
Total: 300.00

Difference: 0.00

Calculate |

Line: 1 tem: A uom:

“Distribrte Amaunt =] Unit Price: Quantity:
Ship To: CL00000001 Q,  Line Amount: 300.00

Description: Cash Advance

™ one Asset

| calkcuate |
~ Distribution Lines

Fir=t 1 4.0t

100 Exchange Rate | Stafistics || Assets
_ - - PC Bus _ o _ - Fund
Line Merchandise Amt  Quantity ion s Project Activity Segment Site Affiliate o Budget Date
1 300.00 GENRQ [Tootoos @ o | Q Q Q Q. [nararzonz
M | 3

|B sawe | |[] Metify | | Refresh |

Invoice Information | Payments | Youcher Attributes

i
' start J & J Microsoft Office 2010 @ Regular Entry - Windo...
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Voucher Processing

Step Action

36. Enter the desired information into the Activity field. Enter "01".

Favgrites * Main Menu

> Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Vendor ID: \UUUDDUEDD& Q. EMPLOYEE VENDOR “LIate Uept ReCTd INVOICe: |03i14/2012 |51 ﬂ
ShortName: EMPLOYEE-O01 Q3280 Broadway *service Location: ug ~|Atachments (O
Lacation: CHK-O1 @ MewYork NY 10027 “foucher Type: T Adva] Comrmentsioy
*Address: 1 Q

Advanced Vendar Search

Control Group: g 'PayTerms: = oo QR Due Mow

Invoice Lines: 000 Basis Date Type: Inv Dats S

; Print Invoice

*Currency. usD Q@ L J
Total: 300.00

Difference: 0.00

| Calculate |

Invoice Lines

Fir
1 ttem: A vom: Q
i ] Armount j' Unit Price: Quantity:
Ship To: Ccun0000001 Q  Line Amount: [ 30000
Description: ‘Cash Advance

I” One Asset

| Calculate |
istribution Lines

Frst K11 or1 D Last
Exchange Rele || Stafistics || Assets

Line Merchandice Amt Quantity sion Eg:“s Project Activity Segment Site Affiliate ;"',"_I‘Id Budget Date
1 300,00 GEMRQ, [oToo700:Q, |01 Q [ Q, Q| Q Q, [oanezong
A | i

B save [ Motify | | Refresh |

|Eh add | |5 Updatemisplay |

Invoice Information | Payments | Youcher Attributes

. .
i start, J ) J |&] Microsoft Office 2010 € Regular Entry - Windo...

J@i-l‘l@ e

Step Action

37. Click in the Segment field.
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Favnvr\tes MalnvMenu > Atmunt5 Payable o
Vendor ID: |doooooooos Q@
ShortName: ’m Q
Location: chkor @
*Address: ’17 Q
Advanced Vendar Search
Control Group: ’7 Q
Imvoice Lines: 0.00
*Currency: ’7%[2 Q
Tatak [ 3w
Difference: 0.00

Caleulate |

1

Amount =

| Calculate |
~ Distribution Lines

CLO0000001 Q

chers > AddfUpdate Regular Entry

EMPLOYEE YENDOR "Uate Uept Hec't INVOICE: (0341 4/2012 |15
3280 Broadway *Service Location: us | Attachments (I
Mew fork, MY 10027 . o it i
“oucher Type: Tash Advan armments:
*Pay Terms: &= oo S Due How
Basis Date Type: Inv Date
Print Invaice

ttem: A vom: Q
Unit Price: Quantity:
Line Amount: 200.00
Description: Cash Advance
[~ One Asset

Fret £ aor I

| Exchange Rale | Stetistics | Assets
Line Merchandise Amt Quantity sion Eg:“s Project Activity Segment Site Affiliate ;"',"_I‘Id Budget Date
1 300,00 GENRQ, [3ToD100C, (01 a o Q, Q Q Q, [oarnzong
A | ,

|E save [] Notify | | Refresh |

Inwaice Information | Pavments | Viaucher Attributes

iistart J @

J crosoft Office 2010 (& Regular Entry - Windo...

Updale/Display |

Step Action

38.

Enter the desired information into the Segment field. Enter "00000000".

[oo0goofo0s Q

Vendor ID:

ShortName: W Q
Lacation: chkor @
*Address: ’17 Q
Advanced Vendar Search

Control Group: ’7 a
Invoice Lines: 0.00
*Currency: ’7%[2 Q
Tatal: [ 30w
Difference: 0.00

Caleulate |

Invoice Lines

Line: 1

“Distribute by: Armount -
Ship To: Cun0000001 Q

| Calculate |
~ Distribution Lines

Exchange Rate | Statistics Assets

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

EMPLOYEE YENDOR
3280 Broadway
Mew Yark, NY 10027

"Uate UEDT Tt IVDICE: (031 4/2012 |15

ug ~|Atachments (O

*Service Location:

:

“Youcher Type: Cash Advan= Cormments{D:
*Pay Terms: =il S Due Now

Basis Date Type: Inv Date

Print Invoice

ttem: A vom: Q
Unit Price: Quantity:
Line Amount: 300.00
Description: |Cash Advance
I” One Asset

Frt 2 aora I

Merchandise Amt  Quantity don

T wew [
5

PC Bus
Unit

GEMRQ, [oToo700:Q, |01

Fund
Affil

Q oo, [ @ a [ a [onezz
| r

Project Activity Segment Site Affiliate Budget Date

B save [ Motify | | Refresh |

Invoice Information | Bayments | Youcher Attributes

PRl
i start, J @ J icrasaft Office 2010

€ Regular Entry - Windo...
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Step

Action

39.

foucher Attributes]

Click the Voucher Attributes link to enter the Prepayment Reference (T-
Number/C-Number).

Favarites

Invaice Information Payments

Business

Voucher Processing

[¥ Post voucher

Main Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

Home |

[E] Related Content B Mew Window & Customize Page B nttp <]

Uit COLUM

nit:

Voucher MERT

ID: Prepald Voucher
Voucher 200.00

Style:

Total:

Invoice No: [Prepayment Action:
Imvoice Date: 0371402012 I} =]
[——

PURCHASIMGEDM | viewDowuments |

Packing Slip: [ I~ Close Voucher
¥ Revalue Voucher
I~ Delete Voucher
Accounting Instructions
Account At Gross ~| *Template: [5TANDARD Q
Match Action
Match Due Date: “Status: [Motpplicante =1 I Pay UnMatched

Transaction Currency

*Source: Tahles =
*Currency: usD Q

Rate Type: [CRRNT Q

Exchange Rate: ‘

Workflow Approval

Tax Group: ’7 Approval: Approval Framewark
Tax Pymnt Type: ’7 |
Lettr o Creat
LIC ID: QB *SBI; [individual Vaucher (Auta-Murny =l
SBINumber:
‘m— . %I
#/start J @&

| [Elvimosor e 2010 /& Reqular Entry - Windo... | @ &

Step

Action

40.

Scroll to the bottom of the page.
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Vouc

her Processing

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry
T

Woucher MEXT Invoice Date: JLE LT ) 12y 1 o
ID: Prepaid Youcher Run |
Style:

Total:

Voucher Processing

[¥ Post Voucher

Packing Slip: I~ Close Voucher
[ Revalue Voucher

I~ Delete Voucher

Accounting Instructions

Account At: Gross ¥| ‘Template: |STAMDARD Q

Match Action

Match Due Date: [ “Status: [Mot appiicable = I~ Pay UnMatched

Transaction Currency

*Source: Tables > Rate Type: ‘CRRNT Q

*Currency: usD Q Exchange Rate: [

Workflow Approval
Tax Group: Approval: Approval Framework
Tax Pymnt Type:

Letter of Credit Self Billing Invoice
SBI: [Individual oucher (Auto-Hum) =l
SBINumber:

Prepayment
Prepaid Ref: \ = Automaticalty Apply Prepayment

™ Pastpone Wthd

[E Save [El Notify | [r:, Refresh | [ add | UpdateDispl

Ingnic e Informatinn | P avmants e her Atrin tas

i start J @ J |&] Microsoft Office 2010 (& Regular Entry - Windo...

Step

Action

41.

Click in the Prepaid Ref field.

Inwoice Information | Pavments | Yoaucher Attributes

4

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

D: -
Vaucher 300.00 PURCHASING EDM wiew Dacuments | B
Style:

Total:

Voucher Processing

[¥ Post voucher
¥ Revalue Voucher

Packing Slip: ™ Close Voucher

I~ Delete Voucher

Accounting Instructions

Account At Gross x| ‘Template: [5TANDARD Q

Match Action

Match Due Date: *Status: [matappticanie =l I Pay UnMatched

Transaction Currency

*Source: Tailes = Rate Type: [CRRNT Q

*Currency: usD Q Exchange Rate: [

Workflow Approval

Tax Group: *Approval: |Appmva| Framewaork j
Tax Pymnt Type:

Letter of Credit Self Billing Invoice
LiC ID: [ Ta=E “SBI; Individual Youcher gauto-Mum)_E
SBI Number:
Prepayment

Prepaid Ref: | I~ Automatically Apply Prepayment ™ Postpone wihd

& save |[] hotify | | Refresh | Er 2dd | Update/Displ

|
Done [ [ [ [ [ mnteme [7a - [®iom -
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Step Action

42. Enter the desired information into the Prepaid Ref field. Enter "C-Number". If this
advance was for a non-employee vendor, you would enter a P-Number.

ID: e
o icher 300.00 PURCHASINGEDM | Vigw Dacuments ) B
Styie:
Total:
Voucher Processing
[¥ Post Voucher Packing Sip: [ I~ Close Voucher
¥ Revalue Voucher
I~ Delete Voucher

Accounting Instructions

Account At: Gross ¥| ‘Template: |5TANDARD Q

Match Action

Match Due Date: *Status: [MatApplicabie =l I pay UnMatched

Transaction Currency

*Source: Tanles - Rate Type: [CRRNT Q

*Currency: usD Q Exchange Rate: [
Workflow Approval
Tax Group: *approval: [Approval Framework =l

Tax Pymnt Type:
Letter of Credit Self Billing Invoice

LIC ID: QF S, [individual Vaucher (Auta-Murny =l
SBINumber:
Prepayment
Prepaid Ref: C-Number = i Apply Pri [ pone Wihd
B save | = Netity | | Refresh | B+ add | | F] UpdsteiDispl

Invoice Information | Payments | Youcher Attributes

< | o

[ [ [ [ [ mneme [7a ~ [Fomm -

Step Action

43, Click the Save button.
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Voucher Processing

Favnvr\tes i MalnvMenu > Accounts Payable Wouchers > AddfUpdate Regular Entry
VYoucher 300.00 PURCHASING EDM ‘ Wiew Documents ‘ J
Style:
Total:

Voucher Processing

[¥ Post Voucher

Packing Slip: I~ close Voucher
¥ Revalue Voucher

™ Delete Voucher

Accounting Instructions

Account At: Gross ¥| ‘Template: |5TANDARD Q

Match Action
Match Due Date: *Status: [MatApplicabie =l I pay UnMatched

Transaction Currency

*Source: Tanles - Rate Type: [CRRNT Q

*Currency: UsD Q Exchange Rate: [ 1.00000000

Workflow Approval
Tax Group: Approval: Approval Framework | Preview & Submit For Approva
Tax Pymnt Type:

Letter of Credit Self Billing Invoice
LIC ID: QF S, [individual Vaucher (Auta-Murny =l

SBI Number:

Prepayment

Prepaid Ref: C-Number [~ Automatically Apply Prepayment ™ Pastpone Wthd

|E save | |[] Wetity | | Refresh |

UpdateDispl

Summary | Related Documents | Invoice Infarmation | Payments | Youcher Attributes | Error Summary

1
i start J @ J |&] Microsoft Office 2010 (& Regular Entry - Windo...

Step Action

44, Click the Invoice Information link.
Ireenice Information]

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry
Eﬁelaledoumem (B Mew Window @fcusturmze?age

i Surnmary \E Related Dacumnents 3 i Payrments \E Woucher Attributes N Errar Surnrmary 3
Business Unit: COLUM Invoice No: [Prenayment Action:
Voucher ID: 00000114 Invoice Date: 0311412012 &l =l
Voucher Style: Prapaid Youcher Accounting Date: 0311412012 | Run |

| wiew Documents

Vendor ID: 0000000004 QU EyPLOYEE YENDOR ‘Date Dept Rec'd Invoice: [03/14/2012 |5

ShortNatme: EMPLOYEE-001 A 3280 Broadway *Senvice Location: Us ~|Attachments (0)
Location: CHK-01 QU MNewYork, NY 10027 =foucher Type: WM@

*Address: 1 Q

Advanced Vendor Search

Control Group: ’7 Q_ ‘'PayTerms: =T 2 Due Now
Invoice Lines: 20000 Basis Date Type: Inw Date

‘currency: uanja, | Preview & Submit For Approval |
Total: 300.00 | Preview & submit For Approval

Print Invoice |

Difference: 0.00

Caloulate |

Invoice Lines

! ttem: [ Cum
Ship To: cunooonnot Q Line Amount: 0000

Description: ‘Cash Advance

™ One Asset

| calculate

#/start J @& J ] Microsoft Office 2010 /@ Regular Entry - Windo...
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Step

Action

45.

Click the Preview & Submit For Approval button.

Preview: & Submit For Approval |

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

Preview Approval

Business Unit COLUM
oucher ID ooooot14
Approval Status Pending

Departmental Approval

|_E’ e Window IZ/, Customize Page

300.00

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000114, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Initiated

Departmental Approval
Not Routed

Itiple Approvers
partment Approval -E

[+

Adhoc Approval

= BUSINESS_UNIT=COLUM, VOUCHER_ID=00000114:Initiated

[#]start Mew Path

Ad Hoc Approval

Not Routed

ucher Entry
It Approval Step (lgnore)

Central AP Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000114:Initiated

[#]5tart Mew Path

Central AP Approval - Hon PO

Not Routed
g, Multiple Approvers
li“’ ZCUVDuChErADm’DVErS[ROLE) -E

distart| | @ J | ] Microsoft Office 2010 /& Regular Entry - Windo...

|G|

-

<<

Step

Action

46.

Click the Submit For Approval button.

Submit For Approval
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Favnvr\tes'MalnvMenu » Accounts Payable > Vouchers » AddfUpdate > Regular Entry

[=] Related content  E0 Mew Window  [5 Customize Page B

Approval Comments

Business Unit COLUM

oucher ID oonoot14

Additional Details @
oK Cancel Refresh

& start J@ J@MicrnsnftOFﬁtEZDlﬂ & Regular Entry - Windo... J @ & [l & F

Step

Action

47.

Click the O_K button.

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

[=] Related Content B Mew Window E{Custnm\ze Page http 24

hita

@ | Payments Youcher Attributes Errar Summary

Business Unit coLum

Woucher ID ooooot14

Departmental Approval
=~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000114, YOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Pending

Departmental Approval

Pending
Multiple Anbrovers
o

Department Approval

Adhoc Approval

=~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000114:Awaiting Further Approvals
Ad Hoe Approval

Not Routed

= Woucher Ent
Self Approval Step (lanare)

Central AP Approval
~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000114: Awaiting Further Approvals
Central AP Approval - Hon PO

Not Routed
Multiple Anbrovers
=

ZCUNoucherapprovers(ROLE)

B save | =] Natity | |4 Retresh Ev Atd | | UpdateDisplay |
. e
& start J @ JMicrnsnFtOFﬁ:aZDlD @ Regular Entry - Windo... J @ &G F

S Bolatd Diocimsnte | lnunie brfsimntion | Daumacnte | fauchns Mhibidas | Sivor Sumsemnn | fsnscunl Sumreon:
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Step Action

48. See the approval workflow path upon submission and click the home link to learn
how to create a regular expense voucher linked to the prepaid voucher.

ARC|
Favarites | Main Meru
Personalize Content | Layout ? Help
[Menu =
Search:
®
> Columbia Specific
[ eProcurement
[> Accounts Payahle
[» Set Up FinancialsiSupply Chain
I Enterprise Companents
[ Warklist
> PeopleTools
— Chanie My Password
'/start J @ J ] Microsoft Office 2010 & Employee-facing regi... J @ - § [ & F:
Step Action
49. We will now create the Regular Expense Voucher linked to the prepayment voucher.

Click the Main Menu button.
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ARC

Favorites  Main Menu

Personalize Search Menu:

o

Search: 3 Columbia Specific

(1 eProturement
b Columbiz$1 accounts Payable
:;2:23:‘:2' 3 Set Up FinancialsfSupply Chain
> SetUp Fir (& Enterprise Components
[ Enterprisi (3 Worklist
5]

? Help
®

v v e e v v v A

[ Warklist
> PeopleTo
— Change 1

PeopleTools
D Change My Password

i start Jg J@MicrnsnftOFﬁtEZDlﬂ /& Employee-facing regi... J @ & [ & F

Step Action

50. Click the Accounts Payable menu.
|";b Arcounts Payable r

ARC™

Favorites | Mair Menu

Fersonalize Search Menu:

| &) ? Help
Menu P
Search: 3 Columbia Specific »

3 eProcurement 4
I;C;\umh\a (1 Accounts Payable .

BPIOEUIEL ) 2ot Up Financials/Supply ¢ wouchers 4
W Control Groups >
> SetUp Fil 3 Enterprise Components ,
I Entergrist (3 worklist (3 Payrments
L orklist PeapleTaoks (01 Review Accounts Payable Info 3
> PeopleTo
" Change, =) Change My Password

#start Jg J@Mmsuftofﬁcezmu /& Employee-facing regi... J @ § [ & F
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Step Action

51. Click the Vouchers menu.
|‘"I""_‘| Wouchers 4

ARC™

Favarites | Main Meru

Fersonalize Search Menu:

| ® ? Help
Menu %
Search: 3 Calumbia Specific 4
3 eProcursment 4
:;C;‘”mh‘i [ Accounts Payable - %
eFrocurel Wouchers .
b Accounts 52t LR Fnancials Supply ¢ 3 Contral Groups 20 AddfUpdate »
[ et Lp Fit 3 Enterprise Components £3 Maintain 3
I Entergrist £ Worklist & Payments
b Warklist 3 Review Accounts Payable 1nmo 2

[ PeopleTools

L P leT
CHAEY 5] change My Password

— Change b

) start Jg J@MlcrusuftOfﬁzEZUlU {& Employee-facing regi... J @ & [] & ’:

Step Action

52. Click the Add/Update menu.
I3 Add/Update 5
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ARC

Favorites  Main Meru

Personalize Search Menu:

? Help
®

Columbia Specific r

&
0 eProcurement 4
II;Cpo\umb\e (3 Accounts Payable
eRrocurel 3 Wouchers
Dot 1 Set Up Financials/Supply © ) Control eraups 9 addfUpdate
> SetUp Fir (& Enterprise Components 5 Payments 3 Maintain [5] Regular Entry
[ Enterprisi (3 Worklist
I Worklist [0 Review Accounts Payable 1nmo 4 ] voucher search
STERGi 1 PeopleTools D Quick Invoice Entry
| ange My Passwon elste Youcher
Changen || chang= My Passuaord Delete vouch

i start Jg J@MicrnsnftOFﬁtEZDlﬂ /& Employee-facing regi... J @ &[] & F

Step Action

53. Click the Regular Entry menu.
| |=] Regular Entry

ARC™

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

D ewwindow P Help Bl hitp

=

Youcher

d an Existing Yalue

Business Unit: COLUmMC,
Voucher ID: MEXT
Voucher Style: RegularYoucher j
Short Vendor Hame: Adjusiments
Journal Voucher
Vendor ID: Prepaid Youcher
Vendor Location: Renister Voucher

Aduress Sequence Number:  |Reversal Voucher
Single Payment Youcher
Termplate Voucher
Invoice Date: Third Party Youcher

Gross Invoice Amount: 0.00
Freight Amount: 0.00
Misc Charge Amount: 0.0

Estimated No. of Invoice Lines: 1

Invoice Number:

Add

Find an Existing alue | Add a MNew Yalue

| 5
& start J & J (] Microsaft Office 2010 {& Regular Entry - Windo... J @ & [] 4 ’:
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Step

Action

54.

Click the Voucher Style list.
|Regu|ar‘ufuun:her j|

ARC

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

Youcher

Find an Existing Value ﬂiﬂﬁwﬂ

A Newwindow P Help B hip

niEn

Business Unit: COLUMC,
Voucher ID: MEXT
Voucher Style: Regular Youcher j
Short Vendor Name: Adjustments
Journal Youcher
Vendor ID: Frepaid voucher
Vendor Location: Reqister Voucher

Address Sequence Number:  |Reversal Woucher
Single Payment Youcher

Imsice Number:
Template Youcher

Invoice Date: Third Party ¥oucher
Gross Invoice Amount: n.oo
Freight Amount: 0.0a

Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Find an Existing Value | Add a Mew Value

@ start J @ J ] Micrasoft Offics 2010 & Reqular Entry - Windo...

= o

Step

Action

55.

Click the Regular Voucher list item.
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Youcher

Find an Existing Yalue

Business Unit:

Favnvr\tes'MalnvMenu » Accounts Payable > Vouchers » AddfUpdate > Regular Entry

COLUMQ,

Voucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’7 Q

Wendor ID: ’|7 Q

Vendor Lacation: &

Address Sequence Number: liﬂo\

Invoice Number: [

Invoice Date: ’7@

Gross Invoice Amount: I—UUU
Freight Amount: I—DDD

Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

o Add

Eind an Existing Value | Add a Mew Value

iistart J -

Microsaft Office 2010 /€ Regular Entry - Windo...

D rewwindow 7 Help

neen

[ l-__‘l‘l Y

ftyy

r

Step Action

56. Click in the Vendor ID field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Youcher

d an Existing Yalue

Business Unit: lma

Voucher ID: ,W

Voucher Style: |Regu\ar\/nucher j
Short Vendor Name: ,7 Q

Wendor ID: ’D|7 Q

\endor Location: ’7 Q

Address Sequence Number: ey

Invoice Number:

[
Invoice Date: ,— Ei]
Gross Invoice Amount: I—DDD
Freight Amount: I—UUU
Misc Charge Amount: I—DDD

Estimated No. of Invoice Lines: 1

[ gl

Find an Existing Value | &dd a MNew Value

i
#'start J @ J | ] Microsoft: Office 2010 /& Regular Entry - Windo...

& New Window 7 Help

hitn

| @ l,‘rll

hitp
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Step

Action

57.

Enter the desired information into the Vendor ID field. Enter *0000000004".

ARC

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Erewwindow 7 Help B nmp

Training Guide
Voucher Processing

Youcher

Business Unit:
Voucher ID:

Voucher Style:

Short Wendor Name:
Vendor ID:

fendor Location:
Address Sequence Number:
Imsice Number:
Invoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

Add

Find an Existing Value ﬂiﬂiwﬂ

COLUMQ,
NEXT

|Regu\ar\/uucher
EMPLOYVEE-O01 |
nooooooond | Q,

Er—)

e

I

[ =

 m
 w
om

Estimated No. of Invoice Lines: 1

Find an Existing Yalue |Add a MNews Value

& start, J @ J |&] Microsoft Office 2010 /& Regular Entry - Windo...

== ==

Step

Action

58.

Click in the Invoice Number field.
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ARC

Favnvr\tes'MalnvMenu » Accounts Payable > Vouchers » AddfUpdate > Regular Entry

Youcher

Find an Existing Yalue

Business Unit: lmcz

Voucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Vendor Lacation: [eHKDT @

Address Sequence Number: 1|Q
Invoice Number: |

Invoice Date: E1l
Gross Invoice Amount: n.oo
Freight Amount: 0.0a

Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Find an Existing Yalue |Add a MNews Value

i start J - J 5] Microsoft Office 2010 /& Regular Entry - Windo...

Erewwingow 7 Help B nmp

==~

Step Action

59.

This invoice number is meant to demonstrate that this voucher is the expense
associated with the Cash Advance. Normally, you would enter the real invoice
number associated with the expense. Enter the desired information into the Invoice
Number field. Enter "Cash Advance Expense".
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Favnvr\tes MalnvMenu » Accounts Payable > Vouchers » AddfUpdate > Regular Entry

Youcher

Find an Existing Yalue

Business Unit: IWQ

Voucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Vendor Lacation: [eHKDT @

Address Sequence Number: ,710\

Invoice Number: [zash advance Expense

Invoice Date: ’|7EU

Gross Invoice Amount: I—UUU
Freight Amount: I—DDD

Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

o Add

Find an Existing Yalue |Add a MNews Value

i start J - J icrasoft Office 2010 /& Regular Entry - Windo...

Erewwingow 7 Help B nmp

==~

Step

Action

60.

Click in the Invoice Date field.

ARC

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Youcher

d an Existing Walug |

Business Unit: lma

Voucher ID: ,W

Voucher Style: |Regu\ar\/nucher j
Short Vendor Name: ,m Q

Wendor ID: M Q

\endor Location: ’W Q

Address Sequence Number: |_1Q

Imvoice Number: |Caah Advance Expense

Invoice Date: ,3|— Ei]

Gross Invoice Amount: I—DDD
Freight Amount: I—UUU
Misc Charge Amount: I—DDD

Estimated No. of Invoice Lines: 1

[ gl

Find an Existing Value | Add a MNew Value

i
#'start J @ J | ] Microsoft: Office 2010 /& Regular Entry - Windo...

& New Window 7 Help hrlp

o =P
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ARC™

Step Action

61. Enter the desired information into the Invoice Date field. Enter "*3/14/2012".

ARC

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Youcher

Find an Existing Value ﬂiﬂiwﬂ

Business Unit: MQ

Voucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Wendor Location: W Q

Address Sequence Number: ,710\

Imsoice Number: |Cash Advanie Expense

Invoice Date: ’WEU

Gross Imvoice Amount: I—UIUU
Freight Amount: I—DDD

Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Find an Existing Yalue |Add a MNews Value

& start, J @ J |&] Microsoft Office 2010 /& Regular Entry - Windo...

Erewwindow 7 Help B nmp

== ==

Step Action

62. Click in the Gross Invoice Amount field.

| ojoo|
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Favnvr\tes'MalnvMenu » Accounts Payable > Vouchers » AddfUpdate > Regular Entry

Erewwingow 7 Help B nmp

Youcher

Find an Existing Yalue

Business Unit: COLUMC,
Voucher ID: MEXT
Voucher Style: |Regu\ar\/uucher j

Short Vendor Name: EMPLOYEE-001 Q
Vendor ID: 0000000004 | Q
Vendor Location: CHK-D1 aQ

Address Sequence Number: 1|Q

Invoice Number: [zash advance Expense
Invoice Date: w4012 5

Gross Invoice Amount: 3Joo
Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

o Add

Find an Existing Yalue |Add a MNews Value

PRl t .
i start Jg J@MicrnsnftOFﬁtEZDlﬂ /& Regular Entry - Windo... J @ &[] & F

Step

Action

63.

Enter the desired information into the Gross Invoice Amount field. Enter "300".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

& New window P Help

Youcher
Find an Existing Value ﬂiﬂiwm
Business Unit: COLUMC,
Voucher ID: MEXT
Voucher Style: |Regu\ar\/uucher j

Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Wendor Location: W Q

Address Sequence Number: ,710\

Imsoice Number: |Ca5h Advance Expense

Invoice Date: ’WEU

Gross Invoice Amount: I—SUUUU
Freight Amount: I—DDD
Misc Charge Amount: I—I]EII]

Estimated No. of Invoice Lines: 1

o Add

i (A1)

Find an Existing Yalue |Add a MNews Value

t .
i start Jg J|_E_'|Micmsnft0fﬁ:ezmn /& Regular Entry - Windo... J @ & [ & F
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Step Action

64.

Click the Add button.

Advanced Vendor Search

e
0.00

 wa

[ =

Control Group:
Imvoice Lines:

*Currency.
Miscellaneous:

Freight: =
Total: 300.00
Difference: 0.00

Calculate |

Invoice Lines

Line: 1

“Distribute by Amnumi'
st o cumnn @
SpeedChart: Q

#start J @

J Microsoft Office 2010 /& Reqular Entry - Windo...

Favgrites - Main Menu > Accuunta Pavable > VUuEhErS > Add]uvpdate > Regular Entry
[=] Related Content & Hew window P Help E,) Gustomnize Page
Payments | Youcher Aftributes

Business Unit: COLUM Invoice No: ‘bash Advance Expense
Voucher ID: MEXT Invoice Date: 031472012 [
Voucher Style: Regular Voucher Accounting Date: 0311412012

| ‘iew Documents |
Vendor ID: 0000000004 U Ermployes vendor *Date Dept Rec'd Invoice: | [ Session Defaults
ShortName: EMPLOYEE-DD1 Q3280 Broadway *Service Location: us =] Attachments (0
Lacation: CHK-01 Q. MNewYork, Ny 10027 “oucher Type: l—;lcnmmems(n)
*Address: 1 &

F o Q Due MHow

Inw Date

*Pay Terms:
Basis Date Type:

Mon Merchandise Summa Print Invoice

Copy From Source Document

PO Unit:
PO Humber: Q { Copy PO ]
Copy From: [rane =] Go

] I =
tem: A uom: Q
Unit Price: Quantity:
Line Amount: 300.00
Description: |
I” One Asset
I N
|@ & [ &

E

<

Step Action

65.

Click in the Date Dept Rec'd Invoice field.
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[=] Retated Content

@NEWWmdnw “? Help Efcuammwze?age

Trainin

g Guide

Voucher Processing

Advanced Vendar Search

[ Y

Control Group:

Invoice Lines: 0.00
*Currency: usD|/&
Miscellaneous: ]
Freight: =
Total: 300.00
Difference: 0.00

Caleulate |

Invoice Lines

Amount B
CL00000001 Q
Q

SpeedChart:

i/start J @

=

*Pay Terms:
Basis Date Type:
Don Merchandise Summary

Inw Date

Copy From Source Document
PO Unit:
PO Humber:

o Q Dug Mow

([ Payments Woucher Affributes

Business Unit: CoLUM Invoice No: ‘l:ash Advance Expense
Voucher ID: MENKT Imvoice Date: 0371472012
Voucher Style: Regular Youcher Accounting Date: 0314/2012 [ S

[ ViewDocuments
Vendor ID: 0000000004 Y Ernploves Vendor *Date Dept Rec'd Invoice: |3 [ gession Defaulls
ShortName: EMPLOYEE-001 & 3280 Broadway *Service Location: us ~[Attachments (0
Location: CHK-01 QU MNewYork, NY 10027 “foucher Type: l—;lCummems ()
*Address: 1 Q

Print Invoice

Copy PO

Copy From:

Itern:
unit Price;
Line Amount:

—
T

Quantity:

(4]

First Kl of1 O

Description: |

Micrasoft Office 2010 & Reqular Entry - Windo...

™ One Asset

[ _:@Z_,i

=

hitn - =]

Step

Action

66.

"3/14/2012".

Enter the desired information into the Date Dept Rec'd Invoice field. Enter

Advanced Vendor Search

e

Control Group:

Invoice Lines: 0.00
*Currency: usD &
Miscellaneous: =

Freight: =
Total: 300.00
Difference: 0.00

Calculate |

Invoice Lines

Line: 1

Ship To: unoponnot Q
SpeedChart: Q

*Pay Terms:
Basis Date Type: In¥ Date

Mon Merchandise Summary

Copy From Source Document
PO Unit:
PO Number:

00 Q Due MHow

Favarites © Man Menu > Accoumg Pavable > Voughers > Add]uvpdate > Regular Entry
E Related Content B0 Mew Window 2 Help Etf Customize Page
Payments Youcher Atributes
Business Unit: COLUM Invoice No: ‘bash Advance Expense
Vfoucher ID: MEXT Invoice Date: 03142012 [
Voucher Style: Ragular Voucher Accounting Date: 0311412012
| ‘iew Documents |
Vendor ID: 00000004 Q Ernployes Vendor *Date Dept Rec'd Invoice: [3114i2012 |5 Session Defaults
ShortName: EMPLOYEE-DD1 Q3280 Broadway *Service Location: us =] Attachments (0
Lacation: CHK-01 Q. MNewYork, Ny 10027 “oucher Type: l—;lcnmmems(n)
*Rddress: 1 Q

Print Invoice

Copy PO

Copy From:

tem:
Unit Price:

Line Amount:

2 uom:
I
[ sung

Quantity:

Description: [

I” One Asset

niEn

hitp =

[ o

[ [ mrermet

[ - [

% -
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Step

Action

67.

Click the Voucher Type list.

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

EREIateanntent r_E’Nemednw ? Help E{Custnm\ze?age htm ]

Invaice Information Payments Youcher Afiributes
Business Unit: COLUM Invoice No: |ba5h Advance Expense
Voucher ID: MENT Imvoice Date: 03/14i2017 Gl
Vfoucher Style: Regular Voucher Accounting Date: 0314i2012
View Documnents
Vendor ID: 0nnooaa004 aQ Employes Vendar *Date Dept Rec'd Invoice: |3/14/2012 | Gession Defaults
Shorthiame: EMFLOYEE-001 S 3280 Broadway *Service Location: us ~[Attachments (0
Location: CHK-01 Q. Mew York, MY 10027 “foucher Type: S camments(0}
*Address: 1 Q
Advanced Vendar Search
Employee Reirm)|

Control Graup: G 'PayTerms: & oo A Due Now Invoice
Invoice Lines: 000 Basis Date Type: Inw Date gﬁéﬁ;’;feenera
“Currency: ‘ Usola, hon Merchandise Summary Petty Cash e

" o] Refunds
Miscellaneous: 71 Stipends
Freight: = Travel Advance

300.00

Total:
Copy From Source Document
Difference: 0.00 PO Unit:

Invoice Lines

Calculate PO Number:

Copy From:

Line: 1 Itern:
“Distribute by Amount :I' unit Price;
Ship To: cunnonnnnt Q Line Amount:
SpeedChart: Q Description:
™ One Asset
4 | » i
Done T T [ e meeme [5h « % -

Step

Action

68.

For Travel and Cash Advances, you will select the Employee Reimbursement list
item for the expense voucher associated with a Prepaid VVoucher. For expense
vouchers that should be associated with non-employee vendor advances, you would
select "Invoice" as the correct VVoucher Type.

Emplovee Reim
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ERelatenCnmem @NEWWmdnw ? Help Efcuammwze?age hrlp ]

Miscellaneous:

([ Payments Woucher Affributes
Business Unit: COLUM Invoice No: fzash Advance Expense
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Regular Vaucher Accounting Date: 0314/2012 [5]
| View Documents |
vendor ID: 0000000004 Q& Employee vendor "Date Dept Rec'd Imvoice: [03/14/2012 ) Session Defaulls
ShortName: EMPLOYEE-001 Q3280 Broadway *service Location: usg « |Attachments (0
Location: CHICO1 @ Mewvork NY 10027 “oucher Type: l—_[Emplnyea R v Cammentsin)
*Address: 1 Q
Advanced Vendar Search
Control Group: @ ‘PayTerms: & oo QU Due Mow
Invoice Lines: Basis Date Type: Inw Date
‘Currency: Mon Merchandise Surmmary Printinvoice

0.00
UsD Q

Invoice Lines

SpeedChart:

i/start J @

Freight: =
Total: 300.00
Difference:

0.00 PO Unit:
PO Humber:

Caleulate |
Copy From:

Itern:
Unit Price:
Line Amount:

Amount =
cuooonooat Q

Q Description:

Micrasoft Office 2010 & Reqular Entry - Windo...

Copy From Source Document

Copy PO

First Kl of1 O

™ One Asset

Step

Action

69.

Click in the Description field.

Business Unit:
Moucher ID:
Voucher Styde:

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

[=] Related content &0 Mewwindow 7 Help  [& customize Page B np <

Payments Youcher Atributes
CoLuM Imvoice No: [2sh Advance Expense
MEXT Invoice Date: 031472012 [
Regular Voucher Accounting Date: 03/14/2012

| ‘iew Documents |

Vendor ID:
ShortName:
Location:
*Address:

Control Group:
Imvoice Lines:

*Currency:

Freight:

Total:

Miscellaneous:

0000000004 Q,
EMPLOYEE-001 Q
CHE-01 Q
1 &

*Pay Terms: =

Q,
Basis Date Type:

’7853(1 Don Merchandise Summary
[ soom0

Ermployee Vendor
3280 Broadway
Mew Yark, NY 10027

Advanced Vendor Search

Difference:

Invoice Lines

SpeedChart:

i
#start J @&

0.0o PO Unit:
PO Number:

Calculate |
Copy From:

1 ttem:

Armount | Unit Price:

cunoonnno+ Q. Line Amount:
R pescription:

Microsoft Office 2010 & Reqular Entry - Windo...

Copy From Source Document

*Date Dept Rec'd Imvoice: (031412012 [ Session Defaulls
*Service Location: ug ~|Aftachments ("

Comments (0]
Crploree A= Comments(D.

“oucher Type:

o @ DueMow

Inw Date

Print Invoice

Copy PO

First K14 oF 1 'Last

I” One Asset
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Step Action

70. Enter the desired information into the Description field. Enter "Cash Advance
Expense”.

Home
Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

[=] Related Content & Mewwindow  ? Help  [& Customize Page B hte =
Payments Youcher Altributes

Business Unit: COLUM Invoice No: ‘bash Advance Expense
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Regular Vaucher Accounting Date: 03/14/2012 [E

View Documnents
Vendor ID: 0000000004 S Employee vendor *Date Dept Rec'd Invoice: |03i14/2012 5 gession Defaults
ShortName: [EMPLOYEEDOT @ 3280 Broadway *Service Location: s =] Attachments (0

Lacation: CHK-01 q  Mewvork NY 10027 “Youcher Type: Ermpioyes R =] Sommentsil
*Address: 1 Q
Advanced Vendar Search

Control Group: o ‘PayTerms: &= oo QA Due Mow

Ivoice Lines: 0.00 Basis Date Type: Inv Date
‘Currency: [ U= Llon Mershandize Sumima Print Invaice

Miscellaneous: =
Freight: |5

Total: 300.00
Copy From Source Document

Difference: 0.00 PO Unit: Q
[ Calculate PO Number: Q Copy PO
Copy Fromm: [rane =1 Go
Invoice Lines
=

1 ftem: S uom: Q

Amount = Unit Price: Quantity:
Ship To: CL00000001 @ Line Amount: 300.00
SpeedChart: < pescription: Cash Advance Expense|

I~ One Asset

al i %‘
& start Jg JMlcrUsUftOfﬁEEZUlU {& Reqular Entry - Windo... J (oEs ERRE 3 «

Step Action

71. Scroll to the bottom of the page to complete the distribution information.
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Line:

Training Guide
Voucher Processing

Favnvr\tes MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate Regular Entry

e L =T Linpioges v L e PP =
ShortName: EMPLOYEE-001 Q3280 Broadway *service Location: usg « |Attachments (0 J
Location: CHICO1 @ Mewvork NY 10027 “oucher Type: l—_lEmﬂ\DvEE e [Sommentsiny

*Address: 1 Q

Advanced Vendar Search

Control Group: @ ‘PayTerms: & oo QU Due Mow

Invoice Lines: 0.00 Basis Date Type: Inw Date

‘Currency: ’7USDQ Mon Merchandise Summary Print Invoice

Miscellaneous: =

Freight: =

Total: 300.00

Copy From Source Document
Difference: 0.00 PO Unit:
| Calculate | PO Number:

Copy PO

Copy From:

~ Distribution Lines

Item:
“Distribute by Amount :I‘ Unit Price; Quantity:
Ship To: 00000001 Q@ Line Amount: 300.00
SpeedChart: < pescription: |cash advance Expense]
I One Asset
| calulate |

[ Exchange Rats || Statistics || Assets |
:E‘:v':’"‘ Line  Merchandise Amt Ouantity *GLUNit  Account  Opentem  Fund  Dept Initiative Funetion :ﬁnﬁ“s
B O 1 300.00 o

4

owa | e aflal lal lal & a
‘ L4

Dstar| |

IFI Saua T Mebife | L0 Badeach |

Micrasoft Office 2010 & Reqular Entry - Windo...

Step Action

72.

Click in the Account field.

Favarites | Main Menu > Accountg Pavable > Voughers > Add]uvpdate > Regular Entry

ot L R . R "
ShortName: EMPLOYEE-DOT @ 3280 Broadway *Service Location: lﬁ ttachrments (o ]
Location: CHE:O1 @ Mework NY 10027 “oucher Type: Ermpiares R jCommentsi0)

*Address: 1 Q

Advanced Yendor Search

Control Group: e “Pay Terms: & oo QU Due Mow

Invoice Lines: 000 Basis Date Type: Inw Date

*Currency: UsD|Q Ll Print Invaice

Miscellaneous: =

Freight: 5

Totak: 300.00

Copy From Source Document
Difference: 0.00 PO Unit:
‘ Calculate | PO Number:

Copy From:

Copy PO

Line: 1 Item: A yom: Q
“Distribute by: Amount =] Unit Price: Quantity:
Ship To: CUnoononot Q. Line Amount: 300.00
SpeedChart: 2 pescription: [cash advance Expanse|
I~ One Asset
| Calculate |
ution Lines
I | Exchange Rale | Stefistics | Assets |
If;’m Line Merchandise Amt Quantity “GL Unft  Account  Openttem  Fund  Dept Initiative Function Eﬁ:“s
B O 1 300.00

4

fcotwe, [ @ a [ Q Q a [ a
‘ 13

IFI Coua ekt |

EEE

| o matvocn |

Microsoft Office 2010 & Reqular Entry - Windo...
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Step

Action

73.

Enter the desired information into the Account field. Enter "65205",

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
T Lipiuyes et

ShortName: WQ 3280 Broadway *Service Location: im ttachments (0
Location: [cmicor @ Mewverk b 10027 “oucher Type: [Erpiogee R FjCsmmenisil:
*Address: 1 Q

Advanced Vendar Search

Control Group: ’7 o 'PavTerms: = |oo QR Due Mow

folcs Lines: 000 E:ji;Z::aL?:; Summa e [ — o]
*Currency: ’7USD Q DN Mershandise Summary Print Invoice
Miscellaneous: ’7 =

Freight: ’7 o]

Total: 300.00

Copy From Source Document

Difference: 0.00 PO Unit: @
[ Caloulate ] PO Numnber: Q | Copy PO |
Copy From: INDHE

Invoice Lines
Line: 1 Item: A von:
“Distribute by: Amount :I‘ Unit Price: Quantity:
Ship To: cunooooooT 3, Line Amount: 300.00
SpeedChart: Q Description: |Cash Advance Expensa|
I One Asset
| calulate |

~ Distribution Lines
" Exchange Rate || Statistics | Assets

First Kl 1 of 1 O Lot

::v':"" Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative Function :ﬁ:“s
B O 1 300.00 COLUNG, [p52058 @ a | & aQ a a aQ b
4| | D
R = asa | L linrlsba Miznls | ,L‘

i start] J ) J |&] Microsoft Office 2010 /& Regular Entry - Windo...

o= T =i

Step

Action

74.

Click in the Fund field.

[]
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Favorites MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate
venun L e -7

EMPLOYEE-001 Q

Regular Entry
EMpIoyee venaor . L

ShortName: 3280 Broadway *Service Location: ug « |Attachments (0 J
Location: CHK-01 Q. MNew York, MY 10027 “foucher Type: Employee R ¥ Comrnents(0)
*Address: 1 Q
Advanced Yendar Search
Control Group: @ ‘'PayTerms: & |oo QU pus Now
Invoice Lines: 000 Basis Date Type: Inw Date
“Currency: ’7USD a kon Merchandise Summary Frint Invaice
Miscellaneous: =
Freight: =
Total: 300.00
Copy From Source Document

Difference: 0.00 PO Unit:

| Calculate | PO Humber:

Copy PO

Copy From:

Line: 1 Item:
“Distribute by Amount :I' Unit Price; Quantity:
Ship To: 00000001 @ Line Amount: 300.00
SpeedChart: R pescription: [Cash Advance Expense|
I One Asset
| calulate |

~ Distribution Lines

[ Exchange Rats || Statistics || Assets |
:E‘:v':’"‘ Line  Merchandise Amt Ouantity *GLUNit  Account  Opentem  Fund  Dept Initiative Funetion :ﬁnﬁ“s
B O 1 300.00 o

4

lowa fpszose [ @l el la[ & @
| »

IFI Saua T Mebife | L0 Badeach |

i/ start: J @ Micrasoft Office 2010 & Reqular Entry - Windo...

Step Action

75.

Enter the desired information into the Fund field. Enter "30".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
T Lipiuyes et

ShortName: W @ 3280 Broadway *Service Location: im ttachments (0 =]
Location: chHkor @ e Vork, NY 10027 “oucher Type: mwmmems(ul
*Address: 1 Q
Advanced Vendar Search
Control Group: ’70\ *Pay Terms: = "]['7& Due Mow
Invoice Lines: 0.00 Eﬂsis Date Type: Inw Date
*Currency. yius[) Q Lon Mershandizs Bummary Print Invoice
Miscellaneous: ’7 =
Freight: =
Tatal: [ 30000
Copy From Source Document
Difference:

PO Unit:
PO Number:

Caleulate | Comy FO

Copy From:

| calulate |

Line: 1 Item: A von: Q
“Distribute by: Amount :I‘ Unit Price: Quantity:
Ship To: CLO0000001 Q Line Amount: 300.00
SpeedChart: Q. Description: [ash advance Expenze|
I One Asset

EEIE

[ Exchange Rats || Statistics || Assets |
::w“ Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative Function :ﬁ:“s
B O 1 300.00 coLun@, [e5205 Gy a [zola | Q Q Q Q
4| | »
151 See | ) st | [0 Pateasts |

Micrasoft Office 2010 & Regular Entry - Windo... J @

et | L7 Linclata Pizmians |
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Step Action

76. Click in the Dept field.

Home:
Favnvr\tes MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry
et L =T Linpioges renm

ShortName: [EMPLOYEEDOT (@ 3280 Broadway *Service Location: ‘ us =|atlachments [y =
Location: fereor g MewYerk b 10027 “oucher Type: [Ermpiopes Rz simetsils

*Address: ’17 Q

Advanced Vendor Search

Control Group: ’7 @ ‘PayTerms: = "]['7(:1 Due Mow

e tnes: 0.00 2:?;:::3?;:; Surnma o

*Currency: ’7USD Q DN MErandise Summary Print Invoice

Miscellaneous: =

Freight: ’7 o]

Total: 300.00

Copy From Source Document

Difference: 0.00 PO Unit: Q
| caloulate | PO Humber: e | Sopy PO ]
Copy From: [rane
Invoice Lines
Line: 1 Item: A vom:
“Distribute by Amount :I‘ Unit Price; Quantity:
Ship To: CL00000001 @ Line Amount: 300.00
SpeedChart: Q Description: Cash Advance Expensa|
I One Asset
| calculate |

~ Distribution Lines

First 0 1o0f1 n
¢ " Exchange Rate || Statistics | Assets
Copy | _ _ N _ o _ PC Bus
Down Line Merchandise Amt  Quantity ‘GL Unit Account Openitemn Fund Dept Initiative Function Unit
=B - 1 300.00 coLunva, [e5205 @ a [3o)a [4 Q Q Q Q o
4| | D

IFI Saua T Mebife | L0 Badeach |

B aaa | LB Linclata Pismians | ‘,Ll
i start J ) JMicrnsnftOFﬁtaZDlD /& Regular Entry - Windo... J @ & [| & F

Step Action

77. Enter the desired information into the Dept field. Enter "5502104".
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Line:

Itern:
“Distribute by Amount :I‘ Unit Price; Quantity:
Ship To: cuooonooat Q,  Line Amount: 200.00
SpeedChart: Q. Description: [cash Advance Expense|
™ One Asset
| calulate |

Training Guide
Voucher Processing

Favnvr\tes MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate Regular Entry

e L =T Linpioges v L e PP =
ShortName: EMPLOYEE-001 Q3280 Broadway *service Location: usg « |Attachments (0 J
Location: CHICO1 @ Mewvork NY 10027 “oucher Type: l—_[Empluyee RTe] Camments;

*Address: 1 Q

Advanced Vendar Search

Control Group: @ ‘PayTerms: & oo QU Due Mow

Invoice Lines: 0.00 Basis Date Type: Inw Date

‘Currency: ’7USDQ Mon Merchandise Summary Print Invoice

Miscellaneous: =

Freight: =

Total: 300.00

Copy From Source Document
Difference: 0.00 PO Unit:
| Calculate | PO Number:

Copy PO

Copy From:

~ Distribution Lines

[ Exchange Rats || Statistics || Assets |
:E‘:v':’"‘ Line  Merchandise Amt Ouantity *GLUNit  Account  Opentem  Fund  Dept Initiative Funetion :ﬁnﬁ“s
B O 1 300.00 o

4

coLuna, [e5205 @ Q [30]@ psozioda | Q Q Q
‘ »

Dstar| |

IFI Saua T Wi

o | Lo madeah |

Micrasoft Office 2010 & Reqular Entry - Windo...

Step

Action

78.

Click in the Initiative field.

> Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Favorites  Main Menu

ShortName: EMPLOYEE-DOT Q
Location: CHK-01 Q
*Address: 1 Q
Advanced Vendor Search

Control Group: | (< Y
Imvoice Lines: 0.00
*Currency: uUsD Q.
Miscellaneous: =
Freight: 5
Total: 300.00
Difference: 0.00

| Calculate |

IR i
3280 Broadway
Mew Yark, NY 10027

*Pay Terms: = |oo Q. Due Maw
Basis Date Type: Inw Date

Don Merchandise Summary

Copy From Source Document

PO Unit:
PO Number:

Copy From:

*Service Location: ug ~|Aftachments ("
LComments(0)
Employes R~ Comments(0.

“oucher Type:

Print Invoice

Copy PO

Line: 1 Item:  uom: Q
“Distribute by: Amount =] Unit Price: Quantity:
Ship To: CUnoononot Q. Line Amount: 300.00
SpeedChart: C,  Description: |=ash advance Expensze|
I~ One Asset
| Calculate |
ution Lines
I | Exchange Rale | Stefistics | Assets |
If;’m Line Merchandise Amt Quantity “GL Unft  Account  Openttem  Fund  Dept Initiative Function Eﬁ:“s
B O 1 300.00 pe

4

coLune, [e5205 @ Q [ Eazioda [of Q Q Q
‘ 13

IFI Coua ekt |

EEE

| o matvocn |

Microsoft Office 2010 & Reqular Entry - Windo...
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Step Action

79. Enter the desired information into the Initiative field. Enter *00000".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
T Lipiuyes et

ShortName: WQ 3280 Broadway *Service Location: im ttachments (0 =
Location: [cmicor @ Mewverk b 10027 “oucher Type: [Erpiogee R FjCsmmenisil:

*Address: 1 Q

Advanced Vendar Search

Control Group: ’7 o 'PavTerms: = |oo QR Due Mow

folcs Lines: 000 E:ji;Z::aL?:; Summa e [ — o]

*Currency: ’7USD Q DN Mershandise Summary Print Invoice

Miscellaneous: ’7 =

Freight: ’7 o]

Total: 300.00

Copy From Source Document

Difference: 0.00 PO Unit: @
[ Caloulate ] PO Numnber: Q | Copy PO |
Copy From: INDHE

Invoice Lines
Line: 1 Item: A von:
“Distribute by: Amount :I‘ Unit Price: Quantity:
Ship To: cunooooooT 3, Line Amount: 300.00
SpeedChart: Q Description: |Cash Advance Expensa|
I One Asset
| calulate |

~ Distribution Lines
" Exchange Rate || Statistics | Assets

First Kl 1 of 1 O Lot

::v':"" Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative Function :ﬁ:“s
Bl O 1 300.00 COLUNG, [65205 @ a [30)@ [ssoztosd fooooo @ | Q Q Bl
4| | D
R = asa | L linrlsba Miznls | ,L‘

i start Jg JMicrnsnftOFﬁtaZDlD /& Regular Entry - Windo... J @ & [l @& |«

Step Action

80. Click in the Function field.

L]
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Favnvr\tes MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate Regular Entry

e L =T Linpioges v L e PP =
ShortName: EMPLOYEE-001 Q3280 Broadway *service Location: usg « |Attachments (0 J
Location: CHICO1 @ Mewvork NY 10027 “oucher Type: l—_[Empluyee RTe] Camments;

*Address: 1 Q

Advanced Vendar Search

Control Group: @ ‘PayTerms: & oo QU Due Mow

Invoice Lines: 0.00 Basis Date Type: Inw Date

‘Currency: ’7USDQ Mon Merchandise Summary Print Invoice

Miscellaneous: =

Freight: =

Total: 300.00

Copy From Source Document
Difference: 0.00 PO Unit:
| Calculate | PO Number:

Copy PO

Copy From:

Line: 1 Itern:

“Distribute by Amount :I‘ Unit Price; Quantity:
Ship To: cuooonooat Q,  Line Amount: 200.00
SpeedChart: Q. Description: |zash Advance Expense|

™ One Asset

| calulate |
~ Distribution Lines

[ Exchange Rats || Statistics || Assets |

Dowy Line  Merchandise Amt  Quantity *GLUNit  Account  Opentem  Fund  Dept Initiative [pC Bus

Unit
= 1 300.00 coLun@, [s5205 @ Q [ [s02104a [oooon @[] aQ aQ o
| »

4

Function

IFI Saua T Mebife | L0 Badeach |

i/ start: J @ Micrasoft Office 2010 & Reqular Entry - Windo...

Step

Action

81.

Enter the desired information into the Function field. Enter "200".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
T Lipiuyes et

ShortName: EMPLOYEE-DO1 Q3280 Broadway *Service Location: us ~|Aftachments (0" d
Lacation: CHI-01 q  MewYork WY 10027 “Woucher Type: [Ermioyes R Z] Commentsi0)
*Address: 1 Q

Advanced Vendar Search

Control Group: | - Y *Pay Terms: oo Q Duehow

meee tnes: 0.00 E:ji;Z::aL?:; Surnma e —_—
*Currency: ’7USD Q DN Mershandise Summary Print Invoice
Miscellaneous: =

Freight: ’7 o]

Tatal: [ 30000

Copy From Source Document
Difference: 0.00 PO Unit:

Calculate | PO Number: Copy PO

Copy From:

Line: 1 Item: A von: Q
“Distribute by: Amount :I‘ Unit Price: Quantity:
Ship To: CLO0000001 Q Line Amount: 300.00
SpeedChart: Q. Description: [cash Advance Expense|
I One Asset

| calulate |

[ Exchange Rats

[ Statistics || Assets

PC Bus
Unit

= 1 300.00 coLun@, [s5206 @ Q [ [smo2i04q [ooonn @ [200 @ | aQ b
| »

DDS{l Line  Merchandise Amt Quantity *GL Unit Account Openitem Fund Dept Initiative Function

4

‘IFI Saua ] Mebife | L0 Badeach | | .I !._i\ Lelaba Mismizar ‘,_I
& start J & J Microsoft Office 2010 /@ Regular Entry - Windo... J = ==FC F

Page 195




Training Guide

Voucher Processing M

Step Action

82. Click in the PC Bus Unit field.

]

Home:
Favnvr\tes MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry
et L =T Linpioges renm

ShortName: [EMPLOYEEDOT (@ 3280 Broadway *Service Location: ‘ us =|atlachments [y =
Location: fereor g MewYerk b 10027 “oucher Type: [Ermpiores P20

*Address: ’17 Q

Advanced Vendor Search

Control Group: ’7 @ ‘PayTerms: = "]['7(:1 Due Mow

e tnes: 0.00 2:?;:::3?;:; Surnma o

*Currency: ’7USD Q DN MErandise Summary Print Invoice

Miscellaneous: =

Freight: ’7 o]

Total: 300.00

Copy From Source Document

Difference: 0.00 PO Unit: Q
| caloulate | PO Humber: e | Sopy PO ]
Copy From: [rane
Invoice Lines
Line: 1 Item: A vom:
“Distribute by Amount :I‘ Unit Price; Quantity:
Ship To: cuooonooat @ Line Amount: 200.00
SpeedChart: Q. Description: Cash Advance Expense|
I One Asset
| calculate |

~ Distribution Lines

First K 10f1 0
¢ " Exchange Rate || Statistics | Assets
Copy | _ _ N _ o _ PC Bus
Down Line Merchandise Amt  Quantity ‘GL Unit Account Openitemn Fund Dept Initiative Function Unit
E - 1 300.00 coLun@, [p5205 @ Q [30/@ [ssoztos@ foooon @ o @ 5 @ e
4| | D

IFI Saua T Mebife | L0 Badeach |

B aaa | LB Linclata Pismians | ‘,Ll
i start J ) JMicrnsnftOFﬁtaZDlD /& Regular Entry - Windo... J @ & [| & F

Step Action

83. Enter the desired information into the PC Bus Unit field. Enter "GENRL".
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Favnvr\tes MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Regular Entry

Lipioyes reluu

- Mew York, NY 10027 -
Location: CHK-01 Q “oucher Type: Erployea K= Cormmentsi)
*Address: 1 Q

Advanced Vendar Search

Control Group: yiq *Pay Terms: = "]['7(:1 Due Mow

meee tnes: 0.00 2:?;:::3?;:; Surnma o —_—
*Currency: ’7USD Q DN MErandise Summary Print Invoice
Miscellaneous: =

Freight: ’7 o]

Tatal: [ 30000

Copy From Source Document
Difference: 0.00 PO Unit:

Calculate | PO Humber: Capy PO

Copy From:

Line: 1 Itern:

“Distribute by Amount :I‘ Unit Price; Quantity:
Ship To: cuooonooat Q,  Line Amount: 200.00
SpeedChart: Q. Description: |zash Advance Expense|

™ One Asset

| calulate |
~ Distribution Lines

[ Exchange Rats || Statistics || Assets |

Dowy Line  Merchandise Amt  Quantity *GLUNit  Account  Opentem  Fund  Dept Initiative [pC Bus

Unit
= 1 300.00 coLun@, [s5205 @ Q [0 [s02104@ [oooon @ [200 @ JENRLQ
| »

4

Function

ShortNarme: EMPLOYEE-001 Q3280 Broadway *Service Location: us w|Altachments (01

IFI Saua T Mebife | L0 Badeach |

i/ start: J @ Micrasoft Office 2010 & Reqular Entry - Windo...

Step

Action

84.

Drag the scrollbar to the right to complete the rest of the distribution information.

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
T Lipiuyes et

ShortName: EMPLOYEE-DO1 Q3280 Broadway *Service Location: us ~|Aftachments (0"
- Mew York, NY 10027 -

Location: CHE-01 Q “Woucher Type: Employes R = Comments(D:

*Address: 1 Q

Advanced Vendar Search

Control Group: | - Y *Pay Terms: oo Q Duehow

meee tnes: 0.00 E:ji;Z::aL?:; Surnma e —_—
*Currency: ’7USD Q DN Mershandise Summary Print Invoice
Miscellaneous: =

Freight: ’7 o]

Tatal: [ 30000

Copy From Source Document
Difference: 0.00 PO Unit:
Caleulate | PO Number:

Copy PO

Copy From:

Line: 1 Item: A von: Q
“Distribute by: Amount :I‘ Unit Price: Quantity:
Ship To: CuU00000001 Q Line Amount: 300.00
SpeedChart: Q. Description: |zash Advance Expense|
I One Asset
| calulate |
i ution Lines:

[ Exchange Rats || Statistics | Assets

::v':"" Line Merchandise Amt Quantity ®  Project Activity
B O 1 30000 | dac | a |
Al
I e | =1 ot | (o0 mateaen |

EEIE

Micrasoft Office 2010 & Regular Entry - Windo...
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Step

Action

85.

Click in the Project field.

Home:
Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

Lipoyes reniuu

ShortName: [EMPLOYEEDOT (@ 3280 Broadway *Service Location: ‘ us =|atlachments [y
Location: fereor g MewYerk b 10027 “oucher Type: [Ermpiopes Rz simetsils
*Address: ’17 Q

Advanced Vendor Search

Control Group: ’7 @ ‘PayTerms: = "]['7(:1 Due Mow

e tnes: 0.00 2:?;:::3?;:; Surnma o

*Currency: ’7USD Q DN MErandise Summary Print Invoice
Miscellaneous: =

Freight: ’7 o]

Total: 300.00

Copy From Source Document

Difference: 0.00 PO Unit: Q
| caloulate | PO Humber: e | Sopy PO ]
Copy From: [rane

Invoice Lines

Line: 1 Item: A vom:

“Distribute by Amount :I‘ Unit Price; Quantity:

Ship To: CL00000001 @ Line Amount: 300.00

SpeedChart: Q. Description: Cash Advance Expense]

I One Asset
| calculate |

~ Distribution Lines

First K 10f1 0
¢ " Exchange Rate || Statistics | Assets
Copy | _ _ 5 - _ _ Fund
Down LiNe  Merchandise Amt  Quantity Project Activity Segment Site Affiliate o Budge
=B - 1 300.00 dJa | a | a | Q a | Q Q. (o34
Al | i
[0 Seie | [ bate | (6. Pateast |

B aaa | LB Linclata Pismians |
i start J ) J || Microsoft Office 2010 /& Regular Entry - Windo...

|m &[] &

i

]

Step

Action

86.

Enter the desired information into the Project field. Enter "GT001008".
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Line:

Ship To:
SpeedChart:

“Distribute

| calulate |

" Exchi

Amount

~ Distribution Lines

hd Unit Price: Quantity:
cuooonooat Q  Line Amount: 200.00
Q. Description: [cash Advance Expense|
™ One Asset
ange Rate || Statistics || Assets |

Favnvr\tes MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate Regular Entry
e L =T Linpioges v e PP
ShortNarme: EMPLOYEE-001 Q3280 Broadway *Service Location: us w|Altachments (01
jon: x New York, NY 10027 “oucher Type: Commentsig

Location: CHK-01 Q v Employee R~

*Address: 1 Q

Advanced Vendar Search

Control Group: @ ‘PayTerms: & oo QU Due Mow

Imoice Lines: .00 Basis Date Type: In¥ Date

“Currency: ’7USDQ Mon Merchandise Summary v frerree
Miscellaneous: =

Freight: =

Total: 300.00

Copy From Source Document
Difference: 0.00 PO Unit:
[ Calculate | PO Number:

Copy PO

Copy From:

Itern:

Merchandise Amt  Quantity

®  Project Activity Segment

1 300.00

2@ prootoos @
5

I Q |

Dstar| |

IFI Saua T Mebife | L0 Badeach |

Micrasoft Office 2010 & Reqular Entry - Windo...

Step

Action

87.

Click in the Activity field.

Line:
“Distribute by
Ship To:

SpeedChart:

| Calculate

Favorites

ShortName: EMPLOYEE-DOT Q
Location: CHK-01 Q
*Address: 1 Q
Advanced Vendor Search

Control Group: | (< Y
Imvoice Lines: 0.00
*Currency: uUsD Q.
Miscellaneous: =
Freight: 5
Total: 300.00
Difference: 0.00

| Calculate |

1

Amount

unoponnot

Q
a

Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

IR i
3280 Broadway
Mew Yark, NY 10027

*Service Location:

ug ~|Aftachments ("

4
“Youcher Type: Erplores RIS Commentsil
*Pay Terms: = |oo Q. Due Maw
Basis Date Type: Inw Date

Don Merchandise Summary

Print Invoice

Copy From Source Document
PO Unit:

PO Humber: Gopy PO

Copy From:

tem: A uom: Q
Unit Price: Quantity:

Line Amount: 300.00

Description: ‘Cash Advance Expenae\

I” One Asset

#start J &

J

| Exchange Rele | Stetistics || Sssets |
Copy . . . s - » B - Fund ]
Dony Line  Merchandise Amt Quantity Praject Activity Segment site Afiiliate e Budge
B O 1 30000 | 1 promooe Q. [of Q |
[]
B on | T st | [ ootear |

Microsoft Office 2010 & Reqular Entry - Windo...
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Step Action

88. Enter the desired information into the Activity field. Enter "01".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
T Lipiuyes et

ShortName: EMPLOYEE-001 @ 3280 Broadway *Service Location: us =] Attachments (o) =
- Mew York, NY 10027 .

Location: CHK-01 Q “Woucher Type: Employes R Comments(

*Address: 1 Q

Advanced Vendar Search

Control Group: | - Y *Pay Terms: oo Q Duehow

meee tnes: 0.00 E:ji;Z::aL?:; Surnma e —_—
*Currency: ’7USD Q DN Mershandise Summary Print Invoice
Miscellaneous: =

Freight: ’7 o]

Total: 300.00

Copy From Source Document

Difference: 0.00 PO Unit: @
| Calculate | PO Number: Q ! Capy PO |
Copy From: [rane
Invoice Lines
Line: 1 Item: A von:
“Distribute by: Amount :I‘ Unit Price: Quantity:
Ship To: cuUN000n00t Q  Line Amount: 300.00
SpeedChart: Q Description: ‘Cash Advance Expense\
I One Asset
| calulate |

~ Distribution Lines
" Exchange Rate || Statistics | Assets

First Kl 1 of 1 O Lot

::v':"" Line Merchandise Amt Quantity ®  Project Activity Segment Site Affiliate ;‘fj;-l‘ld Budge
E - 1 300.00, | 2@ [sToooosc [0t Q|| Q a | a Q. [na4
Al | 0
(=1 cove | M Mt | [0 Batiazh | (= aetd | Bl 1 indstamismie: | hd
= i

i start Jg JMicrnsnftOFﬁtaZDlD /& Regular Entry - Windo... J @ & [l @& |«

Step Action

89. Click in the Segment field.

[
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Favnvr\tes MalnvMenu > Accounts Payable > Wou
ShortName: EMPLOYEE-DO1 Q
Location: CHK-01 Q
*Address: 1 Q

Advanced Vendar Search

Control Group: Q
Invoice Lines: 0.00
*Currency: usD| Q@
Miscellaneous: =
Freight: [ |
Total: 300.00
Difference: 0.00

| Calculate |

Training Guide
Voucher Processing

chers > AddfUpdate

Lipioyes reluu

Regular Entry

3280 Broadway *Service Location: us w|Altachments (01 d
Mew York, NY 10027 .
“Woucher Type: Ermployes R 7] Comments
*Pay Terms: = oo QU Due Mow
Basis Date Type: In¥ Date

Mon Merchandise Summary

Print Invoice

Copy From Source Document
PO Unit:

PO Number: Copy PO

Copy From:

Line: 1 Item:
“Distribute by Amount :I‘ Unit Price; Quantity:

Ship To: CcuU0o000001 Q,  Line Amount: 300.00

SpeedChart: Q. Description: [cash Advance Expense|

I One Asset

| calulate |

~ Distribution Lines

[ Exchange Rats || Statistics || Assets |
:E‘:v':’"‘ Line  Merchandise Amt Ouantity ®  Project Activity Segment
E - 1 300.00 2@ [sTooooe [0t Qo e
Al

IFI Saua T Mebife | L0 Badeach |

Dstar| |

Micrasoft Office 2010 & Reqular Entry - Windo...

Step

Action

90.

Enter the desired information into the Segment field. Enter "00000000".

i start, J @

Favorites ~

'MainvMenu > Accounts Payable >

EMPLOYEE-001 Q

Wouchers > AddfUpdate > Regular Entry

e

Line: 1

“Distribute by: [Amount =]
Ship To: cunooonnot Q
SpeedChart: Q

| Calculate |
~ Distribution Lines

Shortiame: 3280 Broadway *Senvice Location: [05  =latachments m =]
Location: chemr @ MewYork WY 10027 “Woucher Type: [Emmizyes R E]Cettrtents s}
*Address: ’17 Q
Advanced Vendor Search
Control Group: ’7 Q *Pay Terms: = ’0070, Due Mow
Invoice Lines: 000 Basis Date Type: Inv Date
*Currency: [ USD @ Ll il L2 Frint Invoice
Miscellaneous: [ = |
Freight: ’7 =]
Tatal: [ 3o
Copy From Source Document

Difference: 0.00 PO Unit:

‘ Calculate | PO Number:

Copy From:

Kem: A uom: Q
Unit Price: Quantity:

Line Amount: 300.00

Description: |zash Advance Expense|

™ One Asset

Fir=t 1 40t

Merchandise Amt  Quantity

®  Project Fund

affil

Activity Segment Site: Affiliate Budge

300.00 |

1 [eTomooEq (o1

7]

4

a momo e, [ Q a [ la o
|

IFI Sawe | I Matife | Lot Refresh |

|

Micrasoft Office 2010 & Regular Entry - Windo...
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Step

Action

91.

Drag the scrollbar to the see the bottom of the page.

| save | [=] Motify | | Refresh |

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
LuGduun: [enreur” . h

- R =
*Address: 1 QQ
Advanced Vendor Search
Control Group: Q *Pay Terms: = oo Q. Due Mow
Invoice Lines: 000 Basis Date Type: Inv Date
*Currency: ‘ USD|Q, Llon Merchandise Summary Printinvoice
Miscellaneous: =
Freight: ﬂ
Total: 300.00
Copy From Source Document

Difference: 0.00 PO Unit: Q

| Calculate | PO Number: Q f

Copy PO |

Copy From: |Nune j
Invoice Lines

. Firet K14 of 4 O'Last

Line: 1 Item: 2 uom: Q =
“Distribute by: Amount =] Unit Price: Quantity:
Ship To: CL00000001 Q, Line Amount: 300.00
SpeedChart: C,  Description: [ash advance Expenze|
I One Asset

| Calculate |
istribution Lines

e T T

|0 Exchange Rate | Stetisics | Assets

Copy |, . ) . s ) . } . Fund
Doen Line  Merchandise Amt  Quantity Project Activity Segment Site Affiliate o Budge
E B 1 300.00 | 1 [eTomooEq (o1 @, noooooog G a | Q [SRRINERT
a1 | -

Invoice Information | Eayments | Youcher Attributes

PRl
i start] J @ J || Microsoft Office 2010 & Regular Entry - Windo...

e B

I ./;‘
[Fo= e

Step

Action

92.

Click the Voucher Attributes link to add the associated prepayment reference.
fvoucher Attributes)]
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Regular Entry

[=] Related content B Mewwindow P Help & Customize Page Ehitp <]
i Imwaice Information \Te Payments

Business CoLUM Invoice No: ‘Travel Advance Expense

Unit: NEST Imvoice Date: 03 arzon 2

:;mnher RegularVoucher

Voucher 300.00 PURCHASING EDM view Documents |
Style:

Total:

Woucher Processing

[¥ Post Voucher
[ Revalue Voucher

Packing Slip: I~ Close Voucher

I~ Delete Voucher

Accounting Instructions

Account At: Gross ¥| ‘Template: [5TANDARD Q

Match Action

Match Due Date: “Status: [1ot Anplicable =] I™ Pay UnMatched

Transaction Currency

*Source: Taiales = Rate Type: [CRRNT Q

*Currency: UsD Q Exchange Rate: [
Workflow Approval
Tax Group: *Approval: |Appmva| Framewnrk j

Tax Pymnt Type:

Self Billing Invoice
*SBI: |Indwmua\\/nucher(Aulu-Num) j
SBINumber:

Prepayment

i start J @ J |&] Microsoft Office 2010 & Reqular Entry - Windo... J

Letter of Credit

I
E . - o=

Step Action

93. Drag the scrollbar to the bottom of the page.

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Unit: NEXT Invoice Date: 031412012 & El
:;uu[:her Regularvoucher

Voucher 300.00 PURGHASING EDM Wiewr Docurnents |
Style:

Total:

Voucher Processing

[¥ Post Voucher

Packing Slip: I~ Close Voucher
[ Revalue Voucher

I~ Delete Voucher

Accounting Instructions

Account At: Gross x| “Template: |STANDARD Q

Match Action

Match Due Date: “Status: [miat 2pplicable = I” Pay UnMatched

Transaction Currency

*Source: Tables > Rate Type: ‘CRRNT Q
*Currency: UsD o} Exchange Rate: [

Workflow Approval
Tax Group: *Approval: |Appmva| Framework j
Tax Pymnt Type:

Letter of Credit Self Billing Invoice
*SEI: [Individual voucher (Auta-Hum) =l
SBINumber:

Prepayment
Prepaid Ref: | - i Apply Pr =

[E Save | [El Notify | [r:, Refresh |

\n‘vmce Infarmation | Pavments | voucher Attributes

& start, J @ J |&] Microsoft Office 2010 & Regular Entry - Windo...
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Step

Action

94.

Click in the Prepaid Ref field.

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

ID: — .
Voucher 300.00 PURCHASING EDM | View Documents | B
Style:
Total:

Voucher Processing

[¥ Post Voucher Packing Siip: I~ close Voucher
¥ Revalue Voucher
I~ Delete Voucher
Accounting Instructions
Account At: Gross ~| *Template: [sTANDARD Q
Match Action
Match Due Date: “Status: [riot Applicable = I~ Pay UnMatched

Transaction Currency

*Source: Tables - Rate Type: [cRRNT Q
*Currency: usD Q Exchange Rate: [

Tax Group: *Approval: [Appraval Framewark =1
Tax Pymnt Type:

Workflow Approval

Letter of Credit Self Billing Invoice

QF *SBI: [Individual oucher (Auto-Hum) =l

LiCID:
SBINumber:
Prepayment
Prepaid Ref: | [ automatically Apply Prepayiment I~ Postpone wthd
B Sawe [] Wotity | |7 Retresh | |Ex Add | |5 UpdsteDispl

Inwoice Information | Payments | Yaucher Attributes

3

|
T L e mternet Fa - [%0% -

Step

Action

95.

This is where you will enter the C-Number you entered on the Prepaid VVoucher.
Enter the desired information into the Prepaid Ref field. Enter "C-Number". For
Non-Employee Vendor Advances, you would enter a P-Number instead.
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Favnvr\tes i MalnvMenu > Accounts Payable Wouchers > AddfUpdate

Regular Entry

ID: e o
Voucher 300.00 PURCHASING EDM View Documents | 2l
Style:

Total:

Voucher Processing

[¥ Post Voucher

Packing Slip: ™ Close Voucher
¥ Revalue Voucher

I~ Delete Voucher

Accounting Instructions

Account At: Gross ~| *Template: [sTANDARD Q

Match Action

Match Due Date: [ “Status: [Motappiicabie | I~ Pay UnMatched

Transaction Currency

*Source: Tables - Rate Type: ‘CRRNT Q

*Currency: usD Q Exchange Rate: [

Workflow Approval
Tax Group: *Approval: [Anpraval Framewark =1
Tax Pymnt Type:

Letter of Credit Self Billing Invoice
*SBI: [Individual oucher (Auto-Hum) =l
SBINumber:

Prepayment

Prepaid Ref: C-Numbar - ically Apply Pr [

[E Save [El netrry | [r:, Refresh |

= UpaateDispl

Inwaice Information | Pavments | Vaucher Attributes

4

|
Done T T [3 e mieme [ - [ #1005

o]
A

Step Action

96. Click the Save button.

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate
w:

Reqgular Entry

Voucher 300.00 PURCHASING EDM ViewDocuments | |
Style:
Total:

Woucher Processing

[¥ Post Voucher
[ Revalue Voucher

Packing Slip: I~ Close Voucher

™ Delete Voucher

Accounting Instructions

Account At: Gross x| “Template: |STANDARD Q

Match Action

Match Due Date: “Status: [1ot Anplicable =] I™ Pay UnMatched

Transaction Currency

*Source: Tables - Rate Type: [cRRNT Q
*Currency: UsD Q Exchange Rate: [ 1.00000000

Workflow Approval

Tax Group: *Approval: |Appmva| Framewark j Preview & Submit For Approva
Tax Pymnt Type:

Letter of Credit Self Billing Invoice
*SEI: [Individual voucher (Auta-Hum) =l
SBINumber:

Prepayment

Prepaid Ref: C-Nurnber r ically Apply Pr =

[E Save | [El Notify | [r:, Refresh |

Surnmary | Related Docurments | mvoice Information | Payments | Voucher Atributes | Error Surmary

al
iIstart J @ J | ] Microsoft Office 2010 @ Regular Entry - Windo...
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Step

Action

97.

Irwoice Information|

Click the Invoice Information link.

Favarites

Surnmary Related Dacumnents

Main Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

E Related Content B0 Mew Window 2 Help E,)Custurmze Page

Payrments Woucher Attributes Errar Surnrmary

‘bash Advance Expense

Business Unit: COLUM Imvoice No:
Vfoucher ID: 00000568 Invoice Date: 03/14i2012 E1
Voucher Style: Regular Vaucher Accounting Date: 0311412012
View Documents
Vendor ID: oo0oooooo4 Q Ermployee Vendor *Date Dept Rec'd Invoice: [03/14/2012 |5 Session Defaults
ShortName: EMPLOYEE-DD1 Q3280 Broadway *Service Location: Us =] Attachments (0)
Location: CHE-01 Q. Mew Yark, MY 10027 “Youcher Type: |—_|Emm,EE R~ |Sommentsiih
"Address: 1 a
Advanced Vendar Search
Control Group: @ ‘'Pay Terms: =il S Dus Mow
Invoice Lines: 30000 Basis Date Type: Inw Date
“Currency: ’7USDQ MNon Merchandise Summary v e
Miscellaneous: =] Preview & Subrmit Far Approval
Freight: =
Total: 300.00
Copy From Source Document
Difference: 0.0o PO Unit:
Calculate PO Humber: Gopy PO, —
Copy From: Mone j Go
Invoice Lines Find i First D1 op 1 O ast
1 ] =
Line: 1 Itemn: A uom: Q
“Distribute by Amount =] Unit Price: Quantity:
Ship To: CU00000001 A Line Amount: 300.00
SpeedChart: Q Description: |C99h Advance Expense|
™ one Asset
al I N /_‘
2/ start J & J (2] Microsaft Office 2010 @ Reqular Entry - Windo... J @ & [ & P

Step

Action

98.

Click the Preview & Submit For Approval button.

Preview & Submit For Approval
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[=] Retated Content

Preview Approval

Departmental Approval

Business Unit COLUM Total: 30000
oucher ID 0oooosss
Approval Status Pending

Submit For Approval

Training Guide
Voucher Processing

[_E’NEWW\TMDW “? Help IL/Cuamm\zePagE

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000588, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Initiated Iﬂ%ﬂ

Departmental Approval

Not Routed

[+ -#

Dept voucher Approver Level 1
M voucher Department Approval

Adhoc Approval

= BUSINESS_UNIT=COLUM, VOUCHER_ID=00000583: Initiated

[#]start Mew Path

Ad Hoc Approval

Not Routed
VoucherEmm

Self Approval Step (onore)

Central AP Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000588: Initiated

[#]5tart Mew Path

Central AP Approval - Hon PO

Not Routed
g, Cenlral Youcher Approver
= ZCUVDuchErApnruvers[ROLEj +#]

PRl
i start J @ J || Microsoft Office 2010 & Regular Entry - Windo...

Le | 5

@aTe

Step

Action

99.

Click the Submit For Approval button.
| Submit For Approval |

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

[=] Related Content

Approval Comments

Business Unit COLUM

oucher ID 0onoosss

Additional Details @
oK Cancel Refresh

i start J s J | ] Microsoft Office 2010 @ Regular Entry - Windo...

[_E’Nemednw ? Help E,/Custnm\zePage h

|m &[] &

-

Page 207




Training Guide m
Voucher Processing

Step Action

100. Click the O_K button.

ARC

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

@ | Payments Youcher Attributes Errar Summary

Business Unit coLum

Woucher ID 0oooosss

Departmental Approval

=~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000588, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Fending

Departmental Approval

Pending

© Dept Vaucher Approver Level 1
Woucher Department Approvwal

Adhoc Approval

= BUSINESS_UNIT=COLUM, VOUCHER_ID=00000588: Awaiting Further Approvals

Ad Hoe Approval

Not Routed

= Woucher Ent
Self Approval Step (lanare)

Central AP Approval

<~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000588: Awaiting Further Approvals

Central AP Approval - Hon PO

Not Routed
Central Voucher Appraver
=

ZCUNoucherapprovers(ROLE)

[ | Dnlndnel Fim et i b | lmwmien nfnmamtins | Dawmannte 1) innehay dikbos | Sear Summmans | Anmemwn] S sme

EREIateanntent r_E’Nemednw ? Help E,/Custnm\zePage htm ]

hita

B save | =] Natity | |4 Retresh Ev Atd | |8 UpdateDisplay |

i I .
Start J@ J@Micrnsnftofﬁ:azmﬂ & Regular Entry - Windo... J @ & [] &

-

<<

Step Action

101. See the approval workflow routing upon submission.
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(@ [ payments

Youcher Attributes

Errar Summary

Business Unit

Youcher ID

CoLUM
00000538

[=] Retated Content

Training Guide
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[_E’NEWW\TMDW “? Help IL/Cuamm\zePagE hrlp ]

=

Departmental Approval

< BUSINESS_UNIT=COLUM, VOUCHER_ID=00000588, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Fending
Departmental Approval

Pending
© pt Vaucher Apnrover Lewel 1
‘oucher Department Approval

Adhoc Approval

=~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000588: Awaiting Further Approvals
Ad Hoe Approval

Not Routed

= ‘Oucher Entry
elf Approval Step (lgnore)

Central AP Approval
~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000588: Awaiting Further Approvals

Central AP Approval - Hon PO

Not Routed

@ Central Youcher Approver
ZCUNoucherapprovers(ROLE)

B save | =) natty | |2 Retresh Ev &td | |5 UpdateDisplay |

[ | Dnlndnel Fim et ante | lumicn nfnmamtins | Dawmannte 1 innekay dikbes | Smar Summmans | Asmemes | S

<l 1 S
Start Jg J@MicrnsnftOFﬁtEZDlﬂ & Regular Entry - Windo... J @ & [] &

-

<«

Step

Action

102.

You have successfully created a Prepaid Voucher for Employee Advances.

Advances.
End of Procedure.

You can

now move onto the next topic, Creating Prepaid Vouchers for Non-Employee
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Creating Prepaid Vouchers for Non-Employee Vendor Advances

Within ARC, there may be times when a voucher needs to be created to process an advance to a
non-employee vendor (supplier/service provider) for business activities. In this case, you would
create a Prepaid voucher.

In the event a non-employee vendor needs an advance, the Voucher Initiator would enter a
voucher with a ‘Prepaid’ Voucher Style that references a Voucher Type of ‘Prepayment’.

The following table summarizes the appropriate Voucher Types and Voucher Styles for Travel
Advances and Cash Advances:

Prepaid Prepayment P- Number Supplier or Outside Party

The business process for generating non-employee advances in ARC consists of the following
steps:

e Complete the Payment Advance Form (formerly Travel Advance Form) located on the
Procurement Website. The form will require you to define the type of advance being
processed (Travel Advance, Cash Advance, Prepayment Advance), and will subsequently
generate the applicable advance number (i.e. T — Number, C — Number, P — Number)
Enter a voucher in ARC with a ‘Prepaid’ Voucher Style

Enter a supplier or outside party vendor and designate the Voucher Type as ‘Prepayment’

Enter a ‘Prepayment Reference’ on the Voucher Attributes tab (i.e., P — Number).

The Prepayment Reference (P - Number) is generated from the Payment Advance Web

Form. Enter the remaining voucher header, line and distribution information. Prepaid

vouchers only allow for a single line distribution ChartString where the natural Account

on the distribution line will be defaulted to a prepaid expense account.

e Scan and attach the appropriate back up documentation in EDM which will be viewable
by selecting the View Documents button on the voucher in ARC.

e  Submit the voucher for approval.

o The Department Approver(s) will approve the Prepaid VVoucher for the Prepayment
Advance. The voucher will route to the appropriate Departmental VVoucher approver(s)
for approval based on the dollar amount and Department ChartField value entered on the
voucher.

e Once approved, the Prepaid VVoucher will be budget checked, posted, and paid. The
Voucher Posting process debits the prepaid expense account.

¢ When the business activity has been completed and the non-employee vendor invoice has
been received, enter a voucher with a Regular VVoucher Style to reconcile against the
Prepaid voucher to denote how the advance was expensed.

e Enter the same vendor that was entered on the Prepaid VVoucher and designate the
Voucher Type as ‘Invoice’.

o Enter the same Prepayment Reference (P - Number) that was entered on the Prepaid
Voucher. This ensures that the Regular Voucher is applied against the Prepaid voucher.

e The system deducts the payment made on the prepaid voucher from the regular voucher's
scheduled payment and remits the balance to the vendor (if applicable). Enter the
distribution ChartString to allocate the reimbursement to the appropriate expense
Account.
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e Scan and attach documents the appropriate back up documentation in EDM which will be
viewable by selecting the View Documents button on the voucher.

e  Submit the voucher for approval.

o The Department Approver(s) will approve the Regular VVoucher for the Invoice (see
additional detail in the Approving prepaid Vouchers for Non-Employee Vendor Advances
in the Managing Procurement Approvals course). Based on selecting the Voucher Type
of Invoice, the voucher will route to the appropriate Department VVoucher approver(s) for
approval.

e Once approved, the Regular Voucher will be budget checked and posted. The voucher
posting process credits the prepaid expense account and debits the expense account(s)
when the Regular VVoucher is posted. Voucher Post also applies the Regular VVoucher to
the Prepaid Voucher to reconcile the Invoice.

You would create a Prepaid Voucher for a Non-Employee Vendor Advance when you faced a
similar scenario: An employee in Mark's department is attending a business conference and the
vendor requires the registration fee to be paid in advance. Mark needs to enter a prepaid voucher
in order to process the advance to the vendor. To receive step-by-step guidance on how to create
Prepaid Vouchers and associate Regular Vouchers, please see the transaction in the previous
topic, Creating Prepaid Vouchers for Employee Advances.
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Creating Regular Vouchers for Employee Reimbursements

Within ARC, there may be times when a voucher needs to be created to process a reimbursement
to an employee for business activities. In this case, you would create a Regular voucher.

In the event an employee needs an employee reimbursement, the Voucher Initiator would enter a
voucher with a ‘Regular’ Voucher Style that references a Voucher Type of ‘Employee
Reimbursement’.

The following table summarizes the appropriate Voucher Type and Voucher Style for Employee
Reimbursements:

| Voucherstyle | VoucherType

Regular Employee Reimbursement Employee

The business process for generating employee reimbursements in ARC consists of the following
steps:

e Complete the Travel & Business Expense Report (TBER) located on the Procurement
Website

o Enter a voucher with a Regular Voucher Style

o Enter an employee vendor and designate the VVoucher Type as ‘Employee
Reimbursement’.

o Enter the Date of First Expense and Date of Last Expense.

o Enter the remaining voucher header, line and distribution information.

o If the Employee Reimbursement is being entered to reconcile against a Prepaid voucher,
enter the Prepaid Reference. Enter the same Prepayment Reference (T - Number or C -
Number) that was entered on the Prepaid Voucher. This ensures that the Regular voucher
is applied against the Prepaid voucher and prevents the voucher from incorrectly getting
paid.

e The system deducts the payment made on the prepaid voucher from the regular voucher's
scheduled payment and remits the balance to the employee (if applicable).

e Scan and attach the appropriate back up documentation in EDM which will be viewable
by selecting the View Documents button on the voucher in ARC.

e  Submit the voucher for approval.

e Send an email notification via the ‘Notify’ button on the voucher page to the appropriate
Travel Approver to alert them that an employee reimbursement is pending their approval.
(Optional). The Notify functionality will send an email to the user defined in the
notification template with a link to the transaction. The recipient will click the link in the
email which will pull up the transaction in ARC, allowing the approver to review the
voucher.

e The Travel Approver(s) will approve the Regular Voucher for the Employee
Reimbursement (see additional details in the Approving Regular Vouchers for Employee
Reimbursements in the Managing Procurement Approvals course). Based on selecting the
Voucher Type of Employee Reimbursement, the voucher will route to the appropriate
Travel Voucher approver(s) for approval.

e Once approved, the Regular Voucher will be budget checked, posted, and paid. The
Voucher Posting process debits the expense account.
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Throughout the following topic, imagine a time you've faced a similar scenario: An employee in
Mark's department has returned from a business trip and has receipts from the expenses he
incurred while traveling. Mark needs to enter a Regular voucher in order to process the employee

reimbursement.

Estimated time needed to complete topic: 3 minutes
Procedure

Welcome to the Creating Regular Vouchers for Employee Reimbursements topic where you will

learn how to create a voucher for an employee reimbursement.

ARC

Favorites — Main Menu
Personalize Content | Layout
‘Menu ==X

search:
®

I Golurnbia Specific

[> eProcurernent

> Accounts Payahle

> Set Up FinancialsiSupply Chain
> Enterprise Components

[ Warklist

> PeopleTools

— Change My Password

i start] J @ J |&2] Microsoft office 2010 @ Employee-facing regi...

| @& & [«

Step Action

1. Begin by clicking the Main Menu button.
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— Change 1

i start Jg J@MicrnsnftOFﬁtEZDlﬂ /& Employee-facing regi... J @ & [ & F

ARC

Favorites  Main Menu

Personalize Search Menu:

o

Search: 3 Columbia Specific

(1 eProturement
b Columbiz$1 accounts Payable
:;2:23:‘:2' 3 Set Up FinancialsfSupply Chain
> SetUp Fir (& Enterprise Components
[ Enterprisi (3 Worklist
5]

? Help
®

v v e e v v v A

[ Warklist

PeopleTools
> PeopleTo

D Change My Password

Step

Action

Click the Accounts Payable menu.
|";b Arcounts Payable r

Favorites | Mair Menu
Fersonalize ISean:n Menu: ® ? Help
[Menu =
Search: 3 Calumbia Specific 4
3 eProcurement 4
EC;\umh\a [ Accounts Payable .

EPIOCUIEL (1 oot \p Financials/Supply ¢ — Woushers '
[ Accounts Contral Graups 4
[ et Lp Fil 3 Enterprise Components N
I Entergrist (3 worklist g :avmen: 5 Payable i y

evisw ACCOUNts Payable Ini
E‘;\gonrlgl‘f_}_n 3 PeapleToolks i
" Change, =) Change My Password

#start Jg J@Mmsuftofﬁcezmu /& Employee-facing regi... J @ § [ & F

ARC™
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Step Action

3. Click the Vouchers menu.
|‘"I""_‘| Wouchers 4

ARC™

Favarites | Main Meru

Fersonalize Search Menu:

| ® ? Help
Menu %
Search: 3 Calumbia Specific 4
3 eProcursment 4
:;C;‘”mh‘i [ Accounts Payable - %
eFrocurel Wouchers .
b Accounts 52t LR Fnancials Supply ¢ 3 Contral Groups 20 AddfUpdate »
[ et Lp Fit 3 Enterprise Components £3 Maintain 3
I Entergrist £ Worklist & Payments
b Warklist 3 Review Accounts Payable 1nmo 2

[ PeopleTools

L P leT
CHAEY 5] change My Password

— Change b

) start Jg J@MlcrusuftOfﬁzEZUlU {& Employee-facing regi... J @ & [] & ’:

Step Action

4, Click the Add/Update menu.
I3 Add/Update 5
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ARC

Favorites  Main Meru

Personalize Search Menu:

? Help
®

Columbia Specific r

&
0 eProcurement 4
II;Cpo\umb\e (3 Accounts Payable
eRrocurel 3 Wouchers
Dot 1 Set Up Financials/Supply © ) Control eraups 9 addfUpdate
> SetUp Fir (& Enterprise Components 5 Payments 3 Maintain [5] Regular Entry
[ Enterprisi (3 Worklist
I Worklist [0 Review Accounts Payable 1nmo 4 ] voucher search
STERGi 1 PeopleTools D Quick Invoice Entry
| ange My Passwon elste Youcher
Changen || chang= My Passuaord Delete vouch

i start Jg J@MicrnsnftOFﬁtEZDlﬂ /& Employee-facing regi... J @ &[] & F

Step Action

5. Click the Regular Entry menu.
| |=] Regular Entry

ARC™

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

D ewwindow P Help Bl hitp

=

Youcher

d an Existing Yalue

Business Unit: COLUmMC,
Voucher ID: MEXT
Voucher Style: RegularYoucher j
Short Vendor Hame: Adjusiments
Journal Voucher
Vendor ID: Prepaid Youcher
Vendor Location: Renister Voucher

Aduress Sequence Number:  |Reversal Voucher
Single Payment Youcher
Termplate Voucher
Invoice Date: Third Party Youcher

Gross Invoice Amount: 0.00
Freight Amount: 0.00
Misc Charge Amount: 0.0

Estimated No. of Invoice Lines: 1

Invoice Number:

Add

Find an Existing alue | Add a MNew Yalue

| 5
& start J & J (] Microsaft Office 2010 {& Regular Entry - Windo... J @ & [] 4 ’:
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Step

Action

Click the Voucher Style list.
|Regu|ar‘ufuun:her j|

ARC

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

Youcher

Find an Existing Value ﬂiﬂﬁwﬂ

A Newwindow P Help B hip

niEn

Business Unit: COLUMC,
Voucher ID: MEXT
Voucher Style: Regular Youcher j
Short Vendor Name: Adjustments
Journal Youcher
Vendor ID: Frepaid voucher
Vendor Location: Reqister Voucher

Address Sequence Number:  |Reversal Woucher
Single Payment Youcher

Imsice Number:
Template Youcher

Invoice Date: Third Party ¥oucher
Gross Invoice Amount: n.oo
Freight Amount: 0.0a

Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Find an Existing Value | Add a Mew Value

@ start J @ J ] Micrasoft Offics 2010 & Reqular Entry - Windo...

= o

Step

Action

Click the Regular Voucher list item.
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Youcher

Find an Existing Yalue

Business Unit:
Voucher ID:
Voucher Style:
Short Vendor Name:
Vendor ID:

fendor Location:

Invoice Number:

Invoice Date:

Address Sequence Number:

Favnvr\tes'MalnvMenu » Accounts Payable > Vouchers » AddfUpdate > Regular Entry

COLUMQ,
NEXT

|Regu\ar\/uucher j
[ &
I &
[ a
[ oa
[

El

Gross Invoice Amount: n.oo
Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

o Add

Eind an Existing Value | Add a Mew Value

iistart J -

Microsaft Office 2010 /€ Regular Entry - Windo...

D rewwindow 7 Help

neen

[ l-__‘l‘l Y

ftyy

r

Step Action

8. Click in the Vendor ID field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Youcher

d an Existing Yalue

Business Unit: COLUMC,
Voucher ID: MEXT
Voucher Style: |Regu\ar\/nucher j

Short Vendor Name: Q
Vendor ID: o Q
\endor Location: Q

Address Sequence Number: ey

Invoice Number:

[
Invoice Date: ,— Ei]
Gross Invoice Amount: I—DDD
Freight Amount: I—UUU
Misc Charge Amount: I—DDD

Estimated No. of Invoice Lines: 1

[ gl

Find an Existing Value | &dd a MNew Value

i
#'start J @ J | ] Microsoft: Office 2010 /& Regular Entry - Windo...

& New Window 7 Help

hitn

| @ l,‘rll

hitp
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Step Action

9. Enter the desired information into the Vendor ID field. Enter *0000000004".

ARC

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Erewwindow 7 Help B nmp

Youcher

Find an Existing Value ﬂiﬂiwﬂ

Business Unit: MQ

Voucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Wendor Location: W Q

Address Sequence Number: ,710\

Invoice Number: |

Invoice Date: ’7@

Gross Invoice Amount: I—UUU
Freight Amount: I—DDD
Misc Charge Amount: I—I]EII]

Estimated No. of Invoice Lines: 1

Add

Find an Existing Yalue |Add a MNews Value

t .
& start Jg J@Micrnsnftofﬁtezmﬂ /& Regular Entry - Windo... J @ &[] & F

Step Action

10. Click in the Invoice Number field.
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Favnvr\tes'MalnvMenu » Accounts Payable > Vouchers » AddfUpdate > Regular Entry

Youcher

Find an Existing Yalue

Business Unit: COLUMC,
Voucher ID: MEXT
Voucher Style: |Regu\ar\/uucher j

Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Vendor Lacation: [eHKDT @

Address Sequence Number: ,710\

Invoice Number: |

Invoice Date: ’7@

Gross Invoice Amount: I—UUU
Freight Amount: I—DDD
Misc Charge Amount: I—I]EII]

Estimated No. of Invoice Lines: 1

o Add

Find an Existing Yalue |Add a MNews Value

PRl
i start J - J 5] Microsoft Office 2010 /& Regular Entry - Windo...

Erewwingow 7 Help B nmp

J@Jl‘l'lll

n

Step Action

11. Enter the desired information into the Invoice Number field. Enter "INV789",

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Youcher
Find an Existing Value ﬂiﬂiwm
Business Unit: COLUMC,
Voucher ID: MEXT
Voucher Style: |Regu\ar\/uucher j
Short Vendor Name: EMPLOYEE-001 Q

Wendor ID: ’m Q

Wendor Location: W Q

Address Sequence Number: ,710\

Invoice Number: [irv7ag]

Invoice Date: ’|7EU

Gross Invoice Amount: I—UUU
Freight Amount: I—DDD
Misc Charge Amount: I—I]EII]

Estimated No. of Invoice Lines: 1

o Add

Find an Existing Yalue |Add a MNews Value

& start, J @ J |&] Microsoft Office 2010 /& Regular Entry - Windo...

D rewwindow 7 Help

J@l‘l‘l.

ftyy

n
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Step

Action

12.

Click in the Invoice Date field.

i'Istart J -

ARC

Youcher
Find an Existing Yalue

Business Unit:
Woucher ID:

Voucher Style:

Short Vendor Name:
Vendor ID:

fendor Location:
Address Sequence Number:
Invoice Number:
Invoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

E newwindow 7 Help B ity

COLUM
NEXT

|Regu\ar\/uucher j
EMPLOYEE-0M |G
nooooooond |G,

[eRkol e

[ e

[inv7ag]

£l
T
[ um
[ um

Estimated No. of Invoice Lines: 1

Add

Find an Existing Yalue |Add a Mews Value

J | ] Microsoft Office 2010 /& Regular Entry - Windo...

== o

Step

Action

13.

Enter the desired information into the Invoice Date field. Enter "*3/14/2012".
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Favnvr\tes'MalnvMenu » Accounts Payable > Vouchers » AddfUpdate > Regular Entry

Erewwingow 7 Help B nmp

Youcher

Find an Existing Yalue

Business Unit: COLUMC,
Voucher ID: MEXT
Voucher Style: |Regu\ar\/uucher j

Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Vendor Lacation: [eHKDT @

Address Sequence Number: ,710\

Invoice Number: [inv7ag]

Invoice Date: ’WEU

Gross Imvoice Amount: I—UIUU
Freight Amount: I—DDD
Misc Charge Amount: I—I]EII]

Estimated No. of Invoice Lines: 1

o Add

Find an Existing Yalue |Add a MNews Value

t .
i start Jg JMicrnsnftOFﬁtaZDlD /& Regular Entry - Windo... J @ &[] & F

Step Action

14, Click in the Gross Invoice Amount field.
| ojoo|

ARC

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

ews Window 7 Help n
E e window 7 Help B it

hitn

Youcher

Eind an Existing Yalue

Business Unit: COLUMC,
Voucher ID: MEXT
Voucher Style: |Regu\ar\/nucher j

Short Vendor Name: ,m Q

Wendor ID: M Q

\endor Location: ’W Q

Address Sequence Number: |_1Q

Invoice Number: [inv7ag]

Invoice Date: ,WEU

Gross Invoice Amount: I—alnn
Freight Amount: I—UUU
Misc Charge Amount: I—DDD

Estimated No. of Invoice Lines: 1

[ gl

Find an Existing Value | Add a MNew Value

i i L
#'start Jg JMlcrUsUftOFﬁEEZUlU /& Regular Entry - Windo... J @ § [ & F
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Step Action

15. Enter the desired information into the Gross Invoice Amount field. Enter "300".

ARC

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

& New window P Help
B

Youcher

Find an Existing Value ﬂiﬂiwﬂ

Business Unit: MQ

Voucher ID: ’W

Voucher Style: |Regu\ar\/uucher j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Wendor Location: W Q

Address Sequence Number: ,710\

Invoice Number: [irv7ag]

Invoice Date: ’WEU

Gross Invoice Amount: I—SUUUU
Freight Amount: I—DDD

Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Find an Existing Yalue |Add a MNews Value

t .
i start Jg J@Micrnsnftofﬁtezmﬂ /& Regular Entry - Windo... J @ & [ & F

Step Action

16. Click the Add button.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Regular Entry

ERelatenCnmem @NEWWmdnw ? Help Efcuammwze?age hrlp -

Advanced Vendar Search

([ Payments Woucher Affributes

Business Unit: COLUM Invoice No: k739
Voucher ID: MENKT Imvoice Date: 0371472012
Voucher Style: Regular Voucher Accounting Date: 03M4/2012 [3) S

[ ViewDocuments
Vendor ID: 0000000004 Y Ernploves Vendor *Date Dept Rec'd Invoice: | [ gession Defaulls
ShortName: EMPLOYEE-001 & 3280 Broadway *Service Location: us ~[Attachments (0
Location: CHK-01 QU MNewYork, NY 10027 “foucher Type: l—;[Cammems ()
*Address: 1 Q

Control Group: @ 'PayTerms: =T A Dus Now
Invoice Lines: 000 Basis Date Type: Inv Date
“Currency: ’7USDQ Mon Merchandise Summary PrintInvoice
Miscellaneous: ]
Freight: =
Total: 300.00
Copy From Source Document

Difference: 0.00 PO Unit:

1 Calculate | PO Humber: Capy PO

Copy From:

Invoice Lines

Itern:

Amount :I' Unit Price; Quantity:
CL00000001 QU Line Amount: 300.00
SpeedChart: Q Description: |

™ One Asset

i/start J @

J crosoft Office 2010 & Reqular Entry - Windo...

Step Action

17. Click in the Date Dept Rec'd Invoice field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

[=] Related Content hty =4

Enewingow P Help & customize Fage

Payments Youcher Atributes

Business Unit: COLUM Imwoice No: Invrae
foucher ID: MEXT Imvoice Date: 03142012 [
Voucher Style: Regular Vaucher Accounting Date: 031472012

| ‘iew Documents |
Vendor ID: 00000004 Q Ernployes vendor *Date Dept Rec'd Invoice: |3 [ Gession Defaults
ShortHaime: EMPLOYEE-001 Q. 3260 Broadway *Service Location: U5 =]attachments @y
Location: CHK-01 QU Mew York, NY 10027 “oucher Type: l—;[Cnmmems 0
*Address: [ Y

Advanced Vendor Search

Control Group: @ ‘PayTerms: =il S Due How
Invoice Lines: 0.00 Basis Date Type: Inw Date
Currency: [ uepjq boniemhendiseSummen Fiintmoics
Miscellaneous: =]
Freight: =
Total: 300.00
Copy From Source Document

Difference: 0.0o PO Unit:

| Calculate | PO Number: Copy PO

Copy From:

Invoice Lines

Line: 1 tem:

*Distribute by Amount j' Unit Price: Quantity:
Ship To: cumooooot @ Line Amount: ,W
SpeedChart: A pescription: [

I” One Asset

i
#/start J & J Microsoft Office 2010 & Regular Entry - Windo...
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Step

Action

18.

Enter the desired information into the Date Dept Rec'd Invoice field. Enter
"3/14/2012".

Favarites

Business Unit:
Voucher ID:
Voucher Style:

Home |

§ Main Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

[=] Related Content

Fayments | Voucher Attributzs
COLUM Imvoice No: [Inv7ea
MEXT Imvoice Date: 0311412012 [

Regular Vaucher

03142012

Accounting Date:
| ‘iew Documents |

\fendor ID:
ShortName:
Lacation:
"Address:

T TR
Ewloseor |,
T —Y
[ ¢

Advanced Vendor Search

Employee Yendar *Date Dept Rec'd Invoice: [314i2012 [5) Session Defaults

3280 Broadway *Service Location: ug ~|Aftachments (O
Plew York, MY 10027 “Woucher Type: l—;lcnmmems(n)

F o Q Due MHow

ENewwindow P Help  [F Customize Page

hitp

Control Group: [ o PayTerms:
Imvoice Lines: 000 Basis Date Type: Inw Date
“Currency: ’7USDO\ Mon Merchandise Summary v frerree
Miscellaneous: =
Freight: =
Tatal: 300.00
Copy From Source Document
Difference: 0.00 PO Unit: Q
| Caloulate | PO Number: A | Copy PO J
Copy From: [rane =1 Go —|
Invoice Lines
=
Line: 1 Kerm: 2 vom: Q
“Distribute by: Amount =] Unit Price: Quantity:
Ship To: CUD0000001 A Line Amount: 300.00
SpeedChart: 2 pescription: [
I” One Asset
4 »
[ [ [ [ [ mneme [7a - [Foms -

Step

Action

19.

Click the Voucher Type list.
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

@NEWWmdnw “? Help BCUETD!’H\ZEF‘EQE

[=] Retated Content

([ Payments Youcher Aftributes
Business Unit: COLUM Invoice No: Invreg
Voucher ID: MEXT Imvoice Date: 0314i2012 ]
Voucher Style: Regular Voucher Accounting Date: 0314i2012 )
| View Documents |
Vendor ID: 0nnooaa004 Q Employes Vendar *Date Dept Rec'd Invoice: [3/14/2012 | Gession Defaults
ShortName: EMPLOYEE-001 & 3280 Broadway *Service Location: us ~[Attachments (0
Location: CHK-01 Q. MNew York, MY 10027 “foucher Type: S armnments (o)
*Address: 1 Q Cash Advance
Advanced Yendor Search Check Request
Employves Reim)|
Control Group: @ ‘'PayTerms: = oo QU Due Now Invoice
Invoice Lines: 000 Basis Date Type: Inw Date gﬁéﬁ;’;feenera
- "
“Currency: Usola, kon Merchandise Summary Petty Cash E—
) ) 1= Refunds
Miscellaneous: 71 Stipends
Freight: = Travel Advance
Total: 300.00
Copy From Source Document
Difference: 0.00 PO Unit:
[ Calculate | PO Humber: Capy PO |
Copy From:

Invoice Lines

Line:

1

Amount ~

Itern:

=

hitp

“Distribute v Unit Price;
Ship To: CL00o00001 Q Line Amount:
SpeedChart: Q Description: -
One Asset
4 3
Done T T [ mteme [Fa = [®aew «
Step Action

20.

reimbursements.

Employee Reim

You will select the Employee Reimbursement VVoucher Type for employee
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0.00
USD)

Miscellaneous:

Freight: =
Total: 300.00

Copy From Source Document
Difference: 0.00 PO Unit:

PO Humber:

Caleulate |

) E Related Content B0 New Window 7 Help Ef Customize Page & hitp £
Payments Woucher Affributes
Business Unit: coLum Invoice No: [I70
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Regular Vaucher Accounting Date: 0314/2012 [5]
| View Documents |
vendor ID: 0000000004 Q& Employee vendor "Date Dept Rec'd Imvoice: [03/14/2012 ) Session Defaulls
ShortName: EMPLOYEE-001 Q3280 Broadway *service Location: usg « |Attachments (0
Location: CHICO1 @ Mewvork NY 10027 “oucher Type: l—_[Emplnyea R v Cammentsin)
*Address: 1 Q
Advanced Vendar Search
Control Group: @ ‘PayTerms: & oo QU Due Mow
Invoice Lines: Basis Date Type: In¥ Date
‘Currency: Q Mon Merchandise Surmmary Printinvoice

Copy PO

Copy From:

Invoice Lines

Itern:

Amount =

(4]

First Kl of1 O

“Distribute ns Unit Price:
Ship To: 0000001 @, Line Amount:
SpeedChart: R pescription: I

i/start J @

Micrasoft Office 2010 & Reqular Entry - Windo...

™ One Asset

Step Action

21. Click in the Description field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

[=] Related content &0 Mewwindow 7 Help  [& customize Page B np <

PO Number:

Calculate |

Payments Youcher Atributes
Business Unit: coLum Invoice No: irev789
Voucher ID: MEXT Invoice Date: 031472012 [
WYoucher Style: Regular Voucher Accounting Date: 031472012
| ‘iew Documents |
Vendor ID: 0000000004 & Emplovee vendor ‘Date Dept Rec'd Invoice: (031412012 |5 Session Defaults
ShortName: EMPLOYEE-DD1 @, 3280 Broadway *Service Location: usg ~ |Attachments (0
. Mesw Yark, NY 10027 .
Location: CHK-01 Q “oucher Type: l—_'EmmeE I Comments(0)
*Address: 1 &
Advanced Vendor Search
Control Group: [ Ja PuTems il QU Due Mow
Imioice Lines: 000 Basis Date Type: Inw Date
“Currency: ’7USDQ Don Merchandise Summary PrintInvoice
Miscellaneous: =
Freight: 5
Total: 300.00
Copy From Source Document
Difference: 0.0o PO Unit:

Copy PO

Copy From:

Invoice Lines

First K14 oF 1 'Last

Microsoft Office 2010 & Reqular Entry - Windo...

i
#start J @&

Line: 1 tem:

“Distribute by: Amount =] Unit Price: Quantity:
Ship To: Cunooonoot Q. Line Amount: 300.00
SpeedChart: R pescription: ul

I” One Asset
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ARC™

Step Action

22.

Enter the desired information into the Description field. Enter "INV789".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

[=] Related Content

ENewwindow  ? Help & Customize Page Blnip =]

niEn

Invoice Lines

Line: 1

“Distribute by: [rmount =]
Ship To: cunoonnant a
SpeedChart: Q

.‘I;start J @

tem:
Unit Price:
Line Amount:

Description:

J Microsoft Office 2010 /& Regular Entry - Windo...

Payments | Youcher Aftributes
Business Unit: CoLUM Invoice No: [
Voucher ID: MEXT Invoice Date: 031472012 [
VYoucher Style: Regular Youcher Accounting Date: 03/14/2012
View Documnents
Vendor ID: 0000000004 & Emplovee vendor *Date Dept Rec'd Invoice: (031412012 |5 Session Defaults
ShortName: EMPLOYEE-001 @ 3280 Broadway *Service Location: us ~|Aftachments (O
Location: CHICOT q  Mewiork MY 10027 “Voucher Type: [Ermmioyez Rz Commentsiny
“Address: 1 &
Advanced Vendor Search
Control Group: [ o PuTems & oo A Due Mow
\meoice Lines: 000 Basis Date Type: Inv Date
“Currency: ‘ UsD|Q, Lon Merchandise Summary Prntinvalce
Miscellaneous: =
Freight: |5
Total: 300.00
Copy From Source Document
Difference: 0.00 PO Unit: Q
Caloulate PO Number: A Copy PO
Copy From: [rane =1 Ga

2 uom:
Quantity:
20000

[innv7aa

i Frst Kl qort Ot

ElE

™ One Asset

I ./;‘
| @& & [«

Step Action

23.

Scroll to the bottom of the page to complete the distribution information.
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Favnvr\tes MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate Regular Entry

e L =T Linpioges v L e PP =
ShortName: EMPLOYEE-001 Q3280 Broadway *service Location: usg « |Attachments (0 J
Location: CHICO1 @ Mewvork NY 10027 “oucher Type: l—_lEmﬂ\DvEE e [Sommentsiny

*Address: 1 Q

Advanced Vendar Search

Control Group: @ ‘PayTerms: & oo QU Due Mow

Invoice Lines: 0.00 Basis Date Type: Inw Date

‘Currency: ’7USDQ Mon Merchandise Summary Print Invoice

Miscellaneous: =

Freight: =

Total: 300.00

Copy From Source Document
Difference: 0.00 PO Unit:
| Calculate | PO Number:

Copy PO

Copy From:

~ Distribution Lines

Itern:
“Distribute by Amount :I‘ Unit Price; Quantity:
Ship To: cuooonooat Q,  Line Amount: 200,00
SpeedChart: Q Description: |\NWBB
™ One Asset
| calulate |

[ Exchange Rats || Statistics || Assets |
:E‘:v':’"‘ Line  Merchandise Amt Ouantity *GLUNit  Account  Opentem  Fund  Dept Initiative Funetion :ﬁnﬁ“s
B O 1 300.00 o

4

owa | e aflal lal lal & a
‘ L4

Dstar| |

IFI Saua T Mebife | L0 Badeach |

Micrasoft Office 2010 & Reqular Entry - Windo...

Step Action

24.

Click in the Account field.

Favarites | Main Menu > Accountg Pavable > Voughers > Add]uvpdate > Regular Entry

ot L R . R "
ShortName: EMPLOYEE-DOT @ 3280 Broadway *Service Location: lﬁ ttachrments (o ]
Location: CHE:O1 @ Mework NY 10027 “oucher Type: Ermpiares R jCommentsi0)

*Address: 1 Q

Advanced Yendor Search

Control Group: e “Pay Terms: & oo QU Due Mow

Invoice Lines: 000 Basis Date Type: Inw Date

*Currency: UsD|Q Ll Print Invaice

Miscellaneous: =

Freight: 5

Totak: 300.00

Copy From Source Document
Difference: 0.00 PO Unit:
‘ Calculate | PO Number:

Copy From:

Copy PO

Line: 1 Item:  uom: Q
“Distribute by: Amount =] Unit Price: Quantity:
Ship To: CUnoononot Q Line Amount: 300.00
SheedChart: A pescription: IEEEE
I~ One Asset
| Calculate |
ution Lines
I | Exchange Rale | Stefistics | Assets |
If;’m Line Merchandise Amt Quantity “GL Unft  Account  Openttem  Fund  Dept Initiative Function Eﬁ:“s
B O 1 300.00

4

fcotwe, [ @ a [ Q Q a [ a
‘ 13

IFI Coua ekt |

EEE

| o matvocn |

Microsoft Office 2010 & Reqular Entry - Windo...
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Step

Action

25.

Enter the desired information into the Account field. Enter "65205",

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
T Lipiuyes et

ShortName: WQ 3280 Broadway *Service Location: im ttachments (0
Location: [cmicor @ Mewverk b 10027 “oucher Type: [Erpiogee R FjCsmmenisil:
*Address: 1 Q

Advanced Vendar Search

Control Group: ’7 o 'PavTerms: = |oo QR Due Mow

folcs Lines: 000 E:ji;Z::aL?:; Summa e [ — o]
*Currency: ’7USD Q DN Mershandise Summary Print Invoice
Miscellaneous: ’7 =

Freight: ’7 o]

Total: 300.00

Copy From Source Document

Difference: 0.00 PO Unit: @
[ Caloulate ] PO Numnber: Q | Copy PO |
Copy From: INDHE

Invoice Lines
Line: 1 Item: A von:
“Distribute by: Amount :I‘ Unit Price: Quantity:
Ship To: CL00000001 @ Line Amount: 300.00
SpeedChart: Q. Description: |EEE]
I One Asset
| calulate |

~ Distribution Lines
" Exchange Rate || Statistics | Assets

First Kl 1 of 1 O Lot

::v':"" Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative Function :ﬁ:“s
B O 1 300.00 COLUNG, [p52058 @ a | & aQ a a aQ b
4| | D
R = asa | L linrlsba Miznls | ,L‘

i start] J ) J |&] Microsoft Office 2010 /& Regular Entry - Windo...

o= T =i

Step

Action

26.

Click in the Fund field.

[]
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Favorites MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate
venun L e -7

EMPLOYEE-001 Q

Regular Entry
EMpIoyee venaor . L

ShortName: 3280 Broadway *Service Location: ug « |Attachments (0 J
Location: CHK-01 Q. MNew York, MY 10027 “foucher Type: Employee R ¥ Comrnents(0)
*Address: 1 Q
Advanced Yendar Search
Control Group: @ ‘'PayTerms: & |oo QU pus Now
Invoice Lines: 000 Basis Date Type: Inw Date
“Currency: ’7USD a kon Merchandise Summary Frint Invaice
Miscellaneous: =
Freight: =
Total: 300.00
Copy From Source Document

Difference: 0.00 PO Unit:

| Calculate | PO Humber:

Copy PO

Copy From:

Line: 1 Itern:
“Distribute by Amount :I' Unit Price; Quantity:
Ship To: CU00000001 A Line Amount: 300.00
SpeedChart: S pescription: irnv78a
™ One Asset
| calulate |

~ Distribution Lines

[ Exchange Rats || Statistics || Assets |
:E‘:v':’"‘ Line  Merchandise Amt Ouantity *GLUNit  Account  Opentem  Fund  Dept Initiative Funetion :ﬁnﬁ“s
B O 1 300.00 o

4

lowa fpszose [ @l el la[ & @
| »

IFI Saua T Mebife | L0 Badeach |

i/ start: J @ Micrasoft Office 2010 & Reqular Entry - Windo...

Step Action

217.

Enter the desired information into the Fund field. Enter "30".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
T Lipiuyes et

ShortName: W @ 3280 Broadway *Service Location: im ttachments (0 =]
Location: chHkor @ e Vork, NY 10027 “oucher Type: mwmmems(ul
*Address: 1 Q
Advanced Vendar Search
Control Group: ’70\ *Pay Terms: = "]['7& Due Mow
Invoice Lines: 0.00 Eﬂsis Date Type: Inw Date
*Currency. yius[) Q Lon Mershandizs Bummary Print Invoice
Miscellaneous: ’7 =
Freight: =
Tatal: [ 30000
Copy From Source Document
Difference:

PO Unit:
PO Number:

Caleulate | Comy FO

Copy From:

| calulate |

Line: 1 Item: A von: Q
“Distribute by: Amount :I‘ Unit Price: Quantity:
Ship To: CLO0000001 @ Line Amount: 300.00
SpeedChart: Q. Description: ED
I One Asset

EEIE

[ Exchange Rats || Statistics || Assets |
::w“ Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative Function :ﬁ:“s
B O 1 300.00 coLun@, [e5205 Gy a [zola | Q Q Q Q
4| | »
151 See | ) st | [0 Pateasts |

Micrasoft Office 2010 & Regular Entry - Windo... J @

et | L7 Linclata Pizmians |
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Step

Action

28.

Click in the Dept field.

Home:
Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

Lipoyes reniuu

ShortName: [EMPLOYEEDOT (@ 3280 Broadway *Service Location: ‘ us =|atlachments [y =
Location: fereor g MewYerk b 10027 “oucher Type: [Ermpiopes Rz simetsils

*Address: ’17 Q

Advanced Vendor Search

Control Group: ’7 @ ‘PayTerms: = "]['7(:1 Due Mow

folcs Lines: 0.00 2:?;:::3?;:; Summa o [ —— |

*Currency: ’7USD Q DN MErandise Summary Print Invoice

Miscellaneous: =

Freight: ’7 o]

Total: 300.00

Copy From Source Document

Difference: 0.00 PO Unit: Q
| caloulate | PO Humber: e | Sopy PO ]
Copy From: [rane
Invoice Lines

Line: 1

Item: 3
“Distribute by Amount :I‘ Unit Price; Quantity:
Ship To: CL00000001 @ Line Amount: 300.00
SpeedChart: Q. Description: |EEE]
I One Asset
| calculate |

~ Distribution Lines

Fret L 1of1 O

¢ " Exchange Rate || Statistics | Assets

Copy . ) . . } o ) PC Bus
Down Line Merchandise Amt  Quantity 'GL Unit Account Openltem Fund Dept Initiative Function Unit
=B - 1 300.00 coLunva, [e5205 @ a [3o)a [4 Q Q Q Q o
4| | D
R B aaa | LB linrlsta Miznln | ‘,Ll

i start J ) J || Microsoft Office 2010 /& Regular Entry - Windo...

| @& [l & [«

Step

Action

29.

Enter the desired information into the Dept field. Enter "5502104".
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Line:

Item:
“Distribute by Amount :I‘ Unit Price; Quantity:
Ship To: CL00000001 @ Line Amount: 300.00
SpeedChart: Q. Description: IEREEE]
I One Asset
| calulate |

Training Guide
Voucher Processing

Favnvr\tes MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate Regular Entry

e L =T Linpioges v L e PP =
ShortName: EMPLOYEE-001 Q3280 Broadway *service Location: usg « |Attachments (0 J
Location: CHICO1 @ Mewvork NY 10027 “oucher Type: l—_[Empluyee RTe] Camments;

*Address: 1 Q

Advanced Vendar Search

Control Group: @ ‘PayTerms: & oo QU Due Mow

Invoice Lines: 0.00 Basis Date Type: Inw Date

‘Currency: ’7USDQ Mon Merchandise Summary Print Invoice

Miscellaneous: =

Freight: =

Total: 300.00

Copy From Source Document
Difference: 0.00 PO Unit:
| Calculate | PO Number:

Copy PO

Copy From:

~ Distribution Lines

[ Exchange Rats || Statistics || Assets |
:E‘:v':’"‘ Line  Merchandise Amt Ouantity *GLUNit  Account  Opentem  Fund  Dept Initiative Funetion :ﬁnﬁ“s
B O 1 300.00 o

4

coLuna, [e5205 @ Q [30]@ psozioda | Q Q Q
‘ »

Dstar| |

IFI Saua T Wi

o | Lo madeah |

Micrasoft Office 2010 & Reqular Entry - Windo...

Step

Action

30.

Click in the Initiative field.

> Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Favorites  Main Menu

ShortName: EMPLOYEE-DOT Q
Location: CHK-01 Q
*Address: 1 Q
Advanced Vendor Search

Control Group: | (< Y
Imvoice Lines: 0.00
*Currency: uUsD Q.
Miscellaneous: =
Freight: 5
Total: 300.00
Difference: 0.00

| Calculate |

IR i
3280 Broadway
Mew Yark, NY 10027

*Pay Terms: = |oo Q. Due Maw
Basis Date Type: Inw Date

Don Merchandise Summary

Copy From Source Document

PO Unit:
PO Number:

Copy From:

*Service Location: ug ~|Aftachments ("
LComments(0)
Employes R~ Comments(0.

“oucher Type:

Print Invoice

Copy PO

Line: 1 Item: A yom: Q
“Distribute by: Amount =] Unit Price: Quantity:
Ship To: CUnoononot Q Line Amount: 300.00
SpeedChart: @, Description: e
I~ One Asset
| Calculate |
ution Lines
I | Exchange Rale | Stefistics | Assets |
If;’m Line Merchandise Amt Quantity “GL Unft  Account  Openttem  Fund  Dept Initiative Function Eﬁ:“s
B O 1 300.00 b

4

coLune, [e5205 @ Q [ Eazioda [of Q Q Q
‘ 13

IFI Coua ekt |

EEE

| o matvocn |

Microsoft Office 2010 & Reqular Entry - Windo...
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Step Action

31. Enter the desired information into the Initiative field. Enter *00000".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
T Lipiuyes et

ShortName: W @ 3280 Broadway *Service Location: im ftzchments (0 =
Lacation: chHkor @ e Vork, NY 10027 “Youcher Type: lmcwnmemﬁ ()
*Address: 1 Q
Advanced Vendar Search
Control Group: ’7 o ‘PayTerms: &= oo QA Due Mow
Invoice Lines: 0.00 Eﬂsis Date Type: Inw Date
*Currency. yius[) Q Lon Mershandizs Bummary Print Invoice
Miscellaneous: =
Freight: ’7 o]
Tatal: [ so0m0
Difference: 0.00 PO Unit: [ Ta
[—rer—| PO Number: [ - § [ cowPO |
Copy From: [rane

Invoice Lines
Line: 1 Item: A von:
“Distribute by: Amount :I‘ Unit Price: Quantity:
Ship To: CL00000001 @ Line Amount: 300.00
SpeedChart: Q. Description: S
I One Asset
| calulate |

~ Distribution Lines
" Exchange Rate || Statistics | Assets

First Kl 1 of 1 O Lot

::v':"" Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative Function :ﬁ:“s
Bl O 1 300.00 COLUNG, [65205 @ a [30)@ [ssoztosd fooooo @ | Q Q Bl
4| | D
R = asa | L linrlsba Miznls | ,L‘

i start Jg JMicrnsnftOFﬁtaZDlD /& Regular Entry - Windo... J @ & [l @& |«

Step Action

32. Click in the Function field.

L]
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Favnvr\tes MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate Regular Entry

e L =T Linpioges v L e PP =
ShortName: EMPLOYEE-001 Q3280 Broadway *service Location: usg « |Attachments (0 J
Location: CHICO1 @ Mewvork NY 10027 “oucher Type: l—_[Empluyee RTe] Camments;

*Address: 1 Q

Advanced Vendar Search

Control Group: @ ‘PayTerms: & oo QU Due Mow

Invoice Lines: 0.00 Basis Date Type: Inw Date

‘Currency: ’7USDQ Mon Merchandise Summary Print Invoice

Miscellaneous: =

Freight: =

Total: 300.00

Copy From Source Document
Difference: 0.00 PO Unit:
| Calculate | PO Number:

Copy PO

Copy From:

Line: 1 Item:

“Distribute by Amount :I‘ Unit Price; Quantity:
Ship To: CL00000001 @ Line Amount: 300.00
SpeedChart: Q. Description: IEREEE]

™ One Asset

| calulate |
~ Distribution Lines

[ Exchange Rats || Statistics || Assets |

Dowy Line  Merchandise Amt  Quantity *GLUNit  Account  Opentem  Fund  Dept Initiative [pC Bus

Unit
= 1 300.00 coLun@, [s5205 @ Q [ [s02104a [oooon @[] aQ aQ o
| »

4

Function

IFI Saua T Mebife | L0 Badeach |

i/ start: J @ Micrasoft Office 2010 & Reqular Entry - Windo...

Step

Action

33.

Enter the desired information into the Function field. Enter "200".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
T Lipiuyes et

ShortName: EMPLOYEE-DO1 Q3280 Broadway *Service Location: us ~|Aftachments (0" d
Lacation: CHI-01 q  MewYork WY 10027 “Woucher Type: [Ermioyes R Z] Commentsi0)
*Address: 1 Q

Advanced Vendar Search

Control Group: | - Y *Pay Terms: oo Q Duehow

meee tnes: 0.00 E:ji;Z::aL?:; Surnma e —_—
*Currency: ’7USD Q DN Mershandise Summary Print Invoice
Miscellaneous: =

Freight: ’7 o]

Tatal: [ 30000

Copy From Source Document
Difference: 0.00 PO Unit:

Calculate | PO Number: Copy PO

Copy From:

Line: 1 Item: A von: Q
“Distribute by: Amount :I‘ Unit Price: Quantity:
Ship To: CL00000001 @ Line Amount: 300.00
SpeedChart: Q Description: |\NV7EB
I One Asset

| calulate |

[ Exchange Rats

[ Statistics || Assets

PC Bus
Unit

= 1 300.00 coLun@, [s5206 @ Q [ [smo2i04q [ooonn @ [200 @ | aQ b
| »

DDS{l Line  Merchandise Amt Quantity *GL Unit Account Openitem Fund Dept Initiative Function

4

‘IFI Saua ] Mebife | L0 Badeach | | .I !._i\ Lelaba Mismizar ‘,_I
& start J & J Microsoft Office 2010 /@ Regular Entry - Windo... J = ==FC F
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Step

Action

34.

Click in the PC Bus Unit field.

]

Home:
Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

Lipoyes reniuu

ShortName: [EMPLOYEEDOT (@ 3280 Broadway *Service Location: ‘ us =|atlachments [y =
Location: fereor g MewYerk b 10027 “oucher Type: [Ermpiores P20

*Address: ’17 Q

Advanced Vendor Search

Control Group: ’7 @ ‘PayTerms: = "]['7(:1 Due Mow

folcs Lines: 0.00 2:?;:::3?;:; Summa o [ —— |

*Currency: ’7USD Q DN MErandise Summary Print Invoice

Miscellaneous: =

Freight: ’7 o]

Total: 300.00

Copy From Source Document

Difference: 0.00 PO Unit: Q
| caloulate | PO Humber: e | Sopy PO ]
Copy From: [rane
Invoice Lines

Line: 1

Item: 3
“Distribute by Amount :I‘ Unit Price; Quantity:
Ship To: CL00000001 @ Line Amount: 300.00
SpeedChart: Q. Description: |EEE]
I One Asset
| calculate |

~ Distribution Lines

Fret L 1of1 O

¢ " Exchange Rate || Statistics | Assets

Copy | _ _ N _ o _ PC Bus
Down Line Merchandise Amt  Quantity ‘GL Unit Account Openitemn Fund Dept Initiative Function Unit
E - 1 300.00 coLun@, [p5205 @ Q [30/@ [ssoztos@ foooon @ o @ 5 @ e
4| | D
R B aaa | LB linrlsta Miznln | ,L‘

i start J ) J || Microsoft Office 2010 /& Regular Entry - Windo...

| @& [l & [«

Step

Action

35.

Enter the desired information into the PC Bus Unit field. Enter "GENRL".
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Favnvr\tes MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Regular Entry

Lipioyes reluu

- Mew York, NY 10027 -
Location: CHK-01 Q “oucher Type: Erployea K= Cormmentsi)
*Address: 1 Q

Advanced Vendar Search

Control Group: yiq *Pay Terms: = "]['7(:1 Due Mow

meee tnes: 0.00 2:?;:::3?;:; Surnma o —_—
*Currency: ’7USD Q DN MErandise Summary Print Invoice
Miscellaneous: =

Freight: ’7 o]

Tatal: [ 30000

Copy From Source Document
Difference: 0.00 PO Unit:

Calculate | PO Humber: Capy PO

Copy From:

Line: 1 Item:

“Distribute by Amount :I‘ Unit Price; Quantity:
Ship To: CL00000001 Q. Line Amount: 300.00
SpeedChart: Q Description: |\NV7EB

™ One Asset

| calulate |
~ Distribution Lines

[ Exchange Rats || Statistics || Assets |

Dowy Line  Merchandise Amt  Quantity *GLUNit  Account  Opentem  Fund  Dept Initiative [pC Bus

Unit
= 1 300.00 coLun@, [s5205 @ Q [0 [s02104@ [oooon @ [200 @ JENRLQ
| »

4

Function

ShortNarme: EMPLOYEE-001 Q3280 Broadway *Service Location: us w|Altachments (01

IFI Saua T Mebife | L0 Badeach |

i/ start: J @ Micrasoft Office 2010 & Reqular Entry - Windo...

Step

Action

36.

Drag the scrollbar to the right to complete the rest of the distribution information.

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
T Lipiuyes et

ShortName: EMPLOYEE-DO1 Q3280 Broadway *Service Location: us ~|Aftachments (0"
- Mew York, NY 10027 -

Location: CHE-01 Q “Woucher Type: Employes R = Comments(D:

*Address: 1 Q

Advanced Vendar Search

Control Group: | - Y *Pay Terms: oo Q Duehow

meee tnes: 0.00 E:ji;Z::aL?:; Surnma e —_—
*Currency: ’7USD Q DN Mershandise Summary Print Invoice
Miscellaneous: =

Freight: ’7 o]

Tatal: [ 30000

Copy From Source Document
Difference: 0.00 PO Unit:
Caleulate | PO Number:

Copy PO

Copy From:

Line: 1 Item: A von: Q
“Distribute by: Amount :I‘ Unit Price: Quantity:
Ship To: CL00000001 @ Line Amount: 300.00
SpeedChart: Q. Description: IDRZEE]
I One Asset
| calulate |
i ution Lines

[ Exchange Rats || Statistics | Assets

::v':"" Line Merchandise Amt Quantity ®  Project Activity
B O 1 30000 | dac | a |
Al
I e | =1 ot | (o0 mateaen |

EEIE

Micrasoft Office 2010 & Regular Entry - Windo...
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Step Action

37. Click in the Project field.

Home:
Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

Lipoyes reniuu

ShortName: [EMPLOYEEDOT (@ 3280 Broadway *Service Location: ‘ us =|atlachments [y =
Location: fereor g MewYerk b 10027 “oucher Type: [Ermpiopes Rz simetsils

*Address: ’17 Q

Advanced Vendor Search

Control Group: ’7 @ ‘PayTerms: = "]['7(:1 Due Mow

e tnes: 0.00 2:?;:::3?;:; Surnma o

*Currency: ’7USD Q DN MErandise Summary Print Invoice

Miscellaneous: =

Freight: ’7 o]

Total: 300.00

Copy From Source Document

Difference: 0.00 PO Unit: Q
| caloulate | PO Humber: e | Sopy PO ]
Copy From: [rane

Invoice Lines
Line: 1 Item: A vom:
“Distribute by Amount :I‘ Unit Price; Quantity:
Ship To: CL00000001 @ Line Amount: 300.00
SpeedChart: QL pescription: |ERZEE]
I One Asset
| calculate |

~ Distribution Lines

First K 10f1 0
¢ " Exchange Rate || Statistics | Assets
Copy | _ _ 5 - _ _ Fund
Down LiNe  Merchandise Amt  Quantity Project Activity Segment Site Affiliate o Budge
=B - 1 300.00 dJa | a | a | Q a | Q Q. (o34 o
Al | i

IFI Saua T Mebife | L0 Badeach |

B aaa | LB Linclata Pismians | ‘,Ll
i start J ) JMicrnsnftOFﬁtaZDlD /& Regular Entry - Windo... J @ & [| & F

Step Action

38. Enter the desired information into the Project field. Enter "GT001008".
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Advanced Vendar Search

0.00

Caleulate |

Favnvr\tes MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate
ShortName: EMPLOYEE-DO1 Q
Location: CHK-01 Q
*Address: 1 Q

Linpioges reium
3280 Broadway
Mew York, NY 10027

*Pay Terms:
Basis Date Type:

Mon Merchandise Summary

Copy From Source Document

Control Group: Q
Invoice Lines: 0.00
*Currency: usD| Q@
Miscellaneous: =
Freight: [ |
Total: 300.00
Difference:

PO Unit:
PO Humber:

Training Guide
Voucher Processing

Regular Entry

us w|Altachments (01

Cormments (o
Employee R ¥

*Service Location:
“Woucher Type:

& oo Q. Due Now

Inw Date

Print Invoice

Copy PO

Dstar| |

Copy From:
Line: 1 Item:
“Distribute by Amount :I‘ Unit Price; Quantity:
Ship To: cuooonooat Q,  Line Amount: 200,00
SpeedChart: Q. Description: [nv7es

I One Asset
| calulate |
~ Distribution Lines
[ Exchange Rats || Statistics || Assets |
:E‘:v':’"‘ Line  Merchandise Amt Ouantity ®  Project Activity Segment
E - 1 300.00 2@ prootoos @ | Q | e
Al
[0 Seie | [ bt | (6. Pateast |

Micrasoft Office 2010 & Reqular Entry - Windo...

Step

Action

39.

Click in the Activity field.

Favorites

EMPLOYEE-001 Q

Calculate |

Line: 1

“Distribute vz Armount

Ship To: CUD0000001 Q
SpeedChart: Q

| Calculate |

Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Lipiges reua

ShortName: 3280 Broadway *Service Location: ug | Aftachments (0 d
Location: CHICOT q  Mewiork MY 10027 “Voucher Type: Comments(g
ocation: Employee R =
*Address: 1 Q
Advanced Vendor Search
Control Group: [ Ja PuTems = |oo Q. Due Now
Invoice Lines: 000 Basis Date Type: Inv Date
*Currency: UsD|Q Linbnind e Print Invaice
Miscellaneous: =
Freight: 5
Total: 300.00
Copy From Source Document
Difference:

PO Unit:
PO Number:
Copy From:

tem:

Unit Price:
Line Amount:
Description:

Copy PO

A uom:

Quantity:
300.00

[In7ag

I” One Asset

#start J &

J

I | Exchange Rale | Stefistics | Assets |
Copy . ) ’ 5 ) » ’ ] Fund ]
Dony Line  Merchandise Amt Quantity Praject Activity Segment site Afiiliate . Budge
B O 1 30000 | 1 promooe Q. [of Q |
[]
[EE=al i rar—|

Microsoft Office 2010 & Reqular Entry - Windo...
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Step Action

40. Enter the desired information into the Activity field. Enter "01".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry
T Lipiuyes et

ShortName: EMPLOYEE-001 @ 3280 Broadway *Service Location: us =] Attachments (o) =
- Mew York, NY 10027 .

Location: CHK-01 Q “Woucher Type: Employes R Comments(

*Address: 1 Q

Advanced Vendar Search

Control Group: | - Y *Pay Terms: oo Q Duehow

meee tnes: 0.00 E:ji;Z::aL?:; Surnma e —_—
*Currency: ’7USD Q DN Mershandise Summary Print Invoice
Miscellaneous: =

Freight: ’7 o]

Total: 300.00

Copy From Source Document

Difference: 0.00 PO Unit: Q
| Calculate | PO Number: Q ! Capy PO |

Copy From: [rane

Invoice Lines

Line: 1 Item: A von:

“Distribute by: Amount :I‘ Unit Price: Quantity:

Ship To: CL00000001 @ Line Amount: 300.00

SpeedChart: Q. Description: |EEE]

I One Asset
| calulate |

~ Distribution Lines
" Exchange Rate || Statistics | Assets

First Kl 1 of 1 O Lot

::v':"" Line Merchandise Amt Quantity ®  Project Activity Segment Site Affiliate ;‘fj;-l‘ld Budge
E - 1 300.00, | 2@ [sToooosc [0t Q|| Q a | a Q. [na4
Al | 0
(=1 cove | M Mt | [0 Batiazh | (= aetd | Bl 1 indstamismie: | hd
= i

i start Jg JMicrnsnftOFﬁtaZDlD /& Regular Entry - Windo... J @ & [l @& |«

Step Action

41. Click in the Segment field.

[
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Favnvr\tes MalnvMenu > Accounts Payable > Wou
ShortName: EMPLOYEE-DO1 Q
Location: CHK-01 Q
*Address: 1 Q

Advanced Vendar Search

Control Group: Q
Invoice Lines: 0.00
*Currency: usD| Q@
Miscellaneous: =
Freight: [ |
Total: 300.00
Difference: 0.00

| Calculate |

Training Guide
Voucher Processing

chers > AddfUpdate

Lipioyes reluu

Regular Entry

3280 Broadway *Service Location: us w|Altachments (01 d
Mew York, NY 10027 .
“Woucher Type: Ermployes R 7] Comments
*Pay Terms: = oo QU Due Mow
Basis Date Type: In¥ Date

Mon Merchandise Summary

Print Invoice

Copy From Source Document
PO Unit:

PO Number: Copy PO

Copy From:

Line: 1 Item:
“Distribute by Amount :I‘ Unit Price; Quantity:

Ship To: cuooonooat Q,  Line Amount: 200.00

SpeedChart: Q. Description: |EEE]

I One Asset

| calulate |

~ Distribution Lines

[ Exchange Rats || Statistics || Assets |
:E‘:v':’"‘ Line  Merchandise Amt Ouantity ®  Project Activity Segment
E - 1 300.00 2@ [sTooooe [0t Qo e
Al

IFI Saua T Mebife | L0 Badeach |

Dstar| |

Micrasoft Office 2010 & Reqular Entry - Windo...

Step

Action

42.

Enter the desired information into the Segment field. Enter "00000000".

Favorites ~

'MainvMenu > Accounts Payable >

EMPLOYEE-001 Q

ShortName:
Location: CHK-01 Q
“Address: 1 &

Advanced Vendor Search

Wouchers > AddfUpdate > Regular Entry

[T A
3280 Broadway
Mew Yark, BY 10027

us - |Aftachments (0"
Cormments(0)
Employes R = Comments{D:

*Service Location:

=

“oucher Type:

Calculate |

Line: 1

“Distribute by: [Amount =]
Ship To: cunooonnot Q
SpeedChart: Q
[ Calculate |

~ Distribution Lines

Control Group: Q *Pay Terms: = oo Q. Due Mow
Invoice Lines: 000 Basis Date Type: Inv Date
*Currency: ‘ USD|Q, Llon Merchandise Summary Printinvoice
Miscellaneous: =
Freight: ﬂ
Total: 300.00
Copy From Source Document
Difference: 0.00 PO Unit:

PO Number:

Copy From:

Kem: A uom: a
Unit Price: Quantity:

Line Amount: 300.00

Description: [Inv783

™ One Asset

Fir=t 1 40t

Merchandise Amt  Quantity

®  Project Fund

affil

Activity Segment Site: Affiliate Budge

1 300.00 |

1 [eTomooEq (o1

7]

a momo e, [ Q a [ la [oang
|

IFI Sawe | I Matife | Lot Refresh |

EEUNE

Micrasoft Office 2010 & Regular Entry - Windo...
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Step Action

43.

Drag the scrollbar to the see the bottom of the page.

MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

e

Shorthame: EMPLOYEE-DO1 @ 3280 Broadway *Service Location: ‘ us ~[Aftachments () ﬂ
Location: cr Q@ e ork, Wy 10027 “foucher Type: mcumments ()
*Address: 1 Q
Advanced Yendor Search
Control Group: [ o PuTems & oo A Due Mow
Invoice Lines: 000 Basis Date Type: Inv Date
*Currency: [ UsD QL Ll il L2 PrintInvoice
Miscellaneous: =
Freight: ’7 =]
Tatal: [ 3o
Difference: 0.00 PO Unit: [ Y
[ Caloulate | PO Number: Q f Copy PO |
Copy From: |Nune

Invoice Lines i Fret Kl qort Ot

Line: 1 Item: A uom:
“Distribute by: Amount =] Unit Price: Quantity:
Ship To: CL00000001 Q, Line Amount: 300.00
SpeedChart: @, Description: [Inv783

™ One Asset

| Calculate |

stribution Lines

C ] First Kl 1 of 1 O Lt
Exchange Rate | Stetistics | Assets
Copy . X . s . " § X Fund
SOPY Line  Merchandiss Amt Quantity Project Activity Segment site Affiliate e Budge
E B 1 300.00 | 1 [eTomooEq (o1 @, noooooog G a | Q [SRRINERT i
A | -

B save | |[=] oty | [ Refresh |

[Botoa] 3 s ]

i start Jg JMicrnsnftOFﬁtaZDlD /€ Regular Entry - Windo... J @ & [l @& |«

Step

Action

44,

C_Iick the _Save button.
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Favorites

Summary Eelated Documents

MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate Regular Entry

Eayments Youcher Attributes

E Related Content LE’NEWW\TMDW ? Help E,»/Cuamm\ze Page
Errar Summary

Business Unit: COLUM Invoice No: [RZEE
Voucher ID: 00000583 Invoice Date: [o3naizoi2
Voucher Style: Regular Youcher Accounting Date: 0311412012 el

View Documents
Vendor ID: 0000000004 Q Ernalaves Vendor *Date Dept Rec'd Invoice: [0314/2012 |5 Session Defaulls
ShortName: EMPLOYEE-001 & 3280 Broadway *Senvice Location: Us ~ ] Attachments (0
Location: CHICO1 Q MewYork, Nv 10027 “oucher Type: Crmiayes Fz] Cammens(m
*Address: 1 Q

Advanced Vendor Search

Group: Q ‘PayTerms: 5 oo 2 Due How

Print Invaice _
Preview & Submit For Approval

Subniit For Approval

Copy From Source Document

CopyRo

Control
Invoice Lines: 20000 Basis Date Type: Inv Dats
hlon Merchandise Summal
*Currency: usD|&
Miscellaneous: =
Freight: ﬁ
Total: 300.00
Difference: 0.00 PO Unit:
Calculate PO Number:
Copy From: Mone

Invoice Lines

Frst K1 ore DL

Line:

Ship Te

=
1 ttem: A vom: Q
osvbwtety PO E]  umprcs I P —
o %Q Line Amount: 300.00

SpeedChart: QU pescription: [irv7eg

i start J s J |&Z] Microsoft Office 2010 & Regular Entry - Windo...

I” one asset

J@Ill_lll

]

<«

Step

Action

45.

Click the Preview & Submit For Approval button.

Preview: & Submit For Approval _

Favorites

4t rvaEnu > Accounts Payable > Wouchers > AddfUpdate Reqgular Entry

Preview Approval

Business Unit COLUM
oucher ID 0oooosss
Approval Status Pending

Departmental Approval

EREIated Content r_E’Nemednw ? Help E{Custnm\ze Page

Total:

Submit For Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000588, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Initiated

Departmental Approval
Not Routed

g, Dept Voucher Approver Lewel 1
li“’ Vuucher Department Approval -E

Adhoc Approval

= BUSINESS_UNIT=COLUM, VOUCHER_ID=00000583: Initiated

[#]start Mew Path

Ad Hoc Approval

Not Routed

g, Woucher Entry
EEr Approval Step (gnare)

Central AP Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000588: Initiated

[#]5tart Mew Path

Central AP Approval - Hon PO

Not Routed

g, Central Youcher Approver
li“’ ZCUVDuChErADm’DVErS[ROLE) -E

al
start J r J | ] Microsoft Office 2010 @ Regular Entry - Windo...

@ aTe

300.00

=
f
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Step Action

46. Click the Submit For Approval button.
| Submit For Approval |

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

EREIated Content B NewWindow 7 Help E,/Custnm\ze Page
e

Approval Comments

Business Unit COLUM

oucher ID 0onoosss

Additional Details @
oK Cancel Refresh

@ start J@ J@Micrnsnftofﬁ:azmﬂ @ Regular Entry - Windo... J @ B[] & F

Step Action

47, Click the O_K button.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

E Related Content LE’NEWW\TMDW ? Help IL/Cuamrmze Page hitp

=)
@ Eayments Youcher Attributes Errar Summary

Business Unit CoLUM

VYoucher ID 00000538

Departmental Approval

< BUSINESS_UNIT=COLUM, VOUCHER_ID=00000588, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Fending
Departmental Approval

Pending

© Dept Vaucher Approver Level 1
“Woucher Department Approwal

Adhoc Approval

=~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000588: Awaiting Further Approvals
Ad Hoe Approval

Not Routed

= Woucher Ent
Self Approval Step (lanare)

Central AP Approval
~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000588: Awaiting Further Approvals
Central AP Approval - Hon PO

Not Routed
Central Vouther Appraver
=

ZCUNoucherapprovers(ROLE)

B save | =) natty | |2 Retresh Ev &td | |5 UpdateDisplay |

e | Dnlndnel Fim et i b | lmwmien nfnmamtins | Dawmannte 1) innehay dikbos | Sear Summmans | Anmemwn] S sme

I
Start Jg J@MicrnsnftOFﬁtEZDlﬂ & Regular Entry - Windo... J @ &[] & F

Training Guide
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-

Step

Action

48.

See the approval workflow routing upon submission.

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

| Related Content £ New Window 7 Help ustomize Page n
[=] Related content &9 Mew Wind ? Help [& Cust P B

=)
@ Eayments Youcher Attributes Errar Summary

Business Unit coLum

Woucher ID 0oooosss

Departmental Approval
=~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000588, YOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Pending

Departmental Approval

Pending

© Dept Vaucher Approver Level 1
Woucher Department Approvwal

Adhoc Approval

=~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000588: Awaiting Further Approvals
Ad Hoe Approval

Not Routed

= Woucher Ent
Self Approval Step (lanare)

Central AP Approval
~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000588: Awaiting Further Approvals

Central AP Approval - Hon PO
Not Routed

@ Central Youcher Approver
ZCUNoucherapprovers(ROLE)

[Er acd | |5 UpdateDisplay |

[

i & o - . e - 1 S
Start Jg J@MicrnsnftOFﬁtEZDlﬂ € Regular Entry - Windo... J @ & [] &

=

<«
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Step

Action

49.

You have successfully created a voucher for an employee reimbursement. You can

now select the next lesson, Managing Voucher Errors and Exceptions.
End of Procedure.
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Managing Voucher Errors and Exceptions

This is the Processing Vouchers lesson of the Voucher Processing course. Upon completion of
this lesson, you will be able to:

e Edit check vouchers that have been created in the ARC system

e Correct recycle errors

e Access the match workbench to correct voucher errors

o Resolve budget check exceptions

e Correct vouchers through creating the Adjustment, Reversal, and Journal voucher styles

Non-PO Voucher Process:

| ARC’| OnBase ARC | OnBase ARC
&' ARC E @ ;ﬁ ‘f‘ ARc || Are || @
- u:'\cf'.a d Edit Edits Submits ent ol | | Bucet Posts
and View Checks Voucher for ept. niral Checks | | vouchers Pays
Creates Relevant Voucher (G Approval Approves | | Approves Vouchers Vouchers
Non-PQ Docs. Apalicable) G Vouchers | | Vouchers
Vaucher
PO Voucher Process:
| ARC'| OnBase ARC

Bl . e B [ o e e 2

= -
Edit (i Matching Submits Budget Posts

and View Checks Voucher for Bt Checks | | vouchers Pays
Creates Relevant Voucher t Approval (G Vouchers Vouchers
PO Docs. Applicable) Vouchers.

Voucher

Estimated time needed to complete lesson: 20 minutes
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Editing Vouchers

Throughout the voucher creation process, you can save what you've done as long as the voucher
has the required fields completed (only GLBU and Account are required on the distribution line
to save the voucher). Once you complete the voucher and click the save button, ARC will
perform edit checking. If any errors are identified, the voucher will be saved in Recycle status.
You will need to correct all data that does not pass online edits. Once all errors have been
corrected and the voucher successfully passes edit checking, the voucher can be submitted for
approval. Once in approval workflow, transactions can be put on hold or denied, thus preventing
the voucher from being paid. Once the voucher has been approved by all required approvers, the
voucher will be available for payment.

Combination Edit Errors

Out of Balance Errors

Required Fields Not Populated

v

Duplicate Invoice Errors

Recycle Status

If the voucher is a non-PO voucher, you can submit the voucher for approval workflow. If the
voucher is associated to a purchase order, the voucher must first process through matching before
it can be approved. A batch process will run throughout the day to match vouchers, so no action is
required on behalf of the user. However, users will have the ability to Match vouchers
immediately in order to be able to then submit the voucher into workflow approval.

Note: Vouchers will route for approval based on the dollar threshold and department defined on
the voucher distribution line. Additional information regarding voucher approvals can be found in
the Managing Procurement Approvals course on the finance gateway.

Throughout the following topic, consider a time when you have faced a similar scenario: Mark
entered a voucher and edit-checking reveals that the gross amount of the voucher was entered
incorrectly, causing the voucher to be out of balance. He needs to correct the voucher
information.

Estimated time needed to complete topic: 3 minutes

Procedure

Welcome to the Editing Voucher Errors topic. In this scenario you will correct voucher errors.
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ARC

Favorites  Main Menu
Personalize Content | Layout
‘Menu 2] (=) [x]

Search:
®

[> Columbia Specific

[> eProcurement

> Accounts Payahle

> Set Up FinancialsiSupply Chain
[ Enterprise Components

[ Warklist

[> PeopleTools

— Change My Pagsword

4 start J ) J ] Microsoft Office 2010 & Employee-facing regi...

Training Guide
Voucher Processing

| @& e [«

Step

Action

the Main Menu button.

First, you will identify the voucher for which you need to correct errors. Click
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Voucher Processing

— Change 1

i start Jg J@MicrnsnftOFﬁtEZDlﬂ @ Employee-facing regi... J @ & [ & F

ARC

Favorites  Main Menu

Personalize Search Menu:

o

Search: 3 Columbia Specific

(1 eProturement
b Columbiz$1 accounts Payable
:;2:23:‘:2' 3 Set Up FinancialsfSupply Chain
> SetUp Fir (& Enterprise Components
[ Enterprisi (3 Worklist
5]

? Help
®

v v e e v v v A

[ Warklist

PeopleTools
> PeopleTo

D Change My Password

Step

Action

Click the Accounts Payable menu.
|";b Arcounts Payable r

Favorites | Mair Menu
Fersonalize ISean:n Menu: ® ? Help
[Menu =
Search: 3 Calumbia Specific 4
3 eProcurement 4

EC;\umh\a [ Accounts Payable

SRR & st Up Financia\s]Supply[iD Vouchers '
[ Accounts Contral Graups 4
[ et Lp Fil 3 Enterprise Components N
I Entergrist (3 worklist g :avmen: 5 Payable i y

evisw ACCOUNts Payable Ini

E‘;\gonrlgl‘f_}_n 3 PeapleToolks i
" Change, =) Change My Password

#start Jg J@Mmsuftofﬁcezmu {@ Employee-facing regi... J @ § [ & F

ARC™
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Step Action

3. Select the VVouchers menu.
37 wouchers G

ARC™

Favgrites . Main Meru

Fersonalize Search Menu:

7 Hel
s ® .
Menu

Erdin 03 Columbia Specific
3 eProcursment
(1 Accounts Payable & %
Wouchers

[ Accounts £ set Up Fnancids/Suoply ¢ 3 Contral Groups §h AddfUpdate »
[ SetUp Fit 3 Enterprise Components

£3 Payments 3 Maintain 4
I Entergrist £ Worklist
[ Warklist (3 Rewiewr Accounts Payable o 4
> PeopleTo
— Change b

- v

[» Columbiz
[» eProcurel

[ PeopleTools
5] change My Password

&/ start Jg J@Mmsuftofﬁcezmu {& Employee-facing regi... J @ & [ @ F

Step Action

4, Click the Add/Update menu.
Bl addfUpdate 3
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Favorites  Main Meru

Search Menu:

Personalize

[0 Columbia Specific 4
0 eProcurement 4
II;Cpo\umb\e (1 Arcounts Payable
eRrocurel 1 Wouchers
¢
> Accounts £ Set Up Fnancials/Supply 9 Contral Graups 1 addfupdate
[> Set Up Fit 3 Enterprise Components
5 Payments 3 Maintain
[ Enterprisi (3 Worklist 3 Review & 5 Payabl
3
I;\;Vurkl‘\a} 9 Peopl=Took Eview ACCounts Payable inmo
sopleTo
. Charioh D Change My Password

i start J & Microsaft Office 2010 & Employee-facing regi...

[5] Regular Entry
[ woucher Search
[=] Quick Invaice Entry

Delete Youcher

? Help

|m & [ &

7

Step Action

5. Click Regular Entry.

|=] Regular Entry

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Reagular Entry  [5]

Youcher

ey

Find an Existing Yalue

Business Unit: COLUMC,
Woucher ID: MEXT
Voucher Style: |Regu\ar\/uucher j

Short Vendor Hame: ’7 Q

\endor ID: ’7 Q

Vendor Lacation: &

Address Sequence Number: liﬂo\

Invoice Number: [

Invoice Date: ,7

Gross Invoice Amount: I—UUU
Freight Amount: I—DDD
Misc Charge Amount: I—UUU

Estimated No. of Invoice Lines: 1

o Add

Find an Existing Value | Add a Mew Value

i start J ) J |&] Microsoft Office 2010 /& Regular Entry - Windo...

Home

D Mewwindow 2 Help

J@JI‘I_I-.

hitp
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Step Action

6. Click the Find an Existing Value tab to locate existing vouchers.

|/ Find an Existing “alue §

ARC

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Reagular Entry  [5]

E newwindow 7 Help B ity

Youcher

Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a New WValue

Limnit the number of results to (up to 300y (300

Business Unit: IE [coum @
Voucher ID: |hegms with j|
Invoice Number: | begins with j|
Invoice Date: [= =l [
Short Vendor Hame: [ begins with =] |
Wendor ID: |hegms with j| Q
Name 1: hegins with j|
Woucher Style: = j | j
Related Voucher: | heains with j|
Entry Status: |: j | j
Voucher Source: = = pinmrnnon
" Case Sensitive Recycle
Template Woucher
Search Clear |Basic Search [ Save Search Criteria

Find an Existing value | Add a Mew Value

al 1 .
i start, Jg J@MicrnsnftOFﬁtEZDlﬂ /& Regular Entry - Windo... J @ & [ & F

Step Action

7. Click the Entry Status list and select Recycle to locate all Recycle Errors to filter
by vouchers that contain Recycle Errors.

| |
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Favorites

Youcher
Enter any information you have and click Search. Leave fields blankfora |

Add & Mew Value

MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Reqular Entry [3]

ist of all values

Limnit the number of results to (up to 300y (300

COLUM aQ

Business Unit: ==

™ Case Sensitive

| Search || Clear |pasic Gearch [E) Save Search Criteria

Find an Existing value | Add a Mew Value

i5tart J )

Voucher ID: |hegms with j|

Invoice Number:  [begins with =] |

Invoice Date: [= =l [

Short Wendor Name: [begins with =] |

\iendor ID: begins with j| Q

Name 1: hegins with j|

Woucher Style: = j | j
Related Voucher: | heains with j|

Entry Status: [= =l [Recycle =l
Voucher Source: |: j | j

J crosoft Office 2010 /& Regular Entry - Windo...

D rewwindow 7 Help

n

J@Jl‘l'lll

Action

Click the Search button.

Favorites

Voucher
Enter any information you have and click Search. Leave fields blankfora

Add & New Walue

4t rvaEnu > Accounts Payable > Wouchers > AddfUpdate

Reqular Entry [3]

list of all values,

Limit the number of results to (up to 3003 [200

coLUM a,

Business Unit: ==

I” Case Sensitive

| gearch Clear |Basic Search [E) Save Searth Criteria

Search Results

Voucher ID: [beqins with =]
Invoice Number: | begins with j|
Invoice Date: = = |
Short Vendor Name: | beqins with j|
Vendor ID: hegins with j|
Name 1: begins with j|
Woucher Style: = j | j
Related Youcher: | begins with j|
Entry Status: |: j | Recycle j
Voucher Source:  [= =l =l

Dstar| | 5

J licrasaft Offics 2010 /& Reqular Entry - Windo...

Mg All
iness Voucher Gross b vment i

pusiness JOUhel  invoice Humber invoice SSANEMLIWOE ghot yendor Hame Vendor 1D
o \ntoice Humber Aot Amount Date =hort Yendor Hame Yendor D

COLUN 00000580 Adjustment 100 100 03472013 SUPPLIER-O01 0000000003

COLUNM |00000587 Voucher for Prepavment 300 300 03142012 SUPPLIER-D01 0000000003

COoLUM 00000575 WOUGHER BUILD RECYCLE ERROR 1600 il 03/14/2012 SUPPLIER-001 0000000003

COLUM |00000573 Invoice Mo | 00 -0 0333012 SUFFLIER-001 0000000003

Hame 1

Supplier Vendar
Supplier Vendor
Supplier Vendar
Supplier Vendar

Erewwindow P Help Bl nttp =]

hita

Fil
Voucher Re
Style Va
Adjustment 00
Regular (bl
Regular 7O
Reversal |(hly
: =
| @& [l & [«
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Action

Scroll to the bottom of the page to see the search results.

Favnvr\tes ! MainvMenu > Acmuntipayahle > \Inushers > Addfhvlpdate > Regular Entry  [5]
Voucher -
Enter any information you have and click Search. Leave fields blankfor a list of all values,
Add & New Walue

Limit the number of results to (up to 200), ,3?
Business Unit: IE [coum @
Voucher ID: [beqins with =]
Invoice Number: |hegms wnhj|
Invoice Date: = =l [
Short Vendor Name: | beins with j|
Wendor ID: hegins wnhj| Q
Name 1: |hegms withj|
Voucher Style: |: j | j
Related Voucher:  [begins with =] |
Entry Status: |: j |Rewnle j
voucher Source:  [= = =l
I” case Sensitive

Search || Glear |gasic searcn B save Search Criteria
Search Results
Miew All Fil
Business Voucher | 1988 by ment Invaice Voucher Re
Unit in nvoice Humber %‘M Date Short Vendor Hame Vendor ID Hame 1 Style. Vo
COLUM 00000580 Adiustment 100 100 031472012 SUPPLIER-001 0000000003 Supplier Vendar Adjustment 00
COLUM 00000587 Vaucher far Prepayment 300 300 03/14/2012 SUPPLIER-001 0000000003 | Supplier Yendar Regular  |¢hl
COLUM 00000575 YOUGHER BUILD RECYCLE ERROR 1600|1600 031 4/2012 SUPPLIER-001 0000000003 Supplier Yendar Regular 70
COLUM 00000573 Invaice Mo | 2100 100 0311372012 SUPPLIER-001 0000000003 Supplier Vendar Reversal (bl
COLLM 00000570 Invoice Mo 1 100 100 02123/2012 SUPPLIER-001 0000000003 Supplier Yendar Adjustment 00
‘C‘OLUM 00000522/257000994-001 g5 g5 027232012 SUPPLIER-00M 0000000003 [Supplier Yendar . Regular V.UILI
& start J @ J ] Microsoft Office 20101 lm J @ & [] & F

Step

Action

10.

00000570

Select the appropriate voucher link. Click the 00000570 link.
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Favnvr\tes MalnvMenu > Atmunt5 Payable > \Inushers > Addfhvlpdate > Reagular Entry  [3]
[=] Related Content & NewWindow P Help  [& Customize Page hitp
Eelated Documents Invoice Information Eayments Youcher Attributes i Error Summary A

Business Unit: coLUm Invoice Date: 03132012

Voucher ID: 00000570 Invoice No: Inwoice Mo 1

Voucher Style: Adjustment Invoice Total: 100.00 usD

Contract ID:

Vendor Name: Supplier Yendar Pay Terms: Due Mow

3208 Broadway Voucher Source: Online
Mew York, NY 10027

Entry Status: Recycle Origin: ONL

Match Status: Mo Match Created: 031362012

Approval Status: Pending Created By: AP_TEST_03

Post Status: Unposted Modified: 0313i2012

Modified By: AP_TEST_D3
ERS Type: Mot Applicable

Budget Status: Mot Chk'd Close Status: Cpen

Budget Misc Status: Walid

“View Related |Paymem Inguiry j Go

[ Sswe L RetumtoSesch 1 Freviousinlist ¥ Mestinlist  [S] Wotity 7 Retresh b Updlgte/Display
Summary | Related Documents | nvaice Infarmation | Payments | Youcher Attributes | Errar Summar
wl 1 .
& start J @ J || Mirasoft offica 2010 |[ @ Regular Entry - Windo... J @ &[] & F

Step

Action

11.

Click the Error Summary tab. The Error Summary tab is available on all vouchers
and summarizes the errors for each voucher.

F u
Errar Surmimany
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry [3]

ERelaten Content LEINEWW\TMDW ? Help Efcuammwze Page hrlp
e~ e

Summary || Related Documents [ Invoice Information | Payments | Youcher Attributes

Business Unit: coLum Invoice Number: Invoice Mo 1

Voucher ID: 00000&70 Invoice Date: 0311312012

Style: Adjustment Total: 10000 uso

[ Header Errors

Field Hame Message

Gross Invoice Amount Youcher is out of Balance

|E) save | &4 RetuntoSearch | 1 PreviousinList | [+E MextinList| [Z] Notify | | Refresh (b aad | [ 1

Surnmary | Related Documents | nvoice Infarmation | Payments | Youcher Attributes | Error Surnmary

i start J @ J icrasoft Office 2010 & Regular Entry - Windo...

Step

Action

12.

Note that the Error Summary displays that the Voucher is out of Balance.

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers > AddflUpdate > Regular Entry [5]
ERelatenCnmem LEINEWW\TMDW ? Help Efcuammwze?age hrlp

=
P

Summary || Related Documents || Invoice Information | Payments  Youcher Attributes

Business Unit: coLum Invoice Number: Invoice Mo 1
foucher ID: 00000570 Invoice Date: 0311312012
Style: Adjustment Total: 10000 uso

Header Errors

Field Hame Message
Gross Invoice Amount Youcher is out of Balance
(B Sswe O RetumtoSesich 1 Freviousinlist 4 Mestinlist [S] Notity 7 Refresh [Erad | [

Surnmary | Related Documents | nwoice Infarmation | Payments | Woucher Atributes | Errar Surnmary

& start, J @ J licrasaft Offics 2010 & Regular Entry - Windo...
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Step

Action

13.

Click the Invoice Information tab to correct the Out of Balance error.

I Invaice Informatian

Home

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry [5]

[=] Related content &0 Mewwindow 7 Help  [& customize Page B np <

Surnmary Related Dacurmnents Payments Youcher Attributes Errar Surnrmary

Business Unit: COLUM Invoice No: Invoice Mo 1

Voucher ID: 00000570 Invoice Date: 03132012 5

Voucher Style: Adjustments Accounting Date: 0311312012 el

Wendor ID: 0000aA00N3 Supplier Vendor "Date Dept Rec'd Invoice: 0311372012 )

ShortName: SUPPLIER-OM 3208 Broadway *Service Location: us ~ |Attachments (1)

Lacation: CHICOT @ MewYork, NY 10027 “oucher Type: mw
*Address: 1 Q

Imioice Lines: 100,00 *Pay Terms: B puenew
*Currency: yius[) q  Basis Date Type: Inw Date

Lon Merchandise Summary

Miscellaneous: = Frint Invoice |

Freight: ] | Preview & Submit For Approwal |
: =

Total: 100.00

Difference: | LB Copy From Source Document

Calculate | Voucher ID: | Gopydoioucher
Copy Fram Warksheet

Invoice Lines a Frst Kl aop O Last
Line: 1 Item: Q UOh: E4 Q BE= P
“Distribute by: Amount = Unit Price: -100.00000 Quantity: 1.0000
Ship To: cunooooa0t R Line Amount: Aio0.00
SpeedChart: Q Description: |\nvmce MNo 1
Related Voucher: 00000567 I~ One Asset
| calulate |

~ Distribution Lines Cu ze | Find ast /Lf

| —
#/start Jg JMlcrUsUftOFﬁEEZUlU /& Reqular Entry - Windo... J @ § [ & F

Step

Action

14.

Click in the Line Amount field to correct the error. Enter a value of positive $100.
| fro0.00]
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Reqgular Entry  [3]

[S]Related content 0 NewWindow 7 Help [ Customize Page Bl hip =]

=)
i Surnmary \e Related Dacumnents 3 i Payrments \e Woucher Attributes N Errar Surnrmary )

Business Unit: COLUM & Invoice No: Irwoice Mo 1
Voucher ID: 00000s70 Imioice Date: 0311302012
Voucher Style: Adjustments Accounting Date: 031372012
| wiew Docurments |
Vendor ID: aoooaoona: Supplier Vendor ‘Date Dept Rec'd Invoice: 0311372012 |
Servi iomn: =
ShortName: SUPPLIER-001 3208 Broadway ‘Service Location: us Attachrments (0)
Location: CHK-01 Q@ MewYork NY 10027 =“oucher Type: lmcommems 0
*Rddress: 1 Q
Invoice Lines: 100.00 "Pay Terms: g oo A Due Now
*Currency: UsD|Q, Basis Date Type: Inv Date .
Mon Merchandise Summary | ]
Miscellaneous: =] Print Invaice

Freight: = | Preview & Submit For Approval |
Total: 100.00

Difference: [ L3 Copy From Source Document

Calculate | Voucher ID: | Gopydoioucher

Copy Fram Warksheet

Invoice Lines

Line: 1 ftem: ,7 A von:

“Distribute s Amount d Unit Price: 100.00000 Quantity: [toooo

Ship To: Ccu00o0000t 2 Line Amount: 100.00

SpeedChart: Q Description: Inwoice Mo 1

Related foucher: 00000567 I One sset
. Calculate |

Difference

Dstar| |

|

Micrasoft Office 2010 & Reqular Entry - Windo... J -

Step Action

15. Scroll to the bottom of the page.

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers > AddflUpdate > Regular Entry [g]

Inmvoice Lines: o000 *Pay Terms: il A pue ow

Basis Date Type: Iny Date
*Currency: usD|Q P

Lon Merchandise Summary | Erint 1
Miscellaneous: = inklmoigs

Freight: = | Preview & Submit For Approval |
Total: 100.00

Difference: | LB Copy From Source Document

Caloulate | Voucher ID: [

Copyioousher

Copy From Worksheet

Line: 1 Itern: S von: EA Q
“Distribute by: Amount = Unit Price; 100.00000 Quantity: 1.0000

Ship To: CL0oo000at 2 Line Amount: 100.00
SpeedChart: Q Description: |\nvnme MNo 1
Related Voucher: nooooseT ™ One Asset
| calulate |
Difference
Line Amount: 100.00
Distributed: -100.00
Difference: 2000 @

~ Distribution Lines

First L 10f1 0
[ Exchange Rate | Statistics || Assets |

Line  Merchandise Amt Quantity *GLUnit  Account  Openltem  Fund  Dept Initiative Function Zﬁnﬁ"s Project
1 -1po.oo 10000 [colum@ [eeazs Q@ @ [sojQ [ssoz109Q fooooo Q@ (200 @ [CAPTL [cPonid
4 | 3

|B Sawe &\ Retunto Search | 1] Previousinlist 4] Mextinlist | =] Watify | | s Refresh |

R\Immmv | Related Doenments | invnics Infarmation | Pavments LWnncher Affibotes | Frror Summarye

i start] J @ J Microsoft Office 2010 & Regular Entry - Windo...
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Step

Action

16.

Click in the Merchandise Amt field to change the value to ensure the values are
balanced. Enter positive 100.

| -1p0.oo]

al
i start, J @ J |&] Microsoft Office 2010 /& Regular Entry - Windo...

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers > AddflUpdate > Regular Entry [g]

ShortName: SUPPLIER-001 A20Y Hroadway BEMLG LuLauun. B |y eeeey “7 j
Location: CHK-01 @ MewYork, NY 10027 “oucher Type: lmCum %o Saving..
*Address: 1 Q
Imvoice Lines: _100.00 *Pay Terms: = o A Due Now
*Currency: UsD @ Basis Date Type: Inv Date
MNon Merchandise Summary Printl

Miscellaneous: =] | rint Invoice |
Freight: = | Preview & Submit For Approval |
Total: 100.00
Difference: [ L3 CopyFrom Source Document

| Caloulate | Woucher ID:

| Gopyioiaucher

Copy From Warksheet
Invoice Lines

2 First K14 op1 DX Last

Line: 1 Item: [ euom Er  a =
“Distribute by: Armount =l Unit Price: [tonooonn | guanti: 10000
Ship To: CU00000001 2 Line Amount: [ 10000
SpeedChart: A pescription: [inwaice ro 1
Related Youcher: 00000567 I~ One Asset
| Calculate |

bution Lines

Exchange Rale || Stetistics | Assets

Line  Merchandise Amt Quantity ‘GLUNt  Account  Openkem  Fund  Dept Initiative Function Eﬁ:““ Project
El|[= 1 100.00 1.0000  [coLuUm@ (88325 Q a [eo)Q [sapziosq [oooon @ [zoo @ [CAPTUQL [GRODTG

4 |

B

[Bradd| [ UndsteiDisplay|

¢ | RetuntoSearch | 45 PrevieusinList  +E Mextinlist | |[=] Metity | | Refresh |

Summ(Save {alt+13] Dacuments | Invaice Infarmation | Payments | Youcher Aftributes | Emor Summary

J@i-l‘li E

Step

Action

17.

Click the Save button.
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Invoice Lines

Line:
“Distribute by
Ship To:
SpeedChart:
Related Voucher:

| Calculate |

~ Distribution Lines

" oL chart

Exchiange Rate

Caleulate |

1

Arnount

CU00000001 Q
- a
00000567

Stetistics | Assets

Business Unit: COLUM Imvoice No: Irwaice Mo 1
Voucher ID: 00000570 Invoice Date: 03132012 5
Voucher Style: Adjustments Accounting Date: 0311312012 el
| wiew Docurnents |
Vendor ID: n0oonoonn: Supplier Vendor ‘Date Dept Rec'd Invoice: |013/13/2012
"Ser ion: =
ShortName: SUPPLIER-OM 3208 Broadway ‘Service Location: us ttachments (0
Location: CHI-01 @ MewYork, NY 10027 =“oucher Type: lmwmmems 0
*Address: 1 aQ
Ivoice Lines: 100,00 *Pay Terms: =il QU pue Now
*Currency: usD|Q, Basis Date Type: Inv Date .
Lon Merchandise Summary | |
Miscellaneous: = Frint Invoice
Freight: ] | Preview & Submit For Approwal |
3 i (mEEfeviewaBub i bRk DrO¥al
Total: 100.00
Difference: 0.00 Copy From Source Document

Voucher ID:

| Gopyioousher

Copy Fram Warksheet

temn:

Unit Price:
Line Amount:
Description:

A uom: EA Q
OG0 | unmes (10000
[ oo
|\nvmce Mot G

Kl qor1 1

First

-l
i'start J -

line  Merchandisa Amt  Ouantity

J crosoft Office 2010 /& Regular Entry - Windo...

Gl linit

Arcount

Onanltam Fund  Nent Initiative Functinn Proieet

| @ & [

Step

Action

18.

Scroll to the top of the page to access the different voucher tabs.
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Favnvr\tes i MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate Reqgular Entry [3]

ERelatenCnmem @NEWWmdnw ? Help Efcuammwze?age hrlp -

ated Documents Paymente | Woucher Attributes | Error Summary |
Business Unit: COLUM Invoice No: Irwoice Mo 1
Voucher ID: 00000570 Invoice Date: 0311312012
Voucher Style: Adjustments Accounting Date: 031302012
| wiew Docurments |
Vendor ID: aoooaoona: Supplier Vendor ‘Date Dept Rec'd Invoice: 0311372012 |
Seni ion: =
ShortName: SUPPLIER-001 3208 Broadway ‘Service Location: us Attachrnents (@)

Lacation: CHICO1 @, MewYork, NY 10027 “oucher Type: lm“me —|=armments(d
*Address: 1 Q

Invoice Lines: 100.00 "Pay Terms: g oo A Due Now

*Currency: UsD|Q, Basis Date Type: Inv Date .
MNon Merchandise Summary | ]

Miscellaneous: =] Print Invaice

w & Submit For Approval |

Freight: =
Total: 100.00

Difference: 0.00 Copy From Source Document

Calculate | Voucher ID: Gopydo Youcher
Copy Fram Warksheet

Invoice Lines

Line: 1 Itemn: . uom:
“Distribute by: Arnount Unit Price: 100.00000 Quantity: 1.0000
Ship To: CU00000001 A Line Amount: 100.08

SpeedChart: Q Description: |\nvmce MNo1
Related Voucher: 00000567 I One Asset

) start J @ J icrasoft Office 2010 & Regular Entry - Windo...

Step

Action

19.

Click the Summary tab.

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Reagular Entry  [5]
ERelatenCnmem @NEWWmdnw ? Help E‘fCuamm\zePagE hrlp

Related Documents | Jnvoice Information || Payments | Woucher Attibutes | Error Summary |
Business Unit: coLUm Invoice Date: 03132012
Voucher ID: 00000670 Invoice No: Inwaice Mo 1
Voucher Style: Adjustment Invoice Total: 100.00 usD
Contract ID:
Vendor Name: Supplier Yendar Pay Terms: Due Mow:
3208 Broadway Voucher Source: Online

Mew York, NY 10027

Entry Status: Origin: ONL
Match Status: Mo Match Created: 031372012
Approval Status: Pending Created By: AP_TEST_03
Post Status: Unposted Modified: 0314i2012
Modified By: AP_TEST_D3
ERS Type: Mot Applicable
Budget Status: Mot Chik'd Close Status: Cpen
Budget Misc Status: Walid
“View Related |Paymem Inguiry j Go
|B save | RetumtoSearch | 1[E] PreviousinList | 42 NextinList | (=] oy | Refresh | [ e |

Surnmary | Related Documents | nwoice Infarmation | Payvments | Woucher Attributes | Errar Surnmar

) start J @ J icrasoft Office 2010 (& Reqular Entry - Windo...
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Step

Action

20.

Notice that the Entry Status has changed from Recycle to Postable after the error
has been corrected.

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry [5]

Related Dacumnents Imvoice Information Payrments Woucher Attributes Errar Surnrmary
Business Unit: COLUM Invoice Date: 0341312012
Moucher ID: 00000670 Invoice No: Irwaice Mo 1
Voucher Style: Adjustment Invoice Total: 100.00 usD
Contract ID:
Vendor Name: Supplier Vendaor Pay Terms: Due Mow
3208 Broadway Voucher Source: online

Entry Status: Postahle Origin: OML
Match Status: Mo Match Created: 0332012
Approval Status: Fending Created By: AP_TEST_DZ
Post Status: Unposted Modified: 03ndizonz
Modified By: AP_TEST_DZ
ERS Type: Mot Applicable
Budget Status: Maot Chked Close Status: Open
Budget Misc Status: Walid
*View Related |Faym9m Inguiry j o
B save | |{L RetuntoSearch | t5 Previousinlist | +E MextinList | =] Mofify | Refresh B Add | [ UpdeteDisplay.

Summary | Related Documents | [nvoice Information | Payments | Youcher Attributes | Error Summary

i D
& start. Jg J@MlcrusuftOfﬁzEZUlU /& Reqular Entry - Windo... J @ § [ & ’:

E Related Content B0 Mew Window 2 Help E,/Custum\ze Page hitp
DelEed Loment )

Mew York, MY 10027

Step

Action

21.

You have successfully edited a voucher. Now let's select the next topic, Correcting
Match Exceptions, where you will learn how to correct Match Exceptions.
End of Procedure.
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Correcting Match Exceptions

If a voucher references a purchase order and/or purchase order and receipt, the voucher must go
through the Matching process. If there is no receipt associated with the transaction, a two way
matching occurs between the purchase order and the voucher. If there is a receipt associated with
the transaction, a three way matching occurs between the purchase order, voucher, and the
receipt. When processing a voucher, it is important to know whether a Purchase Order and/or
receipt is associated with the transaction, so you know whether or not to monitor this transaction
for matching exceptions (for additional detail, reference the Receiving in ARC training). The
matching process will be initiated by ARC throughout the day and on a nightly basis, however,
departmental and central users will have the ability to match a voucher immediately.

Below is an overview of the voucher matching process vouchers go through once they have been
created and edited in the ARC system:

Successfully
Matched?

No?

Systemassociates
vouchersto POs and
receipts

ARC

User submits voucher °
for approval -

N

Systemflags as !
match excpetions ARC

User accesses match

workbench toreview -
errors and edits
vouchers as -

appropriate

M meogan [T

In order to review matching exceptions and correct these exceptions, users can go to the Match
Workbench to search for vouchers with a status of "Exception". The match workbench will also
provide details of the match rule the voucher violated in order to identify what needs to be
corrected. Once the error has been corrected, the voucher will be re-processed through the
Matching process. Users can match the voucher from the Match Workbench or Voucher Regular
Entry page, so that once it has passed matching, you can submit the voucher for approval.

Estimated time needed to complete topic: 3 minutes

Procedure

Welcome to the Match Workbench topic. In this scenario you will learn how to navigate through
the match workbench and override exceptions when necessary.
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Favorites  Main Menu
Personalize Content | Layout

‘Menu 2] (=) [x]
Search:
®

[> Columbia Specific

[> eProcurement

> Accounts Payahle

> Set Up FinancialsiSupply Chain
[ Enterprise Components

[ Warklist

[> PeopleTools

— Change My Pagsword

4 start J ) J ] Microsoft Office 2010 & Employee-facing regi...

Training Guide
Voucher Processing

? Help

=

Step

Action

Click the Main Menu button.

ARC™

Favarites | Main Meru

Fersonalize Search Menu:

Menu I ®

Search: 3 Calurbia Specific
3 eProcurement

I;C;‘Umh‘iﬂﬂ_‘l Accounts Payable
eProcurel

b Recotnte 3 Set Up FinancialsfSupply Chain

1> Set Up Fir 3 Enterprise Components

> Enterpriss T3 Warklist

PWiarklist ) peopieTook

1> PeopleT
- oigﬂ;ﬁ | change My Passward

- v v v v v v A

#start J @ J (] Micrasoft Office 2010 & Employee-facing regi...

? Help

o= T i
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Step

Action

2.

Click the Accounts Payable menu.
|*:}_'_‘I Arcounts Payable r

— Changa h =] hange My Passward

&/ start Jg J@Mmsuftofﬁcezmu {& Employee-facing regi... J @ & [] & F

ARC™

Favorites | Mair Menu
Fersonalize Search Menu:

I ) ? Help
Menu

Search: 3 calumbia Specific
3 eProcurement
EC;\umh\a [ Accounts Payable
D: mw?' (3 Set Up Finandials/Supply ¢ ) Vouchers
WIHEIE = N Contral Groups
[ et Lp Fil Enterprize Components i —
I Entergrist (3 worklist
*3 Review Accounts Payable Info
Ciorklist ) pegpipTonk i i
> PeopleTo

- v "

Step

Action

Click the Review Accounts Payable Info menu to access the Match Workbench.
|‘"I'&'_'I Feview Accounts Payvable Info ] |
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ARC

. Charioh D Change My Password

i/ start J )

J || Microsoft Office 2010 {& Employee-facing regi...

Favorites  Main Meru
Parsonalize ISenn:h Menu: ® ? Help
Menu -
Search: 3 Colurnbia Specific 4
0 eProcurement 4
II;Cpo\umb\e (1 Arcounts Payable
ERIEWEL ) got Up Fnancials/Supply ¢ &1 ouchers
> Accounts 3 Contral Groups
[> Set Up Fit 3 Enterprise Components
b Enferprisn (3 Warklist = :"’_mg”;s —
I Warklist eview Accounts Payable |
[ PeopleTa & reoplsTooks 9 vouchers >

Training Guide
Voucher Processing

= e

Step

Action

Click the Vouchers menu.

9 vouchers

ARC™

Favarites | Main Meru

Search Menu:

Persunauzel )

Menu %
Search: 3 Colurnbia Specific »

3 eProcursment 4

I;C;\umh\a [ Accounts Payable

BPIOCUIEL () oot | Financials/Supoply ¢ £ vouchers
W Control Groups
> Set Up Fit 3 Enterprise Components
I Enterpriss £ Workist g Eavmen;s —
> Wirklist eview Accounts Payable
[ PeopleTa £ PeopleTook (1 wouchers
_ Change, =) Change My Password

#start J @

J (] Microsoft Office 2010 & Employee-facing regi...

[5] Match Warkbench

? Help

o= T i
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Step

Action

5.

Click the Match Workbench menu.
| [£] match warkbench

Favarites © Man Menu > Accoumgpayable > Rewewnccounvts Payable Info > Vaushers > Match workbench
ENewwindow  ? Help  [F Customize Page hrlp

Match Workbench
Use Saved Search: I j Process Monitor
Business Unit [equalta = | Q
Match Status [equalte =l [ |
oucher ID Allvalues =
Vendor SetiD |euua|ln - ‘ Q
\endor ID Allvalues =
Max Rows to Retrieve: 300
LG Claih Advanced Search ESawe Search Criteria EDa\ele Saved Search ize Search

& start Jg J@MlcrusuftOfﬁzEZUlU {& Match Workbench - ... J @ & [] & P

Step

Action

You will enter search criteria to identify vouchers with Match exceptions. Click in
the Business Unit field. .
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Use Saved Search:

Match Workbench

Favnvr\tes'MalnvMenu > Accounts Payable > Review Accounts Payable Info > vouchers

> Match Warkbench

Training Guide
Voucher Processing

@NEWWmdnw “? Help BCUETD!’H\ZEF‘EQE

Process Monitor

i I5tart J e

Esave Search Criteria

ﬁlDe\ele Saved Search

J ] Micrasoft Offics 2010 & Match Workbench - ...

Business Unit |equa| [ | [cl Q,
Match Status |equa| o j | j
oucher ID Allvalues hd
Vendor SetlD |equa| o j ‘ aQ
Vendor ID AllValues 2
Max Rows to Retrieve: 200
|¥Search | ‘ . ‘ Advanced Search

Personalize Search

| @& @& [«

-
Hittp

Action

Enter the desired information into the Business Unit field. Enter "COLUM".

Match Workbench

Use Saved Search:

Favnvr\tes’MainvMenu > Accounts Payable > Review Accounts Payable Info > vouchers > Match workbench

@NEWWmdnw “? Help BCUETD!’H\ZEF‘EQE

Process Monitor

4 start] J )

Advanced Search

ﬁsave Search Criteria

Business Unit |equa| to j

Match Status |equa|ln j

Voucher ID AllValues A Marually Overridden

l—_" Match Dispute

Vendor SetiD equallo Match Exceptions Exist

Vendor ID Allvalies - Matched _
Overidden - Credit Mote
To Be Matched

Max Rows to Retrieve: 200

| search || Clear \

Delete Saved Search

J ] Micrasoft Offics 2010 & Match Workbench - ...

Personalize Search

[Fo= EEE

-
Hittp

f
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Step

Action

8.

Click the Match Status list.

#/start J @

Favgrites - Main Menu > A::uuntapayable > Rewewf-‘«ccuurlts Payable Info > Vuushers > Match Workbench

Match Workbench

Use Saved Search:

Business Unit
Match Status
oucher ID
\endor SetlD

\endor ID

Max Rows to Retrieve:

Search Clear

ENewwindow  ? Help  [F Customize Page hrlp

Process Wonitor

[equalta =1 [coLum Q
[ecualta = =
AllValues :Iv Manually Overridden
egualto hd
Allvalues =
Owerridden - Credit MNote
To Be Matched
200

Advanced Search

Save Search Criteria

EDa\ele Saved Search

ize Search

J | 2] Microsoft Office 2010 /& Match Workbench - ...

@& & [«

Step

Action

=

Click the Match Exceptions Exist list item to locate all vouchers that have a Match
Exception
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Favnvr\tes'MalnvMenu > Accounts Payable > Review Accounts Payable Info > vouchers > Match Workbench
= (e
D ewwWindow P Help  [# Customize Page

Match Workbench
Use Saved Search: I ﬂ Process Manitor
Business Unit |equa|ln j ‘COLUM Q
Match Status |equa| to j |Mamh Exceptions Exist j
oucher ID Allvalues hd
Vendor SetiD [equalta =1 [cuseT Q
Vendor ID AllValues 2
Max Rows to Retrieve: 200
[geareh | L tear ] oy ceeren Plgae socren crteria D Delele Saved Search Personalize Gearch

) 5tart J & Microsoft OFfice 2010 & Makch Workbench - ... J e e e F

Step Action

10. Click the Search button.

FavnvmtasEMainvMEnu > Accounts Payable > Review Accounts Payable Info > Wouchers > Match Workbench
@Nemednw ? Help E{Custnm\ze?age I

Match Workbench

Use Saved Search: I

Process Monitor

Business Unit |equa|ln j ‘COLUM QQ

Match Status |equa| to j |Mamh Exceptions Exist j

oucher ID Allvalues =

Vendor SetiD [equalta =1 [cuseT Q

\endor ID AllValues =

Max Rows to Retrieve: 200

|¥Search | |—Clear | Advanced Search L] Save Search Criteria m Delete Saved Search Personalize Search

Search Results for Match Inquiry Type: Match Exceptions Exist ]

Select to perform an Action on a row. Select All [0 Slear Al
Mare Details
Finan
Select Match Business Unit Vouchers~ Vendor ID Sanctions Invoice Humber Gross Amt  Currency
Status
Iatch Exceptions =
O e coLum 00000586 0000000003 & valid Scanner Payment 250000 USD
o . .
[ ARl gy Doonosss | 00DDDODDOZE vl Test atching 0000 USD
Match Exceptions .
(] “E”jg“ BUCeptions 5y 00000402 nooooooonz 5 valid ENTVCHROS_1 1000.00 usD

Micrasoft Office 2010 /@ Makch Workbench - . | &

i start J @
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Step Action

11. Click the 00000586 link to see the details of the Match Exception.
00000586

A BT~
< egular Entry - Windows Internet Explorer [_ o] x]
[T —_——
Ik [ et rtstuveb. o columbia,edu; 17080fpspifna1trd_3iEMPLOYEE ERPicENTER_vaucHeR_TFormaTiZ] | 44| X | [ 2 Lve search 2]+
Fle Edt View Favorites Tooks Help [
< Favorkes |5 @] suggested Sites = ) Web Sice Gallery =
u (@ Reguler Entry f - B - ) mm - Page- Safety - Took - @~
| ARC| hono
Favarites : Man Menu > Accoumg Payable > Vnushers > Add]Llpdate > Regular Entry [
L Elﬁelated Content (20 Mew Window 2 Help E,)Cuslum\ze Fage , htp =4
W Related Dacumnents Imvoice Information Payments WYoucher Attributes Errar Surnrnary
Y ~ _ .
Business Unit: COLUM Invoice Date: 0301402012
Y| voucher In: 00000586 Invoice No: Scanner Pavrment
| voucher Style: Regular Invoice Totak: 2,500.00 usD
Ml contractin:
Vendor Name: Supplier Vendaor Pay Terms: Due Mo
3208 Broadway Voucher Source: online
E Mew York, NY 10027 ||
Si|  Entry Status: Postakle Origin: ORL
I Match Status: Exceptions Created: 03n4iz01z
Approval Status: Fending Lnnrows| Histol Created By: AP _TEST 03
Post Status: Unposted Modified: 0301452012
Modified By: AP_TEST_DZ
FRS Tama- hint £rnlicshls ~
4] | »
pone [T T 6 meeme 75~ [®Rwmw -
Match Exceptions =
Il g;;ih Buceplions o) |y 00000554 0000000002 5 valid Test Matching 600.00 usp
Match Exceptions =
r Exist CoLum oonop4n? 0000000003 valid ENTWCHROB_1 1000.00 usp
Histart| | & | [Elvimosor e zoto | € match workbench - wind... [ @ Regular Entry - Winda... o= TRETS P

Step Action

12. Click the Exceptions link.
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atch Workbench Exception - Windows Internet Explorer

[ O[]

e [&] httpifnisteb. cc.colurbia. adu: L 7080jpspffns 1 trd_$/EMPLOYEE/ERPc/ENTER_VOUCHER

mFoRMATI X \£| \z| [ Live search

[2-]

File Edit Yiew Favorites Tools  Help

i Favorites | 2 Suggested Sites » @ Web Sice Gallery ©

(& Mat.ch workbench Exception

ARC™

Favoyrites

Main Menu

Match Exception Workbench Details

Business Unit:

WYoucher Line Number: 1 Woucher Line Match Action:

cOoLUM PO Number:

)

PO Business Unit:

Srhodula Miumher:

i ine Mumhar:
4

- [ o -

Home

0 New Window 7 Help

COLUM Calurbia Voucher: 00000586 Invoice:
Vendor: 0npoonaoo: Vendor SetlD: CUSET endor Location:
Vendor Name SupplierYVendor Match Due Date: 031472012 Invoice Date:
Updated By: AP_TEST_03 Due Date: 03/14/2012 Matched Date:
Terms: oo Due Mow Ori OMNL Match Status:
Gross Amt: 2500.00 ush Control Group: Match Type:
Header hlatch Rules
Mateh Exception Summary
Documnent Cetails Voucher Match Action: j’ -

nooooooonos

1

Apply,

Page = Safety - Tooks~ @)=

=]

=

E,'/Cuamrmze Page http

Scanner Payment
CHE-01

03n4iz012
03n4iz012

Match Exceptions Exist

Dore

T T |6 meme

[43 - [®100% -

iavascript:haction_win3(document. win3, VCHR_ERR.C_WRK_EXCEPTIONS_PE, 0, 0, Exceptions’, false, true);

1T T T T3Te meme

|75 v | 100 -

o . .
o MelhBcenbons g gy Doooosse  nooooooooz @ valid Test Matching T
Match Exceptions 0
(] "E"g‘;“ Bxceplions 5y 00000402 nooooooonz 5 valid ENTVCHROA_1 1000.00 usD
Histat| | @ | [ mrasot e 2010 | @ Wakeh workbench - Wind... | @ Reguiar Entry - Windows. . || @ match Warkbench Ex... |m & [ & F

Step

Action

13.

Scroll to the bottom of the page to see the details of the Match Exception.

{2 Match Workbench Exception - Windows Internet Explorer

& start, J @

J ] Micrasoft Offics 2010

| @ Wakeh workbench - Wind... | @ Requiar Entry - Windows. . || @ match Warkbench Ex...

B 1
‘Qﬁ"t_}’ = |E httpffntstweb.cc columbia.edu; 1 7080jpsp/fraLtrd_4/EMPLOYEEJERPiC/ENTER_VOUCHER_INFORMATI ] \§| \E| |,C Live Search |EE|
File Edit Yiew Favorites Tools  Help
<y Favorites | @ Sugpested Sites = @ Web Sice Gallery © |
{8 Match Workbench Exception - [ o= - Page- Sefety = Took- @~
»
ARC
Favorites  Main Menu
Match Rules ;I
Override Options |-
Details Match Rule Voucher Purchase Order Receiver
Extended price tolerance 2500.00 500,00
Extended price % tolerance 2500.00 2500.00
Line amt does not equal PO line amt 2500.00 2500.00
Unit price does not equal PO unit price 500.00000 500.00000
Unit price does not equal PO unit price + % tal 500.00000 500.00000
Unit price does not equal PO unit price + unit tol 500.00000 500.00000
(!} Mo receipt found, but unmaiched ones exist 00000586 0000000008 =
Woucher line amt > Surn of received amount 2500.00 n.oo
Wolcher quantity is greater than accepted gty 5.0000 5.0000 0.0000
o Woucher guantity does not equal surm of receint oty g 5 0
4] | 3
[pone [ [ [ [3 /& mtemet [“5 = [®iomw -
Jjavascript:haction_win3(document. win3, VCHR_ERRC_WRK_EXCEPTIONS_PE, O, 0, Exceptions' false, truel; | |00 | | | | ¢3 /€ Internet BT
r w&m coLum 00000554 nooooooonz & valid TestMatching B00.00 usD
(m} wﬂm COLUM aonoo4nz 00000n0o0nE & - Valid ENTWCHROB_1 1000.00 usD
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ARC™

Step Action

14. Notice the Exception alert and read the details of the Match Rule the voucher
breaks.

{2 Match Workbench Exception - Windows Internet Explorer [_To[=] 1
|g http:/tfntstweh.:c‘mlumhua.edu:1msntpspffne1trdthMPLOVEEtERPt:tENTER,vouCHER,INFORMATIj |l X |,:/ Live Saarch P 3

\ab s/

File Edit Yiew Favorites Tools  Help

<y Favorites | @ Sugpested Sites = @ Web Sice Gallery ©

fa e

{@ Match workbench Exception [ - [ e= - Page - Safety - Tooks~ (-

ARC
Favorites  Main Menu
Match Rules &
Override Options ||
Details Match Rule Voucher Purchase Order Receiver
Fé Extended price tolerance 2500.00 500,00
= Extended price % tolerance 2500.00 2500.00
B Line amt does not equal PO line amt 2500.00 2500.00
LE% Unit price does not equal PO unit price 500.00000 500.00000
B Unit price does not equal PO unit price + % tol 500.00000 500.00000
B Unit price does not equal PO unit price + unit tol 500.00000 50000000
e = Mo receipt found, but unmatched ones exist 00000586 00o0ooooog =
B Woucher line amt > Surn of received amount 2500.00 n.oo
=] Wolcher quantity is greater than accepted gty 5.0000 5.0000 0.0000
o =] Woucher quantity does not egual sum of receipt oty & 5 o =
4 | LI_I o
[pone [ [ [ [3 /& mtemet [Fa = [®aw «

iavascript:haction_win3(document. win3, VCHR_ERR.C_WRK_EXCEPTIONS_PE, 0, 0, Exceptions’, false, true);

AT T T T3Te meme

BT

- Match Exceptions

e coLum T ooooooonz & vali Test Matching 500.00 usD
o -
(| "E"g‘;“ Exceplions |y 00000402 0000000003 ) valid ENTVCHROE_1 1000.00 usD

| @& & [«

i start! J @

J ] Micrasoft Offics 2010

| @ Wakeh workbench - Wind... | @ Requiar Entry - Windows. . || @ match Warkbench Ex...

Step Action

15. See the other Match Exception alert on the voucher. After looking at the Match
Exception detail, you will then know what needs to be corrected and what additional
steps are necessary. If it involves changing information on the voucher, you can
navigate back to the voucher Invoice Information tab by searching for the voucher
and correcting the information.
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{2 Match Workbench Exception - Windows Internet Explorer [_[O[x]
T Rl e
e J&] httpifnistueb. cc.columbia.edu: L 7080jpsp(fns trd_4/EMPLOYEEJERPc/ENTER_VOUCHER_INFORMATI | \_7| \£| [ Live search 2=

File Edit Yiew Favorites Tools  Help

<y Favorites | 2 Suggested Sites » @ Web Sice Gallery ©

o »
{8 Match Workbench Exception Zp - B - [0 mm - Page - Safety - Took - @@

»
Favorites  Main Menu
Match Rules ;I
Override Options N
Details Match Rule Voucher Purchase Order Receiver
Fé Extended price tolerance 2500.00 500,00
& Extended price % tolerance 2500.00 2500.00
=) Line amt does not equal PO line amt 2500.00 2500.00
LE% Unit price does not equal PO unit price 500.00000 500.00000
B Unit price does not equal PO unit price + % tol 500.00000 500.00000
= Unit price does not equal PO unit price + unit tol 500.00000 50000000
o B Mo receipt found, but unmatched ones exist 00000586 00o0ooooog =
B Woucher line amt > Surn of received amount 2500.00 n.oo
% Woucher quantity is greaterthan accepted gty 5.0000 5.0000 0.0000
o F% Youcher quantity does not equal surm of receipt oty 5 5 a
< |

[pone [T [ [[3e mtemet 5« [®amw -« 4
Jjavascript:haction_win3(document. win3, VCHR_ERRC_WRK_EXCEPTIONS_PE, O, 0, Exceptions' false, truel; | |00 | | | | ¢3 /€ Internet % - [Ri0% - 4
Match Exceptions = N N
r Exist COLUM 00000554 000000000258 walid Test Matching G00.00 usD
Match Exceptions = "
O |G COLUM 00000402 0000000003 5 valid ENTVCHROS_1 1000.00 usD

& start J @ J@Micrnsnftofﬁ:azmﬂ | @ Wakeh workbench - Wind... | @ Requiar Entry - Windows. . || @ match Warkbench Ex... J @ &[] @ F

Step

Action

16.

You have successfully navigated to the Match Workbench. You can now select the
next topic, Budget Checking, where you will learn about Budget Checking
Vouchers.

End of Procedure.
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Correcting Budget Check Exceptions

Once a voucher is successfully matched (if applicable), the voucher is then routed for approval(s)
as required. When a voucher has completed all required approvals, the system will process the
voucher through the Budget Checking process to record expenses and liquidated encumbrances in
the appropriate budget ledgers.

You will be required to resolve any errors resulting from the budget checking process, which may
include correction of ChartField values used on the voucher or entering a budget adjustment. For
additional detail on the Budget Checking process, please reference the Introduction to
Commitment Control course.

Budget checking errors can be reviewed from the Review Budget Check Exceptions inquiry page.
This page will provide details of the error, so that is can be corrected appropriately. In general, a
budget check exception requires that either the coding of the ChartFields be corrected on the
transaction or an adjustment must be made to the budget. Once the voucher has been corrected or
the budget has been changed in the Budget Tool, the voucher will be re-processed through Budget
Checking. When the voucher passes budget check, ARC will post the voucher.

Throughout the following topic, consider a time when you have faced a similar scenario: Mark
needs to identify vouchers that did not pass budget check, so he knows how to correct the errors.

Estimated time needed to complete topic: 3 minutes

Procedure

Welcome to the Correcting Budget Check Exceptions topic. In this scenario you will learn where
to identify budget check exceptions.

Winrklist Add to Favorites

Favorites  Main Menu
Personalize Content | Layout ? Help
‘Menu 2] (=) [x]

&

[> Columbia Specific

[> eProcurement

> Cammitment Control

> General Ledger

[> Set Up FinancialsiSupply Chain
> Enterprise Components

[ Worklist

> Reporting Tools

[» PeopleTools

— Change by Passward

Inttp:JiFrtstweb.cc,columbia, edu: 1 7080/psp/fo1 trd/EMPLOYEE/ERP{h/ [T 36 meme R
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Step Action

1. Click the Main Menu button.

ARC™

Favarites | Main Meru

Fersonalize Search Menu:

Menu I

Search: 3 Calumbia Specific
(3 eProcurement

:; C;‘“mh‘iib Commitment Contral

eProcurel

& commir — General Ledger

b General L 0 Set Up Financials/Supply Chain

[ SetUp Fil [ Enterprise Components

D Enterdtis = yworkist

[ Warklist -

b Reporting = Renorting Tools

I PeopleTo [ PecpleTooks

—Changeh [ changs My Password

v v e e v v v v v AF

-]

T 4

Inttp: fFrtstweh. oo, columbia. edu: 1 7080/ psp @1 trd[EMPLOYEE/ERP s/ WEBLIE_PTPP_SC.HOMEPAGE. FieldFormula. IScript_, [ [ & [ mmremet [“5 - [ % 100%

Step Action

2. Click the Commitment Control menu, which is the main menu for all budget check
related items.

F:}_'_‘I Cornrnitrnert Control r
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ARC

Favorites  Main Meru
Personalize Is‘""’" Menu: ) ? Help
Menu *
Search: 3 Columbia Specific 4
£ eProturement 4
E Cpo\umb\; 3 Commitrient Coritral - —
i Enﬁfw‘iﬁ 3 General Ledlger .tg Review Budget Activities »
b Ganarall B3 Set Up Financials/Supply ¢ Review Budget Check Exceptions »
[ SetUp Fit (3 Enterprise Components 4
[ Enterprist = yiopklist 3
[ Worklist
e 1 Reparting Tools 4
I PeopleTo (J PecpleTools 4
—Changeh =] Change My Passward
ictp: fFnitstweb.cc. columbia. edur1 7080/psp /g 1trd/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FigFormuatseript s | [ [ | [ €D tntemet AR

Step Action

HD Review Budoet Check Excepfions » |

Click the Review Budget Check Exceptions menu.

ARC™

Favarites | Main Menu
Personalize Ise'"" Menu: )
[Menu e
Search: 3 Calumbia Specific 4

3 eProcurement 4
b Columbiz (9 Commitment Cantral
[ eProcurel £ Gereral Ledger 3 Review Budget Activities 4
poommin - (1 Review Budget Check Ex
1> General L Set Up Finaricials/Supply ¢ (23 Purchasing and Cast Management
I SetUp Fil £ Enterprise Components r 3 Travel and Expenses
[> Enterpris
DWnrkI?st ' O workist ' A9 Accounts Payable
[ Repotting O3 Reporting Tooks ' 3 Project and Grants
I PeopleTo (3 PeopleTools 4 3 Revenues

—Changeh [ changs My Password 3 Gereral Ledger
[5] Budget Checking Status
|- Budget Excentions

[=] source Heacler Unlock

? Help

-

It fFntstweb. cc, columbia, &du: 17080/ psp{fria L trd|EMPLOVEE/ERPs/WEBLIE_PTPP_SC.HOMEFAGE. FisldFarmula. Iscript [

[ [3 [@ meeme:

7 - [Hio0w -
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Step

Action

module.

| A1 Accounts Payable

']

Click the Accounts Payable menu since vouchers fall under the Accounts Payable

Favorites  Main Meru
Personalize Is‘""’" Menu: ® ? Help
Menu -
Search: 3 Colurnbia Specific 4
£ eProturement 4
b Golumblz £ commitment Cortrol - —
EEPDI;S‘;:I‘I;?"I 3 General Ledger g Review Bugget A;tlvlfles »
Review Budget Check Ex
b General L 3 Set Up Financials/Supply © & ‘ 1 Furchasing and Cost Management N
[> SetlUp Fii (3 Enterprise Components 4 3 Travel and Expenses 4
D ENlBrpris] ) yworklet v
I Worklist (1 accounts Payable
b Repotting ) Fenorting Taols ' 3 Project and Grants =] woucher
I PeopleTo (J PecpleTooks 4 1 Revenues | woucher Man-prorated
—GChangeh =] Change My Password 1 Gereral Ledger [ waucher Accounting Line
[5] Budget Checking Status 5] Period End Accruals
|£] Budget Exceptions
|] Source Header Unlack
Inttp:/iFritstweb.cc, columbia, edu: 1 7080/ psp o1 trd/EMPLOYEEERP, c/MANAGE _COMMITHENT_CONTI [T 36 meme YR

Step

Action

Click the Voucher menu.

| [ voucher
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Favorites — Main Menu > Commitment Control

Youcher

Enter any information you have and click Search. Leave fields blank for a list of all values.

Review Budget Check Exceptions > Accounts Payable > voucher

D rewwindow 7 Help

Limnit the number of results to (up to 300y (300
Commitment Control Tran ID: |hegins with j|

Commitment Control Tran Date:l: j |
Business Unit: IE [eow @
Voucher ID: |hegms with j| Q
Process Instance: [= = |

Process Status: |: j | j

| Search || Clear |pasic Gearch [E) Save Search Critsria

Search (A1)

| 3

Done

[

| €9 meemet

R

Action

Click the Search button.

Favoritas © Main Menu > Commitment Conitral

Youcher

Enter any information you have and click Search. Leave fields blank for a list of all values.

Review Budget Check Exceptions > Accounts Payable > Woucher [g]

Erewwindow P Help B nitp

Litnit the number of results to (up to 300y (200
Commitment Control Tran ID: |hegins with j|

Commitment Control Tran Date:l: j |
Business Unit: l;l [cotw @
Voucher ID: |hegms with j| Q
Process Instance: B =

Process Status: |: j | j

| Search || Clear |pasic Gearch [E) Save Search Critsria

Search Results
Mg All
Commitment Control Tran ID Commitment Control Tran Date Busine:

First [ 112 ot 13 [i] Last

s Unit Voucher ID Process Instance Process Status

0000001251 01/11/2012 COLUM 00000067 12438 Error

0000007307 0711272012 COoLUM 00000087 12659 Error

00000071332 0711372012 COLUM 10000098 12708 Error

0000007334 i3 COLUM 00000100 12708 Errar

0000001335 13 COLUM 00000101 12708 Errar

00000071355 RIS COLUM 00000116 12638 iAarming

00000071466 1207 TOLUM 00000201 13280 iAaming

0000001467 i30T CoLUM 00000207 13290 iWaming

0000007468 1207 COLUM 00000203 13280 iaming

0000007469 1207 COLUM 00000204 13280 iWaming

0000007470 01/20/2012 COoLUM 10000205 13290 iWaming

0000006365 020152012 COLUM 00000453 15332 Warning

0000006988 0201672012 COLUM 00000472 15418 irraming

< | »
iavascript:submitéction_winD{document wind, #ICRoWD'); [ T | [3ememet ERErR
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Step Action

7. Select the appropriate voucher link to see details of the Budget Exception. Click
the 00000067 link.
00000067

F Newiwindow 7 Help  [& Customize Page -
Line Exceptions BT

Vaucher Exceptions

Business Unit: COLUM Woucher ID: 00000067 &
*Exception Type: Error =] I~ override Transaction i ] B =
Maximum Rows: 100 I~ More Budgets Exist

Search Advanced Budget Griteria

32 et K or 1 D Lot

Budgets with Exceptions Customize | Find | viev 21 | B | 3§
I Rell o | Budget Chartfields

Ledger i i Override
Groun Exception More Detail Budget | TTAnSfer

1 @ CUHCI KK_FY_PR No Budget Exists More Detail (| GoTo .. E

Details Business Unit

B save | |£L RetuntoSearch | < Previousinlist | [+E MestinList | =] Watity

e Bl | L (Al 2]

. | i

T T [ e mieme ey

Step Action

8. Note the details of the Budget Error. When you see the details of the error, you can
then contact your budget department to fix the error if applicable.
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Favnvr\tes i MalnvMenu > Commitment Control Review Budget Check Exceptions > Accounts Payable > oucher [g]
[_E’NEWW\TMDW “? Help E,-/Cuamm\ze Page
Line Exceptions
Business Unit: coLum Voucher ID: oooooosy
*Exception Type: Error =] I~ override Transaction i ] =
Maximum Rows: 100 ™ More Budgets Exist
| search Aulvanced Budget Criteria
Budgets with Exceptions
Budiget Chartfields
; . _ Ledger ) ) Override
Details Business Unit Group Exception More Detail Budget Transfer
1 @ CUHCI KK_FY_FR Mo Budget Exists More Detail (| GoTo ..
| save | [{£4 RetuntoSearch | (<] previous Lt | 4E Mextinbst | [ hatity |
Houcher I—QL” Return to Search (Al+2)
4 | 3
T T [ e meeme e

Step Action

9. Click the Return to Search button.
L Return to Search _

Favorites : Main Meru > Commitment Conitral

Review Budget Check Exceptions > Accounts Payable > Woucher [g]
A Newwindow P Help B hip

niEn

Youcher

Enter any information you have and click Search. Leave fields blank for a list of all values.

Litnit the number of results to (up to 300y (200
Commitment Control Tran ID:  [begins with 7] (0000001 251

Commitment Contral Tran Date:|= =l ooz
Business Unit: l;l [cotw @
Voucher ID: |hegms with j| Q
Process Instance: B =

Process Status: |: j | j
| Sgarch | Clear|gasic Gearch [E) Save Search Criteria

Search Results

Mg All First [ 112 ot 13 [i] Last

Commitment Control Tran ID Commitment Control Tran Date Business Unit Voucher ID Process Instance Process Status

0000001251 01/11/2012 COLUM 00000067 12436 Error

0000007307 0711272012 COoLUM 00000087 12659 Error

00000071332 0711372012 COLUM 10000098 12708 Error

0000007334 i3 COLUM 00000100 12708 Errar

0000001335 nar. COLUM 00000101 12708 Etror

00000071355 RIS COLUM 00000116 12638 iAarming

00000071466 1207 TOLUM 00000201 13280 iAaming

0000001467 i30T CoLUM 00000207 13290 iWaming

0000007468 1207 COLUM 00000203 13280 iaming

0000007469 1207 COLUM 00000204 13280 iWaming

0000007470 01/20/2012 COoLUM 10000205 13290 iWaming

0000006365 020152012 COLUM 00000453 15332 Warning

0000006988 0201672012 COLUM 00000472 15418 irraming

< | »
iavascript:submitéction_winD{document wind, #ICROWe'); [ T | [3ememet ERErR
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Step Action

10. Click the Warning link.

Favarites © Man Menu > Comm\tma;m Contral > Rewiew Budget theck Exceptions > Accoumg Payable > voucher [5]
ENewwindow  ? Help  [F Customize Page hrlp
Line Exceptions
Business Unit: COLUM Voucher ID: oooooz01 &
*Exception Type: Warning B I~ override Transaction (i i } ﬂﬁ @
Maximum Rows: 100 I~ More Budgets Exist
Search | Advanced Budnet Criteria
Budgets with Exceptions Bl 2 o D goer2 O Last
Buciget Chartfislds
; . _ Ledger . ] Override
Details Business Unit Group Exception More Detail Budget Transfer
1 @\ COLUM KKE_FY_CH Exceeds Mon-Cntrl Budget Mare Detail ] GoTo &
2 @\ COLUM KK_FY_PR Exceeds Mon-Cnirl Budget Mare Detail - GoTo . &
B save | & ReturntoSearch | tE) PreviousinList | [+E MextinList | 5] Netity |
Woucher Exceptions | Line Exceptions
4 | »
Done R [ [ rermet V5~ [Foms -

Step Action

11. Warning Errors are more related to the voucher itself. Upon looking at the error
detail, you can see that the voucher Exceeds Non-Cntrl Budget. You can then

proceed to fix the problem.
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Favnvr\tes i MalnvMenu > Commitment Control > Resiew Budget Cherk Exceptions > Accounts Payable > Woucher [5]
[_E’ Mew Window 7 Help IL/ Customize Page hitp
Line Exceptions
Business Unit: COLUM Voucher ID: 00000201 A
*Exception Type: Warning =] I~ override Transaction o 6 |
Maximum Rows: 100 ™ More Budgets Exist
Search Advanced Budget Griteria
Budgets with Exceptions L 1-2 0f 2 0 Last
Budiget Chartfields
; . _ Ledger ) ) Override
Details Business Unit Group Exception More Detail Budget Transfer
1 @ coLum KK_FY_CH Exceeds Mon-Cnirl Budget More Detail I GoTo .. E
2 @ CcoLuN KK_FY_PR  |Exteeds Mor-Critr Budget More Detail r GoTo .. 5
B Save | {4 RetuntoSearch | [t Previousinlist | +E] Mextinlist | |[=] Mafify
Woucher Exceptions | Line Exceptions
4 | 3
Done T T [ mteme ERERY

Step Action

12. You have successfully navigated to the Budget Check Exceptions Workbench. You
can now select the next topic, Creating an Adjustment Voucher.
End of Procedure.
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Creating an Adjustment Voucher

There are many occasions when 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, you should create an adjustment voucher.
Adjustment vouchers will ensure that vendor balances and accounting entries are up to date.

Throughout the following topic, consider a time when you have faced a similar scenario: Mark
realized after he entered a Non-PO voucher for technology services, the technology vendor
mistakenly overcharged the University. Mark sees that the original voucher has already been
posted, so he needs to create an adjustment voucher in order to correct the mistake.

Non-PO
Voucher

Adjustment Credit for
Voucher > Payment

Estimated time needed to complete topic: 3 minutes
Procedure

Welcome to the Creating an Adjustment Voucher topic. In this scenario you will create an
adjustment voucher.

Favorites * Mait Maru

Personalize Content | Layout 7 Help
‘Menu ==X

Search:

I Golurnbia Specific

[> eProcurernent

> Accounts Payahle

> Set Up FinancialsiSupply Chain

> Enterprise Components

[ Warklist

> PeopleTools

— Change My Password
& start J & J ] Mirasakt Offics 2010 e J @ N[ &3 F
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Step Action

1. Click the Main Menu button.

ARC

Favorites  Main Meru

Personalize Search Menu:

? Help
Menu I ®

Search: [ Columhbia Specific
(1 eProturement

ECPO‘Umb‘E'#'_‘I Accounts Payable

eFrocurel S i
i 3 Set Up Financials/Supply Chain
> Set Up Fii [ Enterprise Components
[ Enterprisi 03 worklist
b iorklist ™ pagpleTools

I: P leT
- ﬁ;ﬁ [ Change My Password

B

i start, Jg J@Micrnsnftofﬁtezmﬂ & Employee facing regi... J @ & [] & F

Step Action

2. Select the Accounts Payable menu.
F}:I &rcounts Payable *
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Favorites  Main Meru

Search Menu:

Parsnnahzal @

Menu *
Search: 3 Columbia Specific 4

0 eProcurement 4

ECPO‘Umb‘e 3 Accounts Payable

eRrocurel 1 Wouchers

¢

b 1 Set Up Financials/Supply = control mroupe 3 AddfUpdate
[> Set Up Fit £ Enterprise Components o " 3 Maintain
b Enterprisi £ Worklst ) vt acounts Peyibi
PWOKIEL (5 peoplaTook Eview ACCounts Payable inmo

> PeopleTo

. Charioh D Change My Password

i start J ) J || Microsoft Office 2010 @ Employee-facing regi...

Training Guide
Voucher Processing

? Help

= e

Step

Action

Click the Vouchers menu.
[ wouchers

Favgrites . Main Meru

Search Menu:

Persanauzel ®
Menu e
Erdin 03 Columbia Specific 4
3 eProcursment 4

I;C;\umh\a ([ Accounts Payable - x

eFrocurel Wouchers
b Accounts. 1 98t Up FIHaﬂEIa\S]SquNE 1 Control Croups S ndddjUpdate
[ SetUp Fit 3 Enterprise Components ) Maintain
[ Enterprist 3 Worklist &1 Payments
b orklist PecpleTaok 73 Review Accounts Payable inmo 4
[ FeopleTo
 Change, =) Change My Password

#start J @ J (] Micrasoft Office 2010 & Employee-facing regi...

? Help

o= T i
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Step

Action

4.

Click the Add/Update menu.
|§'I'&'_‘I AddfUpdate

— Change b

#start J @

ARC™

Favarites | Main Meru

Fersonalize Search Menu:

Menu I

Search:

3 Columnbia Specific

3 eProcursment

[ Accounts Payable

0 set Up Financials/Supply ©
3 Enterprise Components
£ worklist

[ PeopleTools

5] change My Password

- v

[» Columbiz
[» eProcurel
[> Accounts
> Set Up Fil
I Enterpris:
[ Warklist

> PeopleTo

3 vouchers

Contral Groups [0 AddfUpdate
3 Payrments 3 Maintain
3 Review Accounts Payable inmo

[=] Rregular Entry

|5] woucher Search
| Quick Invaice Entry
[5] Delete voucher

J ] Microsoft Office 2010 & Employee-facing regi...

Step

Action

Click the Regular Entry menu.
| 5] Regular Entry
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Favnvr\tes MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate Regular Entry

Erewwingow 7 Help B nmp

Youcher

Find an Existing Yalue

Business Unit: COLUMC,
Voucher ID: MEXT
Voucher Style: Reqular Youcher j
Short Vendor Name: Adjustrments
Journal Vaucher
Vendor ID: Frepaid voucher

Vendor Location: Reqisier Voucher

Address Sequence Number:  (Reversal Youcher
Invoice Number: Single Payment Voucher
Template Voucher
Invoice Date: Third Party ¥oucher
Gross Invoice Amount: n.oo
Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Eind an Existing Value | Add a Mew Value

t
i start Jg J@MicrnsnftOFﬁtEZDlﬂ /& Regular Entry - Windo... J @ &[] & F

Step Action

6. Click the Voucher Style list.
IReguIarVchher J

Favnvmtas 4t rvaEnu > Accounts Payable > Wouchers > AddfUpdate Reqgular Entry

A Newwindow P Help B hip

niEn

Youcher

Find an Existing Value ﬂiﬂiwﬂ

Business Unit: COLUMC,

Voucher ID: MEXT

Voucher Style: |Regu\ar\/uucher

Short Vendor Name: e
Journal Youcher

Vendor ID: Frepaid voucher

Reqister Voucher
Reqular Youcher
Address Sequence Number:  |Reversal Woucher
Single Payment Youcher
Template Youcher
Invoice Date: Third Party ¥oucher

Gross Invoice Amount: n.oo
Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

fendor Location:

Imsice Number:

Add

Find an Existing Value | Add a Mew Value

1 .
Histan| | g | iz iroso offce 2010 & Regular Entry - Windo... |m &[] & F
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ARC™

Step Action

7. For Adjustment Vouchers, you will select the Adjustments list item.

dj

ARC™

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

Youcher

Eind an Existing Yalue

Business Unit: MQ

Voucher ID: ,W

Voucher Style: |Adiuslmems j
Short Vendor Name: ’7 Q

Vendor ID: &

\endor Location: ’7 Q

Address Sequence Number: 0
Invoice Number: |

Invoice Date: E1

Add

Find an Existing alue | Add a MNew Yalue

#'start J @ J ] Microsoft Office 2010 /& Reqular Entry - Windo...

Elewtindow  ? Help B hitp

[ e

Step Action

8. Click in the Vendor ID field.

[
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Youcher

Find an Existing Yalue

Business Unit: IWQ

Voucher ID: ’W

Voucher Style: |Ad]uslmems j
Short Vendor Hame: ’7 Q

Wendor ID: ’Eﬂi Q

Vendor Location: Q
Address Sequence Number: [i[s}
Invoice Number: [

Invoice Date: El

[

Eind an Existing Value | Add a Mew Value

PRl
i start J - J 5] Microsoft Office 2010 /& Regular Entry - Windo...

Training Guide
Voucher Processing

Erewwingow 7 Help B nmp

EEniT

Action

Enter the desired information into the Vendor ID field. Enter *0000000003".

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Youcher

Find an Existing Value ﬂiﬂiwm

Business Unit: ,mQ

Voucher ID: ’W

Voucher Style: |Ad]uslmems j
Short Vendor Hame: ’7 Q

Wendor ID: ’m Q

Wendor Location: Q
Address Sequence Number: [i[s}

Invoice Number: |

Invoice Date: El

[

Eind an Existing Value | Add a Mew Value

& start] J @ J |&] Microsoft Office 2010 /& Regular Entry - Windo...

& New window P Help

[T
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Step Action

10. Click in the Invoice Number field.

ARC

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

E newwindow 7 Help B ity

Youcher

Find an Existing Yalue

Business Unit: lmcz
Woucher ID: ’W
Voucher Style: |Ad]u5|mems j
Short Vendor Hame: ’m Q
\endor ID: ’M Q
Vendor Lacation: [cHKDT @
Address Sequence Numher:ﬁQ
Invoice Number: ]
Invoice Date: ,7
Add

Find an Existing Value | Add a Mew Value

1 .
i start J@ J@MicrnsnftOFﬁtEZDlﬂ /& Regular Entry - Windo... J @ & [ & F

Step Action

11. Enter the desired information into the Invoice Number field. Enter "Adjustment".
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Favnvr\tes'MalnvMenu » Accounts Payable > Vouchers » AddfUpdate > Regular Entry

Business Unit: IWQ

Voucher ID: ’W

Voucher Style: |Ad]uslmems j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Vendor Lacation: [cHKDT @

Address Sequence Numher:ﬁQ

Invoice Number: [adiustment

Invoice Date: ,|7EU

[

Eind an Existing Value | Add a Mew Value

i start J - J 5] Microsoft Office 2010 /& Regular Entry - Windo...

Training Guide
Voucher Processing

A newwindow  ? Help B nip

neen

EEniT

Step

Action

12.

Click in the Invoice Date field.

Youcher

Eind an Existing Yalue N

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Business Unit: lma

Voucher ID: ,W

Voucher Style: |Adiuslmema j
Short Vendor Name: ,m Q

Wendor ID: M Q

\endor Location: ’W Q

Address Sequence Numher:|_1Q

Imvoice Number: |Ad|uatmem

Invoice Date: ,?J—Eﬂ

[Adt ]

Find an Existing Value | &dd a MNew Value

i
#'start J @ J | ] Microsoft: Office 2010 /& Regular Entry - Windo...

Home

ews Window 7 Help n
E e window 7 Help B it

hitn

o =P
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Step

Action

13.

Enter the desired information into the Invoice Date field. Enter "*3/14/2012".

ARC

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

& New window P Help
v

Youcher

Find an Existing Value ﬂiﬂiwﬂ

Business Unit: IWQ

Voucher ID: ’W

Voucher Style: |Ad]uslmems j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Wendor Location: CHk-01 Q

Address Sequence Number: 1|Q

Imsoice Number: |Ad1u51mem
Invoice Date: 4012 [H
Add

Eind an Existing Value | Add a Mew Value

t .
i start Jg J@Micrnsnftofﬁtezmﬂ /& Regular Entry - Windo... J @ & [] & F

Step

Action

14.

Click the Add button.
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([ Payments Woucher Affributes

Regular Entry

[=] Retated Content

Training Guide
Voucher Processing

Control Group:
Invoice Lines:
*Currency.
Miscellaneous:
Freight:

Total:

Advanced Vendor Search

e
0.00

 wa

=)

)

0.00

Difference:

Invoice Lines

SpeedChart:
Related Voucher:

i/start J @

| caloulate

Calculate |

*Pay Terms: = oo Q' pue ow

Basis Date Type: In¥ Date
Mon Merchandise Summary

Copy From Source Document

Business Unit: COLUM Invoice No: Adjustrment

Voucher ID: MERT Invoice Date: 031412012

Voucher Style: Adjustments Accounting Date: 03M4/2012 [ S
[ ViewDocuments

Vendor ID: 0000000003 A guppliervendor *Date Dept Rec'd Invoice: | ]

ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: us ~[Atachments (0

Location: CHK-01 Q. MewYark, NY 10027 “oucher Type: __l, Comments(l)

*Rddress: 1 Q

Print Invoice

Voucher ID: Q | Copyio Voucher

Copy From Waorksheet

1

Amount =
cuooonooat Q
Q

Micrasoft Office 2010 & Reqular Entry - Windo...

Itern:
Unit Price:
Line Amount:

Fret K1 ora L

Description:

@NEWWmdnw “? Help Efcuammwze?age hrlp =

Step

Action

15.

Click in the Date Dept Rec'd Invoice field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Payments Youcher Atributes

[=] Related Content

Elewwindow 7 Help [ Gustomize Page B it

Control Group:

Advanced Vendar Search

[ Y

Invoice Lines

SpeedChart:
Related Voucher:

i
#start J @&

| Calculate

Invoice Lines: 0.00
*Currency: usD|/&
Miscellaneous: ]
Freight: =
Total: 0.00
Difference: 0.00

Caleulate |

*Pay Terms: = 00 Q Due Now

Basis Date Type: I Diate
Don Merchandise Summary

Print Invoice

Business Unit: COLUM Invoice No: [Aajustrent
foucher ID: MEXT Imvoice Date: 03142012 [
Voucher Style: Adjustments Accounting Date: 0311412012

| ‘iew Documents |
Vendor ID: 0000000003 @ guppliervendor *Date Dept Rec'd Invoice: |3 )
ShortName: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0
Location: CHK-01 Q. Mew vork, Ny 10027 “foucher Type:  —
*Address: 1 Q

Copy From Source Document

Voucher ID: Q | Copyio Voucher

Copy From

1

Amount =

CU00000001 Q
Q

Kem: 2 vom:
Unit Price: Quantity:
Line Amount: 0.00

First K14 oF 1 'L ast

Description: [

Microsoft Office 2010 & Reqular Entry - Windo...

I” One Asset

I
@&
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Step Action

16. Enter the desired information into the Date Dept Rec'd Invoice field. Enter
"3/14/2012".

Home |
Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry
ERelatedCumem B0 Mews tWindow ?He\p E{Custum\ze?age hrlp

Payments Youcher Atributes

Business Unit: COLUM Imvoice No: [Adjustment
Vfoucher ID: MEXT Invoice Date: 03142012 [
Voucher Style: Adjustrients Accounting Date: 0311472012

View Documnents

Vendor ID: ooooooooo: Q Supplier endar *Date Dept Rec'd Invoice: [3/14/2012 [

ShortName: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[atachments (0
Location: CHK-D1 Q. Mew York, NV 10027 “foucher Type: |—;[4(_105mments (i}
*Address: 1 Q

Advanced Vendar Search

Control Group: @ 'Pay Terms: & oo Q Due Mo

Invoice Lines: 000 Basis Date Type: I Date
“Currency: ‘ Usola, hon Merchandise Summary ==

Miscellaneous: =
Freight: |55

Total: 0.00

Copy From Source Document
Difference: 0.00 Voucher ID: ’70\ Copyio Voucher

Calculate Copy From Warksheet

Invoice Lines

Line: 1 temn: :
“Distribute by: Amount =] Unit Price: Quantity:
Ship To: CLnoonnaot Q Line Amount: 0.00
SpeedChart: Q Description:
Related Youcher: ™ One asset

| Calculate , /Ll
#Istart Jg JMlcrUsUftOfﬁEEZUlU & Reqular Entry - Windo... J @ & [] & P

Step Action

17. Click the Voucher Type list and select Invoice.
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[=] Retated Content

@NEWWmdnw “? Help BCUETD!’H\ZEF‘EQE

Invoice Lines

Line:
“Distribute v
Ship To:

SpeedChart:
Related foucher:

-l
i/start J s

| caloulate

Calculate |

1

Amount =

CLO0000001 Q
Q

Voucher ID:

Itern:

Unit Price:
Line Amount:
Description:

J Wicrosoft OFfics 2010 /& Regular Entry - Windo...

| aQ [

Copy From Waorksheet

A von:

([ Payments Youcher Aftributes
Business Unit: COLUM Invoice No: Adjustment
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Adjustments Accounting Date: 0314/2012 [5]
EE TR
Vendor ID: 0000000003 & suppliervendor *Date Dept Rec'd Invoice: (03142012 |[5)
ShortName: SUPPLIER-001 G, 3208 Broadway *Service Location: us - |Attachments (0
Location: CHE-O1 @ MewYork Ny 10027 “foucher Type: lmwmmemﬁ 0
*Address: 1 &
Advanced Vendor Search
Control Group: [ o PwTems il U Due Mow
Ivoice Lines: 000 Basis Date Type: Iny Date
“Currency: ‘ UsD|Q Lon Merchandise Summary PrintInvoice
Miscellaneous: =
Freight: ﬂ
Total: 0.00
Copy From Source Document
Difference: 0.00

. First K1 q0F1 O Last

Quantity:
0.0o

™ One Asset

J@Jll-l_lll e

Copy fo Voucher

Bhin |

=

]

Step

Action

18.

You will need to select the voucher for which you are making an Adjustment. Click
in the Voucher ID field.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

e e
Payments | ¥oucher Attributes

Regular Entry

[=] Retated Content

=

@NEWWmdnw “? Help Igfcuamm\zePagE

Invoice Lines

SpeedChart:
Related foucher:

| Calculate |
| & start J @

Business Unit: coLum Invoice No: Adjustment
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Adjustments Accounting Date: 0314/2012 [5]
View Documents |
Vendor ID: 0000000003 & suppliervendor *Date Dept Rec'd Invoice: (03142012 |[5)
ShortName: SUPPLIER-001 G, 3208 Broadway *Service Location: us - |Attachments (0
Location: CHK-01 @ MewYork Ny 10027 “foucher Type: lmwmmemﬁ 0
*Address: 1 QQ
Advanced Vendor Search
Control Group: Q *Pay Terms: = oo Q. Due Now
Invoice Lines: 000 Basis Date Type: Inv Date
*Currency: [ usD|Q, Ll b Frint Invoice |
Miscellaneous: =
Freight: =
Total: 0.00
Copy From Source Document
Difference: oo Voucher ID: Q Copy to Voucher |
Calculate | Copy Fram

[Lock up Youcher ID (alt+5)]

1

Amount =

CuU00000001 Q
Q

Itern: A von: Q
Unit Price: Quantity:

Line Amount: 0.00

Description:

J Microsoft Office 2010 /& Reqular Entry - Windo...

First 10f1

™ One Asset

hitn - =]

Step

Action

19.

Click the Look up Voucher ID (Alt+5) button.

Favarites

#start J &

Main Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

Look Up

Look Up Voucher ID

Business Unit:
‘fendor ID:

Voucher ID:

Invoice Number:
Short Vendor Name:

Name 1:

COLUM
0000000003

begins with =] |

hegins with =] |

hegins wwth:”

|hegin5 wwthzﬂ

| LookUp | cClear | Caneel |pasic Lookup

Search Results

Inuoice Humber

APENTRVCHROZSTERS

rannar Paviant

J ] Microsoft Office 2010 & Reqular Entry - Windo...

Home |
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Step

Action

20.

Click in the Invoice Number field.

[ |

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Look Up

Look Up Voucher ID

Business Unit: COLUM
Wendor ID: aoooooooo:

Voucher ID: Ibegma W\Ihﬂ‘

Invoice Number:  [beging with =]

Short Vendor Name: | begins with }]‘

Name 1: Ibeglns W\Ih@‘

PR T | N ] =
) |

ic Lookup

Search Results

Invoice Humber

01 APENTRVCHROZETERS

Amount

Gross Invoice Invoice

Date

00000601 1MW 23 300

0314i201

AAANNARGE Aot Therk En ARANAAAANNN N21A0T

|pone

[ [ [ [ mnteme [7a - [®iom -

Step

Action

21.

Enter the desired information into the Invoice Number field. Enter "INV123",
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Favnvr\tes'MalnvMenu » Accounts Payable > Vouchers »  AddfUpdate > Regular Entry

Look Up

Look Up Voucher ID

Business Unit: coLum
Wendor ID: a0p0an0o0:

Voucher ID: [eging with =] |

Invoice Number: I begins with @ ‘INVW 23

Short Vendor Name: [begins with @\

Name 1: Ihegins W\thg‘

Basic Lookup

Search Results

Invoice Humber

APENTRVCHRO2ZETEP4

|pone

[ ([ Semnm

RN

Step

22.

Click the Look Up button.

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

Look Up

Look Up Voucher ID

Business Unit: coLuM
Wendor ID: a0p0an0o0:

Voucher ID: [begins wwth@\

Invoice Number: I begins with @ ‘INVW 23

Short Vendor Name: I hegins with g‘

Name 1: Ihegins W\thg‘

Basic Lookup

Search Results

Hame

Short Yendor

02i14i2012 SUPPLIER-001 \Sugnl\er\/endar&ﬁegu\ar |

Jiavascript:ptCommonGhj.updatePrompt{dacument. wind, #ICRowD'};

Y B )

o [He -

Page 300




ARC™

Training Guide
Voucher Processing

Step

Action

23.

M1 23

Click the INV123 link.

Favarites

Main Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

E Related Content B0 Mew Window 2 Help E,)Custum\ze Page

Caleulate |

Invoice Lines
1
Arnount =
cUN0000n0t Q
SpeedChart: Q
Related Voucher:
| Calculate |

o
#/start J @

Payments Youcher Atributes
Business Unit; COoLUM Invoice No: [Adjustment
Voucher ID: MEXT Invoice Date: 031472012 [
VYoucher Style: Adjustments Accounting Date: 03/14/2012
| ‘iew Documents |
Vendor ID: 0000000003 & suppliervendar ‘Date Dept Rec'd Invoice: 31412012 &)
ShortName: SUPPLIER-001 @ 3208 Broadway *Service Location: us | Attachments (I
Lacation: CHK-01 q  Mewvork NY 10027 “Voucher Type: [ioes = Comments(o)
*Address: 1 Q
Advanced Vendar Search
Control Group: o ‘PayTerms: = |oo QU Due Now
Invoice Lines: 0.00 Basis Date Type: In¥ Date
‘Currency: ’7USDQ MNon Merchandise Summary Print Invoice
Miscellaneous: =
Freight: =
Total: 0.00
Copy From Source Document
Difference: 0.00 \oucher ID: 00000585 aQ [

temn:

Unit Price:
Line Amount:
Description:

J (] Microsoft Office 2010 /& Reqular Entry - Windo...

Copyio Voucher |
Copy From Warksheet

A uom:
—

Quantity:

000

I” one asset

[E1 5]

J@iﬂ.

Step

Action

24.

Click the Copy to Voucher button.
Capy to Voucher
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Favnvr\tes i MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate Regular Entry
) E Related Content @ MewWindow P Help Ef Customize Page hitp 2
Payments Woucher Affributes
Business Unit: COLUM Invoice No: Adjustrment
Voucher ID: MENT Imvoice Date: 0311472012
Voucher Style: Adjustments Accounting Date: 031472012 [ )
| View Documents |
vendor ID: 0000000003 SupplierVendor *Date Dept Rec'd Invoice: |03/1412012 [
P . -
ShortName: SUPPLIER-001 3208 Broadway Service Location: us ftachments (0
Location: CHK-01 @ Mew York, NY 10027 “youcher Type: mm@
*Address: 1 Q
Control Group: Q_ ‘'PayTerms: B oo 2 Due Now
Invoice Lines: 0.00 Basis Date Type: Inw Date
“Currency: 5D PMon Merchandise Summary Frintinvoice
Miscellaneous: =]

Freight: =
Total:
Copy From Source Document
Difference: 0.00 Voucher ID: f Copyioaucher |

Invoice Lines

SpeedChart:
Related Voucher:

| caloulate

start J @

Copy From

Calculate |

S von:
10000000

EA Q
1.0000

1 Itern:

Amount =

Unit Price: Quantity:
Cua0000001 R Line Amount: 100.00
[ ]& pescription: [Tech Semices Payment

nooooses

™ One Asset

J crosoft Office 2010 & Reqular Entry - Windo...

Step

Action

25.

Change the value in the Total field to reflect that the vendor has provided a credit
for the overcharge. Enter "-20".

Favarites © Man Menu > Accoumg Pavable > Voughers > Add]uvpdate > Regular Entry
E Related Content B0 Mew Window 2 Help Efcusturmze Page http =
Related Content 3
Payments Youcher Atributes
Business Unit: COLUM Imvoice No: [Adjustment
Vfoucher ID: MEXT Invoice Date: 03142012 [
Voucher Style: Adjustments Accounting Date: 0311412012
| ‘iew Documents |
Vendor ID: 0000000003 Supplier endor *Date Dept Rec'd Invoice: 0311412012 |[5)
‘Sorvi ion: l—_[,
ShortName: SUPPLIER-001 3208 Broadway Service Location: us ftachments (01
Location: CHE-01 Q. MewYork, MY 10027 “oucher Type: lmonmmems (1}
*Address: 1 &
Control Group: @ 'Pay Terms: ] U pue Maw
Invoice Lines: 0.00 Basis Date Type: Iny Date
“Currency: =) MNon Merchandise Summa Print Invoice

Miscellaneous:

Line:

ale
& start!

Freight: =
Total: -20
Copy From Source Document
Difference: 0.00 Voucher ID: { CopydoYoucher |

Invoice Lines

istribute by:
Ship To:
SpeedChart:
Related Voucher:

| Calculate |
[ = nictcibntion 1 in

Caleulate | Copy From Workshest

A uom:

1 temn:
[rmount =] Unit Price: [1o000000] 1 quantiy:
CUD0000001 QU Line Amount: 100.00
Q Description: |Tech Services Payment
00DAN5S5 [” one asset

J @& J Wicrosoft Office 2010 /& Reqular Entry - Windo...
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Step

Action

26.

Click in the Unit Price field.
[100.00000] |

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Payments Youcher Atributes

Business Unit: COLUM Invoice No: [Aajustrent
foucher ID: MEXT Imvoice Date: 03142012 [
Voucher Style: Adjustments Accounting Date: ’W
| ‘iew Documents |
wendor ID: 0000000003 Supplier Vendor “Date Dept Rec'd Imvoice: (0311412012 )
ShortName: SUPPLIER-001 3208 Broadway *Service Location: [os— =jatachments m

Location: CHK-01 @ Mework, Ny 10027 “foucher Type: l—_llmrmne Sjcomments(0)
"Address: 1 Q
Control Group: @ "PayTerms: &= oo A Due Now

Invoice Lines: 000 Basis Date Type: Inw Date
“Currency: I T5o MNon Merchandise Summary —W:

Miscellaneous: =
Freight: [ |
Total: -20

Copy From Source Document

Difference: 0.00 Voucher ID: | Gopyioioucher |
Calculate | Copy Fram Waorksheet

Invoice Lines Find

Line: 1 Item: [ uom: Er  a =
“Distribute by: Amount =l unitprice: [ Quamtie 000D

Ship To: CU00000001 2 Line Amount: [ 10000

SpeedChart: A pescription: [Tech gemices Payment

Related Youcher: 00000585 I~ One Asset

| Calculate |

El AFL_

i o
@ start Jg JMlcrUsUftOFﬁEEZUlU /& Reqular Entry - Windo... J @ & [] i3

[=] Related content &0 mewindow  ? Help [ Gustomize Page

http * 4

o]
B

Step

Action

217.

Enter the desired information into the Unit Price field. Enter "-20".
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Regular Entry

Freight:

Total:

Difference:

Invoice Lines

SpeedChart:
Related Voucher:

start J @

| caloulate

E Related Content B0 New Window 7 Help E‘ Customize Page
Payments Woucher Affributes
Business Unit: COLUM Invoice No: Adjustrment
Voucher ID: MENT Imvoice Date: 0311472012
Voucher Style: Adjustments Accounting Date: 031472012 [ )
| View Documents |
vendor ID: 0000000003 SupplierVendor *Date Dept Rec'd Invoice: |03/1412012 [
P . =
ShortName: SUPPLIER-001 3208 Broadway Service Location: us Atachments (0
Location: CHK-01 @ Mew York, NY 10027 “youcher Type: mm@
*Address: 1 Q
Control Group: Q_ ‘'PayTerms: B oo 2 Due Now
Invoice Lines: 0.00 Basis Date Type: Inw Date
PMon Merchandise Summary [ —
*Currency: UsD Frint Invoice
Miscellaneous: =]

Copy From Source Document

Calculate |

Voucher ID: | Gopyioiaucher |
Copy From

1

Amount =
cuooonooat

nooooses

J crosoft Office 2010 & Reqular Entry - Windo...

s}
a

]
Itern: S von: EA Q HE

Unit Price: -20 Quantity: 10000
Line Amount: 10000
Description: |Tech Serices Payment

hitn - =]

Step Action

28. Click in the Line Amount field.

1000}

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

[=] Related content &0 mewindow  ? Help [ Gustomize Page

Payments Youcher Atributes

Invoice No: [Adjustment

Invoice Lines

Line:
“Distribute by
Ship To:

SpeedChart:
Related Voucher:

ol
#/start JE

| Calculate

Business Unit: COLUM
foucher ID: MEXT Imvoice Date: 03142012 [
Voucher Style: Adjustments Accounting Date: 0311412012
| ‘iew Documents |

Vendor ID: 0o0onooonng Supplier vendar *Date Dept Rec'd Invoice: [03/14/2012 [

‘Servi ion: s =)
ShortName: SUPPLIER-001 3208 Broadway Service Location: us ftachments (01
Locatiot CHK-01 @ MewYork, MY 10027 “foucher Type: lmmmmems ()
*Address: 1 Q
Control Group: G 'PayTerms: &= oo QA pue Mow
Invoice Lines: 000 Basis Date Type: Inv Date
Currency: I UéD Ilon Merchandise Summary e
Miscellaneous: =
Freight: =
Total: -20

Copy From Source Document
Difference: 0.00 Voucher ID: | Gopyioioucher |
| Calculate | Copy Fram Waorksheet

1

Item:

Jamount =] z' Unit Price: 20 Quantity:
CU00000001 Q Line Amount: ,7“35
Q Description: |Tech Services Payment
e I” One Asset
|
£l .

!
J Microsoft Office 2010 /& Regular Entry - Windo... J @‘4

ftyy
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Step

Action

29.

Enter the desired information into the Line Amount field. Enter "-20".

" Payments Voucher Aftributes

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

‘Amustmem

Line:

“i din
sttartjg

Invoice Lines

*Distribute by
Ship To:
SpeedChart:
Related Voucher:

Calculate |

Calculate |

1

Arnount =
CUN0000001 Q
Q

00000585

J | ] Microsoft Office 2010 & Regular Entry - Windo... J @ &[] @

Business Unit: COLUm Invoice No:
Voucher ID: MEXT Invoice Date: 02114/2012 [5]
Voucher Style: Adjustrents Accounting Date: 03114/2012
| iew Documents |

Vendor ID: noonnoonna Supplier Vendor *Date Dept Rec'd Invoice: 02142012

‘Soryi ion: =
ShortNarne: SUFPPLIER-00 3208 Broadway Service Location: ug Atachments (0
Location: CHK-D1 @ Mewvark Ny 10027 “Woucher Type: lmonmments(nl
*Address: 1 &
Control Group: @ ‘'Pay Terms: =il S Dus Mow
Invoice Lines: 0.00 Basis Date Type: Inw Date
‘Currency: ) MNon Merchandise Summary [ Printimvaice__|
Miscellaneous: =]
Freight: =
Total: -20

Copy From Source Document

Difference: 0.00

Voucher ID: | Gopydoioucher
Copy Fram Warksheet

Find  First Kl 1oF1 O Last

] T E
Itemn: A uom: EA Q

Unit Price: wil Quantity: 1.0000

Line Amount: -20.00

Description: |T9ch Services Payment

I” One Asset

|=| Related Content D Mewwindow P Help [ Customize Page [Blntp =]

Step

Action

30.

Scroll to the bottom of the page.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Regular Entry
*Date Dept Rec'd Invoice: [03/14/2012 5]

\fendor ID: 00oonoooas SupplierVendar
~|Aftach

ShortNarme: SUPFLIER-001 3208 Broadway "Service Location: s
Lacation: CHICO1 @ MewYork, Ny 10027 “Youcher Type: mﬂvmce S]=omments{d)
*Address: 1 Q

Control Group: @ PayTerms: & oo 2 Due Now

Invoice Lines: 0.00 Basis Date Type: Inv Data
PMon Merchandise Summa [ —
*Currency: usD Frint Invoice

Miscellaneous: =]
Freight: =

Tatal: -20

Copy From Source Document

Difference: 0.00 Voucher ID: | Gopyioausher |

Calculate | Copy From

ftem: A von:

Unit Price: 20 Quantity:
CUO000000T QA Line Amount: -20.00
SpeedChart: Q Description: Tech Sericas Payment
Related Voucher: 0ooo0sgs I One Asset
| calulate |

stribution Lines:
[ Exchange Rate || Statistics || Assets |

Line  Merchandise Amt  Quantity *GLUnt  Account  Openttem  Fund  Dept Initiative Function Eﬁ:“" Project
1 100.00 10000 [coLUM@, [E305 @ Q [ [ss02102Q [pooon @ [200 (@ [GENRIQ [To010
4| | »

B save [S] netity | |7 Retresh |

Inppmien Infosmaabinn | B o onde iinchor A e

i 5tart J @ J icrasoft Office 2010 & Regular Entry - Windo...

Step

Action

31.

Click the Save button.

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate

Reqgular Entry

Business Unit: COLUM Invoice No: [adjustment

Voucher ID: 00000581 Invoice Date: 0311412012

Voucher Style: Adjustments Accounting Date: W El

Vendor ID: 0000000003 Supplier Vendor “Date Dept Rec'd Invoice: [03/1¢/2012 [

ShortName: SUPPLIER-001 3208 Broadway *Service Location: [os— [x]Atachments 0

Location: CHE-01 G MewYork, MY 10027 =“oucher Type: l—_lmvmce ] Carmments (o
1

*Address: Q

Control Group: @ ‘'Pay Terms: =il S Dus Mow

Imioice Lines: .20.00 Basis Date Type: Inw Date
. Mon Merchandise Summa [ Printlvaice
*Currency: EEE

Preview & Subrnit For Appraval
Miscellaneous: = | Freview & Bubrmit For Approval |
Freight: =
Total: -20.00

Dierence: 000 Voucher ID: ! Copylo Youcher
Caleulate | Copy From Workshest

Copy From Source Document

Invoice Lines

Line: 1 tem: ,7 U uom: ’9\7 Q
“Distribute by: Amaunt Unit Price: -20.00000 Quantit: 10000
Ship To: CU00000001 S Line Amount: [ o

SpeedChart: S pescription: [Tech emvices Payment

Related Youcher: 00000585

| Calculate |
~ Distribution Lines
O Assets |

{ Exchange Rete | Statistics

'istart J @ J licrasaft Offics 2010 /& Regular Entry - Windo...
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Step

Action

32.

Click the Preview & Submit For Approval button.

Preview: & Submit For Approval |

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

Preview Approval

Business Unit COLUM
oucher ID 0o0oosg1
Approval Status Pending

Departmental Approval

E Related Content r_E’Nemednw ? Help E/,Custnm\ze Page

Total:

Submit For Approval

-20.0C

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000591, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Initiated

Departmental Approval
Not Routed

pt Youcher Approver Level 1 £+
ucher Department Approval

[+

Adhoc Approval

= BUSINESS_UNIT=COLUM, VOUCHER_ID=00000591:Initiated

[#]start Mew Path

Ad Hoc Approval

Not Routed

ucher Entry
It Approval Step (lgnore)

Central AP Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000591:Initiated

[#]5tart Mew Path

Central AP Approval - Hon PO

Not Routed
g, Central Youcher Approver
li“’ ZCUVDuChErADm’DVErS[ROLE) -E

@ start J @ J ] Micrasoft Offics 2010 /& Reqular Entry - Windo...

o

-

<<

Step

Action

33.

Click the Submit For Approval button.

Submit For Approval
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Favnvr\tes'MalnvMenu » Accounts Payable > Vouchers » AddfUpdate > Regular Entry

ERelaten Content LE’NEWW\TMDW ? Help E,»/Cuamm\ze Page h

Approval Comments

Business Unit COLUM

oucher ID 0o0noosat

Additional Details @
QK Cancel Refresh

i start J@ J@MicrnsnftOFﬁtEZDlﬂ /& Regular Entry - Windo... J @ &[] & F

Step

Action

34.

Click the O_K button.

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

[=] Related Content & New window 7 Help E,/Custnm\zePage htm =

=)
@ | Payments Youcher Attributes Errar Summary

Business Unit coLum

Woucher ID 0o0oosg1

Departmental Approval
=~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000591, YOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Pending

Departmental Approval

Pending
Dept Vaucher Approver Level 1
o

“Woucher Department Appraval

Adhoc Approval

=~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000591:Awaiting Further Approvals
Ad Hoe Approval

Not Routed

= Woucher Ent
Self Approval Step (lanare)

Central AP Approval
~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000591: Awaiting Further Approvals
Central AP Approval - Hon PO

Not Routed
Central Voucher Appraver
=

ZCUNoucherapprovers(ROLE)

B save | =] Natity | |4 Retresh Ev Atd | |8 UpdateDisplay |
. e
@ start J @ JMicrnsnFtOFﬁ:aZDlD @ Regular Entry - Windo... J @ &[] F

S Bolatd Diocimsnte | lnunie brfsimntion | Daumacnte | fauchns Mhibidas | Sivor Sumsemnn | fsnscunl Sumreon:
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Step Action

35. See the approval workflow routing upon submission.

ARC™

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

[=] Related Content 0 New window P Help [ Customize Page W= htts =

(A [ Payments [ Voucher Atibutes | Error Summary ﬁ pproval Summa “

Business Unit coLum

Woucher ID 0o0oosg1

Departmental Approval
=~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000591, YOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Pending

Departmental Approval

Pending
© Dept Vaucher Approver Level 1
‘Voucher Department Approval

Adhoc Approval

= BUSINESS_UNIT=COLUM, VOUCHER_ID=00000591:Awaiting Further Approvals
Ad Hoc Approval
Not Routed

= Woucher Ent
Self Approval Step (lanare)

Central AP Approval
~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000591: Awaiting Further Approvals

Central AP Approval - Hon PO
Not Routed

@ =20l Voucher Approver
ZCUVoucherApprovers(ROLE)
Save Natity | | 2 Retresh =% Add | B UpdateiDisplay
v

S Bolatd Miocimsnte | lnunie befsimtion | Daurannte | fauchns Mhibidar | Sivor Sumsemnn | fsnscunl Sumren:

-
I .
&/ start] J @ J@MicrnsnftOFﬁtEZDlﬂ /& Regular Entry - Windo... J @ & [ & F

Step Action

36. You have successfully created an Adjustment Voucher. You will now move onto the
next topic, Creating a Reversal Voucher, where you will create a Reversal VVoucher.
End of Procedure.
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Creating a Journal Voucher

Journal vouchers are used to adjust accounting entries for vouchers that have been posted. Journal
vouchers will not unpost the voucher, but simply reallocate the ChartField's as appropriate.
Journal vouchers are $0 vouchers that must have balancing debit and credit lines defined on the
distribution. The credit lines should reference the exact chartfield values from the original
voucher. The debit line will reference the corrected chartfield string. The distribution allocation
can be re-allocated to multiple distribution lines but the debit and credit lines must balance.

Throughout the following topic, consider a time when you have faced a similar scenario: Mark
processed a voucher for services provided by a vendor, however, after the fact, he realized that
the wrong account was charged for the service. He needs to create a journal voucher in order to
correct the account the services were charged to since the original voucher has been posted.

Voucher —
1 —
Accountl
rmal —— g
Journa =
Voucher + Account 2
--Account 1

Estimated time needed to complete topic: 3 minutes
Procedure

Welcome to the Creating a Journal Voucher topic. In this scenario you will create a Journal
Voucher.
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Favgrites Mam_MenL;

Personalize Content | Layout

‘Menu

Search:

&

[> Columbia Specific

[> eProcurement

> Accounts Payahle

> Set Up FinancialsiSupply Chain
[ Enterprise Components

[ Warklist

[> PeopleTools

— Change My Pagsword

[2] (=] %]

i/ start J o J ] Microsoft Office 2010 @ Employee facing regi.. | & Oracls | PeopleSoft Ente...

Training Guide
Voucher Processing

? Help

=

Action

Iick the Main Menu button.

Favarites | Main Meru
Search Menu:

Fersonalize

Menu I

Search: 3 Calurbia Specific
(3 eProcurement

I;C;‘Umh‘iﬂﬂ_‘l Accounts Payable
eProcurel

b Recotnte 3 Set Up FinancialsfSupply Chain

1> Set Up Fir 3 Enterprise Components

> Enterpriss T3 Warklist

PWiarklist ) peopieTook

1> PeopleT
- oigﬂ;ﬁ | change My Passward

- v v v v v v A

/start J & J (] Microsoft Office 2010 {& Employee-facing regi.. (€ Oracle | PeapleSaft Ente...

? Help

o= T =i
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Step Action

2. Click the Accounts Payable menu.

|*:}_'_‘I Arcounts Payable

ARC™

Favorites | Mair Menu

Fersonalize Search Menu:

Menu I @

Search: 3 Columbia Specific
3 eProcurement
[ Accounts Payable

3 Set Up Finandials/Supply © &9 vouchers
Control Groups

- v "

[» Columbiz
[> eProcure;
[> Accounts
> SetUp Fil 3 Enterprise Components
I Entergrisi 3 worklist g EavantAs -
b iarklist ) peqpleTonks eview ACCaunts Payable In

[ PeopleTa
P Cha‘:yggy\ =] hange My Passward

start J @ J | ] Microsoft: Office 2010 {@ Employee-facing regi.. (€ Oracle | PeapleSaft Ente...

Step Action

3. Click the Vouchers menu.

| {9 Wouchers
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Favorites  Main Meru

Search Menu:

. Charioh D Change My Password

i start J -

+7 AddfUpdate

Parsnnahzal @
Menu *
Search: 3 Columbia Specific 4
0 eProcurement 4

ECPO‘Umb‘e 3 Accounts Payable
b rroeutel £3 Set Up Financials/Supply ¢ 3 Youehers

st 3 Control Groups
[> Set Up Fit £ Enterprise Components o " 3 Maintain
b Enterprisi £ Worklst ) vt acounts Peyibi
b Worklst | ) pooploTack Eview ACCounts Payable inmo
> PeopleTo

J | ] Microsoft Office 2010 @ Employee-facing regi... | @ Orarle | PeopleSoft Ents. .

Training Guide
Voucher Processing

? Help

= e

Step

Action

Click the Add/Update menu.

i addiupdate

ARC™

Favarites | Main Meru

Search Menu:

#start J @

[0 AddfUpdate

Persanauzel )
Menu %
Search: 3 Calumbia Specific 4
3 eProcursment 4
:;C;‘“mh‘i [ Accounts Payable
SPTOEUIEL ) et Up AinancialsfSupply © =il
[> Accounts X Contral Graups
[ et Lp Fit 3 Enterprise Components ) Payments 3 Maintain
I Entergrist £ Worklist v
PWrkliEt ) pegpleTook 3 Review Accounts Payable 1nmo
> PeopleTo
_ Change), =) Change My Password

[ Beaula Enfnd

|5] woucher Search
| Quick Invaice Entry
[5] Delete voucher

J (] Microsoft Office 2010 & Employee-facing regi.. (€ Oracle | PeapleSaft Ent...

? Help

o= T =i
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Step Action

5. Click the Regular Entry menu.

ARC™

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

Home

Elewtindow  ? Help B hitp

Youcher

Eind an Existing Yalue

Business Unit: COLUmMC,
Voucher ID: MEXT
Voucher Style: RegularYoucher j
Short Vendor Hame: Adjusiments
Journal Voucher
Vendor ID: Prepaid Youcher
Vendor Location: Renister Voucher

Aduress Sequence Number:  |Reversal Voucher
Single Payment Youcher

Invoice Number:
Termplate Voucher

Invoice Date: Third Party Youcher
Gross Invoice Amount: 0.00
Freight Amount: 0.00

Misc Charge Amount: 0.0

Estimated No. of Invoice Lines: 1

Add

Find an Existing alue | Add a MNew Yalue

i i D
d/start Jg J@MlcrusuftOfﬁzEZUlU /& Reqular Entry - Windo... (€ Oracle | PeapleSaft Ente... J @ & [] & ’:

Step Action

6. Click the Voucher Style list.
|Regu|arvnucher j|
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Favnvr\tes'MalnvMenu » Accounts Payable > Vouchers » AddfUpdate > Regular Entry

Youcher

Find an Existing Yalue

Business Unit: lmcz

Voucher ID: MEXT

Voucher Style: |Regu\ar\/uucher j
Short Vendor Name:

Vendor ID:

Renqister Voucher
Reqular Youcher
Reversal Youcher

Single Payment Youcher
Template Youcher
Invoice Date: Third Party ¥oucher

Gross Invoice Amount: n.oo
Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

fendor Location:

Address Sequence Number:

Invoice Number:

Add

Eind an Existing Value | Add a Mew Value

PRl
i#/start J ) J || Microsoft Office 2010 /& Regular Entry - Windo... @& Oratls | PeopleSoft Ente...

Training

Guide

Voucher Processing

Erewwingow 7 Help B nmp

J@Jl‘l'lll

n

Step

Action

For Journal Vouchers, you will select the Journal VVoucher style. Click the Journal
Voucher list item.
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ARC

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

A newwindow  ? Help B nip

neen

Youcher

Find an Existing Yalue

Business Unit: COLUMC,
Voucher ID: HEXT
Voucher Style: |Juurnawuucher j

Short Vendor Hame: ’7 Q
Wendor ID: ’|7 Q
Vendor Lacation: [ e
Address Sequence Numher:ﬁQ

Invoice Number: [

Invoice Date: El

[

Eind an Existing Value | Add a Mew Value

t .
@ start Jg JMicrnsnFtOFHEEZDlD /€ Regular Entry - Windo... (& Oratle | PopleSaft Ents... J @ & [l & F

Step Action

8. Click in the Vendor ID field.

ARC

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

ews Window 7 Help n
E e window 7 Help B it

hitn

Youcher

Eind an Existing Yalue I

Business Unit: COLUmMC,
Voucher ID: MEXT
Voucher Style: |Jnurna\VnunhEr j

Short Vendor Name: ,7 Q
Wendor ID: ’D|7 Q
\endor Location: ’7 Q
Address Sequence Numher:l_UQ

Invoice Number: |

Invoice Date: [5)

LAl

Find an Existing Value | &dd a MNew Value

i i L
& start! Jg JMlcrUsUftOFﬁEEZUlU /& Regular Entry - Windo... (€ Oracle | PeapleSaft Ente... J @ &[] 3 F
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Action

Enter the desired information into the Vendor ID field. Enter *0000000003".

& start] J @

ARC

Youcher

Find an Existing Value ﬂiﬂiwﬂ

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

& New window P Help
B

Address Sequence Number: [i[s}

Business Unit: IWQ

Voucher ID: ’W

Voucher Style: |Juurnawuucher j
Short Vendor Hame: ’7 Q

Wendor ID: ’m Q

Wendor Location: l— Q

Invoice Number: |

Invoice Date: El

Add

Eind an Existing Value | Add a Mew Value

J | ] Microsoft Office 2010 & Regular Entry - Windo... (@ Orarle | PeopleSoft Ents. .

[T e

Step

Action

10.

Click in the Invoice Number field.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

Erewwingow 7 Help B nmp

Youcher

Find an Existing Yalue

Business Unit: IWQ

Voucher ID: ’W

Voucher Style: |Juurnawuucher j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Vendor Location: CHK-01 Q
Address Sequence Number: 1|Q
Invoice Number: [

Invoice Date: El

[

Eind an Existing Value | Add a Mew Value

PRl t .
@ start Jg JMicrnsnFtOFHEEZDlD /€ Regular Entry - Windo... (& Oratle | PopleSaft Ents... J @ & [l & F

Step Action
11. Enter the desired information into the Invoice Number field. Enter "Journal
Voucher".

ARC™

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

ew Window 7 Help n
e vindow 7 Help B it

=

Youcher

Eind an Existing Yalue 3

Business Unit: MQ

Voucher ID: ,W

Voucher Style: |Jnurna\Vnunher j
Short Vendor Name: ’m Q

Vendor ID: [EIETERES

\endor Location: CHk-01 Q
Address Sequence Number: 19
Invoice Number: |Juuma| Woucher

Invoice Date: | E1

L oAa

Find an Existing alue | Add a MNew Yalue

i i D
/start Jg JMlcrUsUftOfﬁEEZUlU /& Reqular Entry - Windo... (€ Oracle | PeapleSaft Ente... J @ & [] & ’:
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Step

Action

12.

Click in the Invoice Date field.

ARC

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry
Youcher

Eind an Existing Yalue

Eewwindow 7 Help B hitp

Business Unit: MQ
Voucher ID: ,W
Voucher Style: |Jnurna\VnunhEr j
Short Vendor Name: ,m Q
Wendor ID: M Q
\endor Location: ’W Q
Address Sequence Numher:|_1Q
Invoice Number: |Juuma| Woucher
Invoice Date: ,?J—Eﬂ
Add

Find an Existing Value | &dd a MNew Value

#/start J @ J | ] Microsoft: Office 2010 /& Regular Entry - Windo... (€ Oracle | PeapleSaft Ente...

E=rr—0n

Step

Action

13.

Enter the desired information into the Invoice Date field. Enter "3/14/2012".
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ARC

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Regular Entry
D rewwindow 7 Help

Youcher

Find an Existing Yalue

Business Unit: IWQ

Voucher ID: ’W

Voucher Style: |Juurnawuucher j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Vendor Location: CHK-01 Q

Address Sequence Number: 1|Q

Invoice Number: [Journal voucher
Invoice Date: 4012 [H

Eind an Existing Value | Add a Mew Value

i .
Start licrasoft OFfice 2010 Regular Entry - Windo... Oracle | PeopleSoft Ente. .. <«
& L= = -

Step Action

14, Click the Add button.

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate

Reqgular Entry
EREIateanntent @Nemednw ? Help E-,/Custnm\zePage htm ]
Payments Youcher Altributes

‘Jnuma\\fﬂucher

Business Unit: COLUM Invoice No:
Voucher ID: MERT Invoice Date: 0301412012
Voucher Style: Journal WVoucher Accounting Date: 031472012 5

| viewDowments
Vendor ID: pon00an003 Q SupplierVendar *Date Dept Rec'd Invoice: | [ Session Defaulls
ShortName: SUFPLIER-001 & 3208 Broadway *Service Location: us +]Attachments (0}

Location: CHK-01 Q. Wew vork, Nv 10027 “foucher Type: [ z]Cumments
*Address: 1 Q
Advanced Vendar Search
Control Group: Q Pay Terms: oo Due Mow

’7 Q Basis Date Type: Inv Date
Related Voucher: Print Invoice
Invoice Lines: 0.00 Cost Transfer Justification -
*Currency. usD| Q.
Tatal: 0.00

Difference: 0.00

Calculate |

Invaice Lines s 0 .

Line: 1 Itern: UoM:

“Distribute by Amount :I Unit Price; Quantity:

Ship To: CUD0000001 QA Line Amount: 000

SpeedChart: Q Description:

I~ One Asset

. Calculate | ,L‘
al I S
i start! J & J licrasaft Offics 2010 & Reqular Entry - Windo... (@ Orarle | PeopleSoft Ents. . J el — F
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Step Action

15.

Click in the Date Dept Rec'd Invoice field.

ARC™

Home

[

Invoice Lines

Line:
“Distribute by
Ship To:
SpeedChart:

Calculate

i
#/start J @

Related Voucher:

Invoice Lines: 0.00
*Currency. usD|&
Total: 0.00
Difference: 0.00

Calculate

1

Armount =
CuU00000001 Q
Q

Item:

Unit Price:
Line Amount:
Description:

J ] Microsoft Office 2010 & Reqular Entry - Windo... @ Oracle | PeapleSoft Ente...

Favarites | Main Menu > Accountg Pavable > Voughers > Add]uvpdate > Regular Entry
[5] Retated content &0 Mewwindow 7 Help  [& customize Page B np <
Payments Youcher Atributes
Business Unit: COLUM Invoice No: [Joummal Voucher
Voucher ID: MEXT Invoice Date: 031 412012 B
Voucher Style: Journal Woucher Accounting Date: 0311472012
Wiew Documents
Vendor ID: 0000000003 Q, Supplier Vendor *Date Dept Rec'd Invoice: |3 [ Session Defaults
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: us = |Atachments (1
Location: CHK-01 QU Mew York, NY 10027 “oucher Type: T|Comments(0)
*Address: 1 Q
Advanced Yendor Search
Control Group: q  PayTerms: 00 Due Mow
Basis Date Type: In¥ Date

Print Invaice
Cost Transfer Justification

UoM:
Quantity:

—
T owams: [
T

I~ One Asset

= ey

=l

<

Step

Action

16.

Enter the desired information into the Date Dept Rec'd Invoice field. Enter
"3/14/2012".
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Business Unit:
Moucher ID:
Voucher Style:

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Regular Entry

ERelatenCnmem @NEWWmdnw ? Help E,/Cuamm\zePagE hrlp -

Journal Woucher

" Payments Youcher Aftributes
COLUM Imvoice No: Jourmal Youcher
MEXT Invoice Date: 02142012
031472012 [5]

Accounting Date:

I View Documents |

Vendor ID:
ShortName:
Location:
*Address:

Control Group:
Related Voucher:
Invoice Lines:
*Currency.

Total:

Rooooonozs &
BuPPLERIOT &
et Q
—

Advanced Vendar Search

Q

Q
0.00
UsD @
0.00

Difference:

Invoice Lines

Ship To:
SpeedChart:

| calulate |

i Istart J s

0.00

Calculate |

1

Amount =

CUnI000001 Q
Q

J icrosoft Office 2010 /& Regular Entry - Windo... @& Oratls | PeopleSoft Ente...

SupnlierYendor
3208 Broadway
Mew Yark, NY 10027

Pay Terms:
Basis Date Type:

Itern:

Unit Price:

Line Amount:
Description:

*Date Dept Rec'd Invoice: |3/14i2012 |5 Session Defaults
*Service Location: usg = |Attachments (0

ﬁcummems 0

Cash Advance
Check Request
Employves Reim)|
Invaice

Office of Geners|
P-Card

Petty Cash
Refunds
Stipends

Travel Advance

“oucher Type:

oo Due Mo
Inv Date

nvoice
Cost Transfer Justification

000

I~ One Asset

Step

Action

17.

Click the Voucher Type list.

Business Unit:
Moucher ID:
Voucher Styde:

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate

Reqgular Entry

EREIateanntent @Nemednw ? Help E-,/Custnm\zePage htm ]

Payments Youcher Aftributes
COLUM Invoice No: \anna\ Woucher
MEXT Invoice Date: 031472012

Journal Woucher

Accounting Date:

031142012 [E

I ‘iew Documents |

Vendor ID:
ShortName:
Location:
*Address:

Control Group:
Related Voucher:
Invoice Lines:
*Currency.

Total:

Rooooonozs &
BUPPLERIOT &,
et Q
—

Advanced Vendar Search

Q

Q
0.00
UsD @
0.00

Difference:

Invoice Lines

Ship To:
SpeedChart:

Calculate |

al
start J r

0.00

Calculate |

1

Amount

cunooonnot

J icrosoft Office 2010 & Reqular Entry - Windo... @ Orarle | PeopleSoft Ents. .

Q
[l

SupnlierYendor
3208 Broadway
Mew Yark, NY 10027

Pay Terms:
Basis Date Type:

Itern:

Unit Price:

Line Amount:
Description:

*Date Dept Rec'd Invoice: |3/14i2012 | Session Defaults

*Service Location: usg = |Attachments (0
“oucher Type: j‘ Comments(0

Employes Reirm|

oo Due Now
Inv Date Office of Geners|
P-Card nvoice
Cost Transfer Justification Petty Cash
Refunds
Stipends

Travel Advance

I~ One Asset
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Step Action

18. Click the Invoice list item.

ARC™

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

[=] Related content

B rewwindow P Help E{Custum\ze?age hrlp =

Control Group: Q

[,

Basis Date Type: In¥ Date

Related Voucher:
Lo Cost Transfer Justification
Imvoice Lines:
0.0o0
*Currency: UsD|Q
Total: 0.00
Difference: 0.00

Caleulate

Invoice Lines
Line: 1 temn: Uom:
“Distribute by: Ammount 2 Unit Price: Quantity:
Ship To: CUN0000001 2 Line Amount: 0.00
SpeedChart: R pescription: [

Caleulate

o
dstart J @ J ] Microsoft Office 2010 /& Reqular Entry - Windo... (€ Oracle | PeapleSaft Ente...

Payments Youcher Atributes
Business Unit; COoLUM Invoice No: [Joumal vaucher
Voucher ID: MEXT Invoice Date: 031472012 [
foucher Style: Joumal Woucher Accounting Date: 0371472012
View Documnents
Vendor ID: 0000000003 & suppliervendar *Date Dept Rec'd Invoice: (031412012 |5 Session Defaults
ShortName: SUPPLIER-001 @, 3208 Broadway *Service Location: usg ~ |Attachments (0
Location: CHI-D1 @  MNework NY 10027 “oucher Type: [rmics [z cemmenis(0:
*Address: 1 &
Advanced Vendor Search
Pay Terms: aa Due MNow

Print Invoice

EIE
I~ One Asset
; ]
| @& (1w |«

Step Action

19.
Click in the Related VVoucher field.

You will need to identify the voucher for which you are adjusting the Journal Entry.
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Favnvr\tes'MalnvMenu » Accounts Payable > Wouchers »  AddfUpdate

Regular Entry

[=] Related Content 0 New window P Help [ Customize Page hrlp =
e (e,
Payments | Youcher Atributes

Business Unit: coLum Invoice No: Journal Woucher
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Journal Voucher Accounting Date: 03/14/2012 [5]

View Documents |
vendor ID: Don000n003 S suppliervendor "Date Dept Rec'd Imvoice: |03/14i2012 [ Session Defaults
ShortName: SUPPLIER-001 Q 3208 Broadway *Service Location: s ~|Attachments (0
Location: CHICO1 @ Mewvork NY 10027 “oucher Type: l—_llnvmce —Commentsi)
*Address: 1 Q
Advanced Vendar Search
Control Group: T la PayTerms: li Due How

A Basis Date Type: Inw Date

Related Voucher: @ Print Invoice 1

o Cost Transfer Justification ‘
Imvoice Lines: 0.00 [Lookup Related voucher (At+5)
*Currency: [ UsD @
Total: 0.00
Difference: 0.00

Calculate |

Invoice Lines First 58 1 0f 1 —

Line: 1 ftem: — 3 l—
istribute by: | T | Unit Price: | ovamy: [

Ship To: CU0000001 Q| ine Amount: .00

SpeedChart: Q Description:

I~ One Asset

Calculate |
1
i start J @ J ] Microsoft Office 2010 & Regular Entry - Windo... @ Oracls | PeopleSoft Ents...

Step Action

20. Click the Look up Related VVoucher (Alt+5) button.

B

Home |
Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

Look Up

Look Up Related Voucher

Business Unit: COoLUM
Vendor ID: 0000a00naz
Related Voucher: [ begins with 3”

- LookUp | || cancel |gasic Lookup

Search Results

APCRTL
APCRTL
JaRCERE

e st paviment 1
st payrnent 2
APENTRVYCHROZSTEP2

&start J & J ] Microsoft Office 2010 /& Reqular Entry - Windo... & Oracle | PeopleSoft Ente...
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Step Action

21. Click in the Related Voucher field.

[ i

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Look Up

Look Up Related Voucher

Business Unit: CoLUm
Wendor ID: a00nanona:
Related Vou:her:l begins with ﬁ‘ﬂl

PHT I T | N ] e
L I L J

ic Lookup

Search Results

lated Voucher Invoice Humber

APCRTLGPSOTSTEP
APCRTLGPS01 STE
APGENPYMTONE
"(IMTO1 STEF
TS
e st datal
est payrment 1

est payrnent 2
APENTRVYCHROZSTEP2

Start (] Microsoft Office 2010 Regular Entry - Windo... Oracle | PeopleSoft Ente...
g Y

Step Action

22. Enter the desired information into the Related VVoucher field.

Enter "00000585".
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

Look Up

Look Up Related Voucher

Business Unit: CoLUM
Vendor ID: noonooono:
Related Voucher: | begins with E‘DDDDDEEE

asic Lookup

Search Results

PCRET
FGE
PGEN
APGEN
lest datal

ltest pavment 1

lest pavment 2
APENTRYCHROZSTEP.

Al
Al

#/start J @ J || Microsoft Office 2010 & Regular Entry - Windo... @ Oracls | PeopleSoft Ents...

Step Action

23. Click the Look Up button.

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

Look Up

Look Up Related Voucher

Business Unit: CoLUM
Vendor ID: noonooono:
Related Voucher: | begins with K‘DDDDDSEE

Basic Lookup

Search Results

lated Voucher Invoice Number
0000058% Tech Services Payment INVI 23 031 4/2012

#start J @ J | ] Microsoft Office 2010 /@ Regular Entry - Windo... & Oracle | PeopleSoft Ents...
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Step Action

24.
00005845

Click the 00000585 link.

Invoice Lines

Line: 1

“Distribute by Amount B
Ship To: cunooonnot Q
SpeedChart: Q
| Calculate |

ion Lines

" Exchange Rate || Statistics || Assets

Favarites © Man Menu > Accoumg Pavable > Voughers > Add]uvpdate > Regular Entry
Business Unit: COLUM Invoice No: Joumal Youcher =
oucher ID: MEXT Invoice Date: 031472012 5
Youcher Style: Journal Vaucher Accounting Date: 0311472012 [
| iew Documents |
Vendor ID: 0000000003 @ suppliervendor "Date Dept Rec'd voice: [03/14/2012 |[5) Session Defaults
Shortharme: SUPPLIER-001 Q3208 Broadway *Service Location: us w|Attachments (0
Lacation: CHICD! @,  Mewvark Ny 10027 “Youcher Tyne: [rmre  jeommentay
*Address: 1 Q
Advanced Yendor Search
Control Group: Q Pay Terms: 0o Due Now
Basis Date Type: Inv Date
Related Youcher: 00000585 Q Printinvoice
s Cost Transfer Justification
Invoice Lines: 0.00
*Currency: uUsD Q.
Total: 0.00
Difference: 0.0o
| Caleulate |

Itern:
Unit Price:

Line Amount:

Description:

I~ one Asset

First Kl 10F1 O Lt

#start J @

J Wicrosoft Office 2010 & Reqular Entry - Windo... (€ Oracle | PeapleSaft Ente...

| @ & [ 3

Step Action

25.

Drag the scrollbar to the bottom of the page.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate Regular Entry

Vendor ID: Dono00nao3 U suppliarvendor "Date Dept Rec'd Invoice: |03/14/2012 [ Session Defaulls =
ShortName: SUPPLIER-001 Q3208 Broadway *service Location: ug ~|Atiachments (0
Lacation: s g MewYorchy ooz “foucher Type: [Pvoice  E]Cemmentsio)
*Address: 1 Q
Advanced Vendar Search
Control Group: e Pay Terms: [ili Due Mo
Basis Date Type: I Diate

Related Voucher: 00000585 Q Pt e

L Cost Transfer Justification
Imvoice Lines: 0.00
*Currency: Ush Q@
Total: 0.00
Difference: 0.00

Calculate |

Line: 1 ftem: UOM:
istribute by: Amount - Unit Price: Quantity:

Ship To: CU0000000] @ Line Amount: 0.00
SpeedChart: Q Description: |

I~ One Asset
| calculate |

~ Distribution Lines
r

Frat L aara U L

" Exchange Rate || Statistics | Assets

;:m Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept pC Bus

= i doel T eomwa [ Ja @ jlal jal  jal & &
‘ »

4

Initiative Function

IE Sawe | =] notity | | Refresh |

i start J @ J icrosaft OFfice 2010 @ Regular Entry - Windo... & Oracls | PeopleSoft Ents...

Step Action

26. Click in the Merchandise Amt field.
| ojoo|

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Vendor ID: 0000000003 Q. supplier vendor *Date Dept Rec'd Imvoice: 031412012 [ Session Defaults 2
ShortName: SUPPLIER-001 @ 3208 Broadway *Service Location: us - |Aftachments (0"
Location: CHE-01 q,  Mewvark Ny 10027 “oucher Type: lmmmmems(n)
“Address: 1 &

Advanced Vendor Search

Control Group: Q Paererms: oo Due Mo

Basis Date Type: In¥ Date
Related Voucher: 00000555 aQ Print Invoice
Lo Cost Transfer Justification

Invoice Lines: 0.00
*Currency: usD Q@

Total: 00

Difference: 0.00

| Caleulate |
Invoice Lines

1 Itemn: UoM:
Armount hd Unit Price: Quantity:

Ship To: CUN0000001 Q  Line Amount: 0.00
SpeedChart: 2 pescription: [

I One Asset
| Calculate |

1]

~ Distribution Lines

Fir=t 2 40t

Exchiange Rate || Stetistics | Assets

Down Line  Merchandise Amt Quantity *GL Unit Account Openitem Fund Dept

Initiative Function :c, bus

= i Hdwl [ ] mcuiqyiqfqliqliqlicz!;@ b
| v

4

Motify | | Refresh |

IFI Sawe |
start Jg J Micrasoft Office 2010 @ Regular Entry - Windo... & Oracle | PeopleSoft Ente...
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Step

Action

217.

Enter the distribution information from Voucher 00000585 as a credit. Enter "-100"

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Vendor ID: [ponooonons @ SupplierVendor *Date Dept Rec'd Invoice: (1301412012 | Session Defaulls 2
ShortName: [SUPPLIER-00T @ 3208 Broadway *Service Location: us <] Attachments (o)
Lacation: chkor @ e Vork, NY 10027 “foucher Type: lmcwnmems ()
*Address: ’17 Q

Advanced Vendar Search

Control Group: | - Y Pay Terms: : 0o Due M

Basis Date Type: Inw Date

Related Voucher: [oooooses Q@ Print Invoice

Imvoice Lines: o0 Cost Transfer Justification
*Currency: [ =l

Tatal: [ o

Difference: 0.00

Calculate

Invoice Lines

Line: 1 ftem: UoM:
“Distribute by: Amount 2 Unit Price: [ ouamtie [ |
Ship To: CLO0000001 2 Line Amount: 0.00
SpeedChart: Q Description: |
I~ one asset

Calculate

ion Lines

r
¥ Frst K14 or1 D Last
Exchange Rate | Statisics || Assets

g’m" Line Merchandise Amt Quantity “GLUNIt  Account  Openltem  Fund  Dept Initiative Function Eﬁ:“s
B O 1 ~100.00 coluva | a Q [ |a Q aQ Q Q o
4 | i

E Save | [=] Notify | |2 Refresh [Er Add ),?I\ Update/Display | ,;I

i start Jg JMicrnsnftOFﬁtaZDlD @ Regular Entry - Windo... & Orals | PeopieSoft Ente... J s TEEET S

Step

Action

28.

Click in the Account field.

L]
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Regular Entry

Vendor ID: Dono00nao3 U suppliarvendor "Date Dept Rec'd Invoice: |03/14/2012 [ Session Defaulls =
ShortName: SUPPLIER-001 Q3208 Broadway *service Location: ug ~|Atiachments (0
Lacation: s g MewYorchy ooz “foucher Type: [Pvoice  E]Cemmentsio)
*Address: 1 Q
Advanced Vendar Search
Control Group: e Pay Terms: [ili Due Mo
Basis Date Type: I Diate

Related Voucher: 00000585 Q Pt e

L Cost Transfer Justification
Imvoice Lines: 0.00
*Currency: Ush Q@
Total: 0.00
Difference: 0.00

Calculate |

Line: 1 ftem: UOM:
istribute by: Amount - Unit Price: Quantity:

Ship To: CU0000000] @ Line Amount: 0.00
SpeedChart: Q Description: |

I~ One Asset
| calculate |

~ Distribution Lines
r

Fret L aora 1

" Exchange Rate || Statistics | Assets

;:m Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative Function :ﬁ:“"

= i oo T eowa [ e @[ jla jal  jal & & e
| 3

4

IE Sawe | =] notity | | Refresh |

i start J @ J icrosaft OFfice 2010 @ Regular Entry - Windo... & Oracls | PeopleSoft Ents...

Step Action

29. Enter the desired information into the Account field. Enter "68305",

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Vendor ID: 0000000003 A guppliervendar *Date Dept Rec'd Imvoice: 031412012 &) Session Defaulls
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: ug w|Attachments (0
Lacation: CHK-01 @ MewYork NY 10027 “foucher Type: lmcwnmems ()

*Address: 1 Q

Advanced Vendar Search

Control Group:  a Pay Terms: il Due Mow
Basis Date Type: Inw Date
Related Voucher: 00000585 Q Print Invaice
I Cost Transfer Justification

Imvoice Lines: 0.00
*Currency: UsD Q@
Total: 0.00
Difference: 0.00

| Calculate |

Invoice Lines

Line: 1 ftem:
“Distribute by: Amount 2 Unit Price: [ ouatie
Ship To: [cUoooooo0t R {ine amaunt: [ om
SpeedChart: Q Description: |
I~ one asset
)

~ Distribution Lines
Ir

Frei L aora I

" Exchange Rate || Statistics | Assets

n;’w“ Line Merchandise Amt Quantity “GLUNIt  Account  Openltem  Fund  Dept Initiative Function Eﬁ:“s

B O 1 rmeod] [ feon@ feesesla [ a e [ la [ [ A a e
‘ »

4

IE Save | [ Notify | | Refresh |

& start, J @ J icrasaft Office 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents...

r
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Step

Action

30.

[]

Click in the Fund field.

0000000003 Q

Vendor ID:

ShortName: W Q
Location: chHkor @
*Address: ’17 Q
Advanced Vendor Search

Control Group: &
Related Voucher: [oooooses @
Imvoice Lines: 000
*Currency: [ e
Tatal: [ om
Difference: 000

Invoice Lines

Line: 1

“Distribute s Amount -
Ship To: cuagooooot Q
SpeedChart: Q
| calcuate |

~ Distribution Lines

" Exchange Rate || Statistics | Assets

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

SupplierVendor
3208 Broadway
Mew Yark, NY 10027

Pay Terms: aa

Basis Date Type: In¥ Date

ftem:
Unit Price:

Line Amount:

*Date Dept Rec'd Invoice: |13114i2012 [ Session Defaults J

Home

*Service Location:

“oucher Type:

Due Now

Cost Transfer Justification

lﬁ tlachments (0
Comments(0)
lmwmmemﬁ (i

Print Invoice

i First K1 q0F1 O Last

EE

Description: |

I~ One Asset

Frst K11 or1 I Last

Copy

IE Sawe | =] notity | | Refresh |

i start J @

Down Line Merchandise Amt  Quantity
B O 1 ~100.00

*GL Unit Account

4

Openitem

Fund

J Microsaft Office 2010 @ Regular Entry - Windo... & Oracl | PeopleSoft Ents...

Dept

Initiative

[coe feeassa [ @ fpla [ jal  Ja[ & & -

Funetion pﬁ. pus

Unit
i
o | L5 UpdateDisplay | ;I

| @& [l & [«

Step

Action

31.

Enter the desired information into the Fund field. Enter "30".
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate Regular Entry

Vendor ID: Dono00nao3 U suppliarvendor "Date Dept Rec'd Invoice: |03/14/2012 [ Session Defaulls =
ShortName: SUPPLIER-001 Q3208 Broadway *service Location: ug ~|Atiachments (0
Lacation: s g MewYorchy ooz “foucher Type: [Pvoice  E]Cemmentsio)
*Address: 1 Q
Advanced Vendar Search
Control Group: e Pay Terms: [ili Due MHow
Basis Date Type: I Diate

Related Voucher: 00000585 Q Pt e '

- Cost Transfer Justification e
Imvoice Lines: 0.00
*Currency: Ush Q@
Total: 0.00
Difference: 0.00

| Calculate |

Line: 1 ftem: UOM:
istribute by: Amount - Unit Price: Quantity:

Ship To: CU0000000] @ Line Amount: 0.00
SpeedChart: Q Description: |

I~ One Asset
| calculate |

~ Distribution Lines
r

Fret L aora 1

[ Exchange Rate || Statistics || Assets |

;:m Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative FEErs

Unit
= 1 100,00 coLun@, [p8305 @ Q [Boja | a a, aQ aQ o
| »

4

Function

IE Sawe | =] notity | | Refresh |

i start J @ J icrosaft OFfice 2010 @ Regular Entry - Windo... & Oracls | PeopleSoft Ents...

Step Action

32. Click in the Dept field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Vendor ID: 0000000003 & suppliervendar ‘Date Dept Rec'd Invoice: [03i14i2012 5 Session Defaults B
Shorthame: SUPPLIER-001 @ 3208 Broadway *Service Location: us w|Aftachments (0

Location: CHE-O1 q,  Mewvark Ny 10027 “oucher Type: e ]oommentsio)

*Address: 1 Q

Advanced Vendor Search

Control Group:  a Pay Terms: 0o Due Mo

Basis Date Type: In¥ Date
Related Voucher: 00000555 Q Print Invoice
I Cost Transfer Justification e

Invoice Lines: 0.00
*Currency: UsD|Q
Total: 00
Difference: 0.00

| Caleulate |
Invoice Lines

1 Itemn: UoM:
Armount hd Unit Price: Quantity:

Ship To: CUN0000001 Q  Line Amount: 0.00
SpeedChart: 2 pescription: [

I One Asset
| Calculate |

1]

~ Distribution Lines

Fir=t 2 40t
[ Exchange Rete | Stetistics || Assets |

Down Line  Merchandise Amt Quantity *GL Unit Account Openitem Fund Dept Initiative Function

PC Bus

Unit

Bl O 1 -100.00 coLune, [ea30s @ a [aola 4 Q Q Q Q b
| 3

4

Motify | | Refresh |

IFI Sawe |

start Jg J Micrasoft Office 2010 @ Regular Entry - Windo... & Oracle | PeopleSoft Ente...
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Step

Action

33.

Enter the desired information into the Dept field. Enter "5502102".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Vendor ID: [ponooonons @ SupplierVendor *Date Dept Rec'd Invoice: (1301412012 | Session Defaulls 2
ShortName: [SUPPLIER-00T @ 3208 Broadway *Service Location: us <] Attachments (o)
Lacation: chkor @ e Vork, NY 10027 “foucher Type: lmcwnmems ()
*Address: ’17 Q
Advanced Vendar Search
Control Group: | - Y Pay Terms: : 0o Due M
Basis Date Type: Inw Date
Related Voucher: [oooooses Q@ Print Invoice
Imvoice Lines: o0 Cost Transfer Justification
*Currency: [ =l
Tatal: [ o
Difference: 0.00
| Calculate |

Invoice Lines

Line: 1 ftem: UoM:
“Distribute by: Amount 2 Unit Price: [ ouamtie [ |
Ship To: CLO0000001 2 Line Amount: 0.00
SpeedChart: Q Description: |
I~ one asset

| calculate |

ion Lines
" Exchange Rate

=8 First Kl qor1 I Last

| Statistics || Assets

g’m" Line Merchandise Amt Quantity “GLUNIt  Account  Openltem  Fund  Dept Initiative Function Eﬁ:“s
El O 1 -100.00 COLUNGL (8305 & a [l psozioza | Q Q Q i
4 | i

I[P save | [ Notity | | Reiresh | o | LF UndateDisplay | ;I

& start, J @ J |&] Microsoft Office 2010 € Regular Entry - Windo... @& Oracls | PeopleSoft Ente...

| @& & [«

Step

Action

34.

Click in the Initiative field.

[
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Regular Entry

Vendor ID: 0000000003 & suppliervendar *Date Dept Rec'd Imvoice: 0311412012 |5 Session Defaulls 2
ShortName: [SUPPLIER-00T @ 3208 Broadway *Service Location: us T]Attachments (0
Lacation: CHK-01 @ MewYork NY 10027 “foucher Type: lmcwnmems ()
*Address: 1 Q
Advanced Vendar Search
Control Group: | - Y Pay Terms: : 0o Due Mo
Basis Date Type: I Diate

Related Voucher: 00000585 Q Frint Invaice
Imvoice Lines: o0 Cost Transfer Justification
*Currency: [ uEe
Tatal: [ oo
Difference: 0.00

| Calculate |

Line: 1 ftem: UOM:
istribute by: Amount - Unit Price: Quantity:

Ship To: CU0000000] @ Line Amount: 0.00
SpeedChart: Q Description: |

I~ One Asset
| calculate |

~ Distribution Lines
r

Fret L aora 1

" Exchange Rate || Statistics | Assets

;:m Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative FEErs

Unit

= 1 100,00 coLun@, [p8305 @ Q [oja Esozioza [o a, aQ aQ o
| »

Function

4

IE Sawe | =] notity | | Refresh |

i start J @ J icrosaft OFfice 2010 @ Regular Entry - Windo... & Oracls | PeopleSoft Ents...

Step Action

35. Enter the desired information into the Initiative field. Enter “00000".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Vendor ID: 0000000003 A suppliervendor "Date Dept Rec'd Invoice: [13i1 402012 [ Session Defaulls B
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: ug w|Attachments (0
Lacation: CHK-01 @ MewYork NY 10027 “foucher Type: lmcwnmems ()

*Address: 1 Q

Advanced Vendar Search

Control Group:  a Pay Terms: il Due Mow
Basis Date Type: Inw Date
Related Voucher: 00000585 Q Print Invaice
I Cost Transfer Justification

Imvoice Lines: 0.00
*Currency: UsD Q@
Total: 0.00
Difference: 0.00

| Calculate |

Invoice Lines

Line: 1 ftem:

“Distribute by: Amount 2 Unit Price: [ ouatie
Ship To: [cUoooooo0t R {ine amaunt: [ om
SpeedChart: Q Description: |

I~ one asset

| calculate |
~ Distribution Lines
r

Frei L aora I

" Exchange Rate || Statistics | Assets

PC Bus

Unit

B O 1 -100.00 COLUNCL [B8305 & Q [0/ [ssozoza [poooo (@ | Q Q
| »

4

I]l:’li?l(l Line  Merchandise Amt Quantity *GL Unit Account Openitem Fund Dept Initiative Function

IE Save | [ Notify | | Refresh |

& start, J @ J icrasaft Office 2010 & Regular Entry - Windo... & Oracls | PeapleSoft Ents...

]

<
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Step Action

36. Click in the Function field.

Home:
Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

Vendor ID: 0000000003 Q suppliervendor "Date Dept Rec'd Invoice: [03i14/2012 5 Session Defaulls
ShortName: [SUPPLIER-001 @ 3208 Broadway *Service Location: lﬁ ttachments (0
Lacation: CHK-01 q  Mewvork NY 10027 “Youcher Type: lmcwnmemﬁ ()
*Address: 1 Q
Advanced Vendar Search
Control Group: | - Y Pay Terms: : 0o Due Mo
Basis Date Type: I Diate

Related Voucher: 00000585 Q W
Imvoice Lines: o0 Cost Transfer Justification e
*Currency: [ uEa
Tatal: [ om
Difference: 0.00

| Calculate |

Invoice Lines

i First Kl qor1 O Lot
=
Line: 1 ftem: UOM:
*Distribute by Amount 2 Unit Price: Quantity:
Ship To: CU0000000] QA Line Amount: 0.00
SpeedChart: Q Description: |
I~ One Asset
| calulate |

~ Distribution Lines
" Exchange Rate

Frst K11 or1 I Last

[ Statistics | Assets

Copy

Down Line Merchandise Amt  Quantity *GL Unit Account Openitemn Fund Dept Initiative Function :E:us
B O 1 ~100.00) coLune, [68305 @ Q [30)Q [ssoz10z@ [ooooo @ 9] Q Q
4 | i

IE Sawe | =] notity | | Refresh |

(B s | Upciate/Display |

i) start J @& JMicrnsnftOFﬁtaZDlD @ Regular Entry - Windo... & Orals | PeopieSoft Ente... J el F

Step Action

37. Enter the desired information into the Function field. Enter "200".
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate Regular Entry

Vendor ID: 0000000003 & suppliervendar *Date Dept Rec'd Imvoice: 0311412012 |5 Session Defaulls 2
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: ug | Attachments (0

Lacation: CHK-01 @ MewYork NY 10027 “foucher Type: lmcwnmems ()

*Address: 1 Q

Advanced Vendar Search

Control Group:  a Pay Terms: il Due Mo
Basis Date Type: I Diate

Related Voucher: 00000585 Q Pt e '

- Cost Transfer Justification e
Imvoice Lines: 0.00
*Currency: Ush Q@
Total: 0.00
Difference: 0.00

| Calculate |

Line: 1 ftem: UOM:
istribute by: Amount - Unit Price: Quantity:

Ship To: CU0000000] @ Line Amount: 0.00
SpeedChart: Q Description: |

I~ One Asset
| calculate |

~ Distribution Lines
r

Fret L aora 1

" Exchange Rate || Statistics | Assets

;:m Line Merchandise Amt Quantity “GLUNit  Account  Openitem  Fund  Dept Initiative FEErs

Unit
= 1 100,00 coLun@, [p8305 @ Q [0 [mozioza, [ooonn @ [200 @ | aQ
| »

4

Function

IE Sawe | =] notity | | Refresh |

i start J @ J icrosaft OFfice 2010 @ Regular Entry - Windo... & Oracls | PeopleSoft Ents...

Step Action

38. Click in the PC Bus Unit field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Vendor ID: 0000000003 Q. supplier vendor *Date Dept Rec'd Imvoice: 031412012 [ Session Defaults 2
ShortName: SUPPLIER-001 @ 3208 Broadway *Service Location: us - |Aftachments (0"
Location: CHE-01 q,  Mewvark Ny 10027 “oucher Type: lmmmmems(n)
“Address: 1 &

Advanced Vendor Search

Control Group: Q Paererms: oo Due Mo

Basis Date Type: In¥ Date
Related Voucher: 00000555 aQ Print Invoice
Lo Cost Transfer Justification

Invoice Lines: 0.00
*Currency: usD Q@

Total: 00

Difference: 0.00

| Caleulate |
Invoice Lines

1 Itemn: UoM:
Armount hd Unit Price: Quantity:

Ship To: CUN0000001 Q  Line Amount: 0.00
SpeedChart: 2 pescription: [

I One Asset
| Calculate |

1]

~ Distribution Lines

Fir=t 2 40t

Exchiange Rate || Stetistics | Assets

- X . I PC Bus

SOPY Line  Merchandiss Amt Quantity GLUnit  Account  Openftem  Fund  Dept ity

B O 1 -100.00) coLunG, [ge305 O a [30)Q [ssozoza foooon @ 20 @ 6 Q e
| 3

4

Initiative Function

Motify | | Refresh |

IFI Sawe |

start Jg J Micrasoft Office 2010 @ Regular Entry - Windo... & Oracle | PeopleSoft Ente...
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Step

Action

39.

Enter the desired information into the PC Bus Unit field. Enter "GENRL".

Favnvr\tes ! MainvMenu > AEEDLH"I(E Payable > \Inushers > Addfhvlpdate > Regular Entry
Vendor ID: Dono00nao3 QU suppliervendor "Date Dept Rec'd Invoice: 0341412012 [ Session Defaulls =
ShortName: SUPPLIER-001 @ 3208 Broadway *Service Location: [Ug  FJtachments @
Location: chkor @ New York, NY 10027 “oucher Type: lmcwnmems 0,
*Address: 1 Q
Advanced Vendar Search
Control Group:  a Pay Terms: ) il Due Mow
Basis Date Type: Inw Date
Related Voucher: [oooooses Q@ Print Invoice
\maice Lines: 000 Cost Transfer Justification
*Currency: UsD Q@
Total: 0.00
Difference: 0.00

Imice

Line:

Ship To: CL00000001 A Line Amount: 0.00
SpeedChart: Q Description: |
I~ one asset
Calculate

~ Distribution Lines

EE O 1 -100.00 COLUNGL [68305 QL Q [30/Q [ssozoZ@ [poooo @ [00 @ EMRLQ o

E Save

i start Jg JMicrnsnFtOFHEEZDlD € Regular Entry - Windo... (€ Oratle | PopleSaft Ents... J @ & [l & F

“Distribute vz Amount = Unit Price; Quantity:

Calculate

Lines g i First Kl or1 O Last

EE

1 ftem: UoM:

Exchange Rate | Stetistics || Assets

g’m" Line Merchandise Amt Quantity “GLUNIt  Account  Openltem  Fund  Dept Initiative Function Eﬁ:“s

4 | i

[=] notity | | Refresh [Ek Add ),?I\ Update/Display | ,;I

Step

Action

40.

Drag the scrollbar to the right to complete the rest of the distribution information for
the credit.
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Line: 1 ftem:
istribute by Amount hd Unit Price:
Ship To: CU0000000] @ Line Amount
SpeedChart: Q Description:

| calculate |

~ Distribution Lines
r

[ Exchange Rate || Statistics || Assets |

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Vendor ID: 0000000003 A suppliervendor
ShortName: SUPPLIER-001 Q3208 Broadway
Location: ’7CHK-D1 Q Mew York, NY 10027
*Address: 1 Q
Advanced Vendar Search
Control Group: a Pay Terms:
Basis Date Type:

Related Voucher: 00000585 Q
Imvoice Lines: 0.00
*Currency: Ush Q@
Total: 0.00
Difference: 0.00

| Calculate |

Regular Entry

"Date Dept Rec'd Invoice: 331412012 [ Gession Defaults

*Service Location:
“oucher Type:
oo Due Mow
Inw Date

Cost Transfer Justification

0.00

1]

ug w |Attachments (7

Comments(0)
lmcwnmems (i

Frint Invoice

I~ One Asset

Copy . ) ’ s - } , Fund ]
Dowy Line  Merchandise Amt  Quantity Project Activity Segment Site Affiliate it Budge
= - 1 ~o0.00] | Jau a | a | e} a | Q . [oam4
5 | v

IE Sawe | =] notity | | Refresh |

Dstar| |

J icrosoft Office 2010 @ Regular Entry - Windo... & Oracls | PeopleSoft Ents...

Step

Action

41.

Click in the Project field.

Invoice Lines

1 tem:
Amaount 2 Unit Price;
Ship To: CUn0000001 Q. Line Amount:
SpeedChart: 2 pescription:
| Calculate |

~ Distribution Lines

[ Exchange Rete | Stetistics || Assets |

aoz7

*Date Dept Rec'd Imvoice: 031412012 [ Session Defaults

*Service Location:
“foucher Type:

ao
Inw Date

Due Mow

Cost Transfer Justification

Favarites | Main Menu > Accountg Pavable > Voughers > Add]uvpdate > Regular Entry
Vendor ID: 0000000003 & suppliervendar
ShortName: SUPPLIER-001 Q3208 Broadway
Location: CHK-O1 g, Mewvark by
*Address: 1 Q
Advanced Yendor Search
Control Group: Q Paererms:
Basis Date Type:

Related Youcher: 00000585 Q
Invoice Lines: 0.00
*Currency: UsD|Q
Total: 00
Difference: 0.00

| Calculate |

[ uom
—
[ om

l—
Quantity:

lﬁ ttachiments (0
[inice [z comments(n)

Print Invoice

I~ One Asset

Merchandise Amt  Quantity f

Project

Segment Site

Affiliate

affil

1 -100.00) |

e
|

Q|

a [ la |

IFI Sawe |

#'start J @&

Motify | | Refresh |

J Wicrosoft Office 2010 @ Regular Entry - Windo... & Oracle | PeopleSoft Ente...
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Step Action

42.

Enter the desired information into the Project field. Enter "GT001008".

Favgrites * Main Menu

> Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Vendor ID: [ponooonons @ SupplierVendor *Date Dept Rec'd Invoice: (1301412012 | Session Defaulls
ShortName: [SUPPLIER-00T @ 3208 Broadway *Service Location: us <] Attachments (o)
Lacation: chkor @ e Vork, NY 10027 “foucher Type: lmcwnmems ()
*Address: ’17 Q

Advanced Vendar Search

Control Group: | - Y Pay Terms: : 0o Due M

Basis Date Type: Inw Date

Related Voucher: [ponooses @ . Printhwoice |
Imvoice Lines: o0 Cost Transfer Justification e
*Currency: [ =l

Tatal: [ o

Difference: 0.00

| Calculate |

Invoice Lines

Line: 1 ftem: UoM:
“Distribute by: Amount 2 Unit Price: [ ouamtie [ |
Ship To: CLO0000001 2 Line Amount: 0.00
SpeedChart: Q Description: |
I~ one asset

| calculate |
ihution Lines

=8 First Kl qor1 I Last

" Exchange Rate

| Statistics || Assets
Copy . . . . » § - Fund
Dows Line  Merchandise Amt  Quantity Project Activity Segment site Affiliate o Budge
Bl O 1 -100.00 | Q. Brootoos @ | a | Q Q Q Q (o34 b
o | i
R save [ vty | e Ratresh | B add | | 7] Updsteispiay ‘;I
i) start J & JMicrnsnftOFﬁtaZDlD @ Regular Entry - Windo... & Orals | PeopieSoft Ente... J e F

=

Step Action

43. Click in the Activity field.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Regular Entry

Vendor ID: Dono00nao3 U suppliarvendor "Date Dept Rec'd Invoice: |03/14/2012 [ Session Defaulls =
ShortName: SUPPLIER-001 Q3208 Broadway *service Location: ug ~|Atiachments (0

Lacation: s g MewYorchy ooz “foucher Type: [Pvoice  E]Cemmentsio)
*Address: 1 Q
Advanced Vendar Search
Control Group:  a Pay Terms: il Due Mo
Basis Date Type: I Diate
Related Voucher: 00000585 Q Pt e '
- Cost Transfer Justification e
Imvoice Lines: 0.00
*Currency: Ush Q@
Total: 0.00
Difference: 0.00

Calculate |

Line: 1 ftem: UOM:
istribute by: Amount - Unit Price: Quantity:

1]

Ship To: CU0000000] @ Line Amount: 0.00
SpeedChart: Q Description: |

I~ One Asset
| calculate |

~ Distribution Lines
r

[ Exchange Rate || Statistics || Assets |

Copy . _ . 5 . _ _ Fund i
Down Line  Merchandise Amt Quantity Project Activity Segment Site Affiliate o Budge

= o 1 -100.00 || JQ prootoos @ [0 Q| Q Q | Q Q (o314 b
4 | '

IE Sawe | =] notity | | Refresh |

i start J @ J icrosaft OFfice 2010 @ Regular Entry - Windo... & Oracls | PeopleSoft Ents...

Step Action

44, Enter the desired information into the Activity field. Enter "01".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Vendor ID: 0000000003 QU supplier vendor *Date Dept Rec'd Invoice: (1301412012 | Session Defaulls B
ShortName: [SUPPLIER-00T @ 3208 Broadway *Service Location: lﬁ ttachments (o
Lacation: CHK-01 @ MewYork NY 10027 “foucher Type: lmcwnmems ()
*Address: 1 Q

Advanced Vendar Search

Control Group: | - Y Pay Terms: : 0o Due Mo

Basis Date Type: Inw Date

Related Voucher: [ponooses @ . Printhwoice |
Imvoice Lines: o0 Cost Transfer Justification e
*Currency: [ =l

Tatal: [ o

Difference: 0.00

| Calculate |

Invoice Lines

Line: 1 ftem: UoM:

“Distribute vz Amount = Unit Price; Quantity:

Ship To: CL00000001 2 Line Amount: 0.00
SpeedChart: Q Description: |

I~ one asset
| calculate |

~ Distribution Lines
Ir

| Exchange Rate || Statistics

[ bssets |

Copy | . : . 5 . L ; . Fund i
Down Line  Merchandise Amt Quantity Project Activity Segment Site Affiliate i Budge
Bl O 1 -100.00 | Q. [sTooiooi [of a Q a |
o

IE Save | [ Notify | | Refresh |

& start, J @ J icrasaft Office 2010 & Regular Entry - Windo... & Oracls | PeapleSoft Ents...

]

<
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Step Action

45, Click in the Segment field.

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

Vendor ID: 0000000003 & suppliervendar
ShortName: SURFLIER-001 Q3208 Broadway
Location: CHK-O1 Q Mew York, MY 10027
*Address: 1 Q
Advanced Vendar Search
Control Group: Q PW_TE"“S: 0o
Basis Date Type: I Diate
Related Voucher: 00000585 Q
Imvoice Lines: 0.00
*Currency: UsD Q.
Total: 0.00
Difference: 0.00
| Calculate |

Invoice Lines

Home

"Date Dept Rec'd Invoice: 331412012 [ Gession Defaults J
*Service Location: us w|Attachments (01

Comments(0)
lmwmmemﬁ (i

“Youcher Type:

Due Mow

Cost Transfer Justification (s i v o2 s

i First K1 q0F1 O Last

— EE

Line: 1 ftem:

“Distribute by Amount 2 Unit Price:

Ship To: CL00000001 2 Line Amount:

SpeedChart: Q Description: |
| calulate |

~ Distribution Lines
" Exchange Rate

[ Statistics | Assets

I~ One Asset

Frst K11 or1 I Last

Copy

i

IE Sawe | =] notity | | Refresh |

i start J )

- - - 5 L - - Fund
Down LiN€  Merchandise Amt  Quantity Project Activity Segment Site Affiliate P Budge
E - 1 -to0.00 | 2@ [aToooosc (ot a o (e} Q a [SRRINERT b

J Microsaft Office 2010 @ Regular Entry - Windo... [ Orarle | PeopleSoft Ents. .

| i
o | L5 UpdateDisplay | ;I

| @& [l & [«

Step Action

46. Enter the desired information into the Segment field. Enter “00000000".
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Explorer User Prompt [ ]
Seript Prompt:

Home

Enter number of rows to add
Caricel j
m
oo Due Mo
comroTOToup: I 1=y - -
Basis Date Type: Inv Date
Related Youcher: 00000585 & Print Invoice
Lo Cost Transfer Justification

Imvoice Lines:

0.00
*Currency: UsD Q@
Total: 0.00
Difference: 0.00

Calculate

Invaice Lines in i First KT 4001 O Last

Line: 1 Item: UOM: E
l—

“Distribute by: Amount = unit Price: Quantity:
Ship To: CL00000001 Q. Line Amount: 0.00
SpeedChart: Q Description:
I~ One asset
Calculate

~ Distribution Lines C: . Frst Kl 1 or1 O Last

C Exchanoe Rate Statistics Assets

Ef.'ﬂ. Line  Merchandise Amt Quantity *GLUnit  Account  Opentem  Fund  Dept Initiative Function Eﬁ:"s
®E - [ ww [ fowa A | Q ma Fmaoa pmm A @@ [sERa
< | o
[E sawve |[Z] Motify | |l Refresh [E Add Update/Display |

Invoice Information | Payments | Youcher Attributes

’L
r

PRl I
i start Jg JMicrnsnFtOFﬁ:aZDlD & Regular Entry - Windo... @& Oracls | PeopleSoft Ente... J @ &[] @

Step Action

47. Click the Add multiple new rows at row 1 (Alt+7) button to insert a new
distribution line.
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*Address: [ < Y

Advanced Vendor Search

Control Group: [ |a PwTems w0

Related Voucher: [oooonsas @ Basis Date Type: Inv Date

Imvoice Lines: 000 Cact
*Currency: ’7&3[3 Q

Tatal: [ o

Difference: 0.00

Training Guide
Voucher Processing

Due MHow

Print Invaice

Transfer Justification

4 |

|E save [=] Notify | |7 Refresh |

Inwoice Infarmation | Bavments | Youcher Atributes

PRl
i#start J ) J || Microsoft Office 2010 & Regular Entry - Windo... @& Oracls | PeopleSoft Ente...

Invaice Lines ind i First K101 O Last
=
Line: 1 tem: UoM:
“Distribute by: Amount :I‘ Unit Price: Quantity:
Ship To: CL00000001 R Line amount: 0.00
SpeedChart: Q Description:
I~ One Asset
| calkculate |
istribution Lines Customize | Find o By 2 st Bl qa gr 2 O ast
WEIEN  Exchange Rate | Stetistics || Assets
g’m Line Merchandise Amt Quantity *GLURt  Account  Opentem  Fund  Dept Initiative Function Eﬁ:“s
Bl O 1 -100.00 coLUNG, [68305 Q@ Q [a [sszioza, [oooon @ [200 @ [GENRQ
(=] 2 100.00 coLuNaL | aQ a [ & Q Q Q Q

5

\[Eh Add | |5 Updatemisplay |

I =

J@Jll-l_lll

Step

Action

48.

You will now enter the correct Distribution in

formation to correct the Journal

information. Enter the distribution information as a positive amount. Note that the
Merchandise amount is a positive $100. Then click in the Account field.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

1

~ Distribution Lines
e

Item: UOM:
“Distribute by: Amount = unit Price: [ ouantity l—
Ship To: [cUoDDINODT A jne Amount: 000
SpeedChart: Q Description:
I~ One Asset
| calkculate |

g — o
*Address: 1 Q 2
Advanced Vendar Search
Control Group: e Pay Terms: il Due Now
Basis Date Type: Inv Date
Related Youcher: 00000585 & Print Invoice
Lo Cost Transfer Justification
Imvoice Lines:
0.00
*Currency: UsD Q@
Total: 0.00
Difference: 0.00
| Caloulate |

First 12012 0
| Exchange Rate | Stefistics | Assets |
g’m Line Merchandise Amt Quantity *GLURt  Account  Opentem  Fund  Dept Initiative Function Eﬁ:“s
Bl O 1 -100.00 coLUNG, [68305 Q@ Q [a [sszioza, [oooon @ [200 @ [GENRQ
(=] 2 100.00 coLuna [f @ a [ & Q Q Q Q
4| | »
|E save [=] Notify | |7 Refresh |

Inwoice Infarmation | Bavments | Youcher Atributes

add | | ] UpdateDisplay |

ﬁlje

J Wicrosoft OFfics 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents...

Step

Action

49.

Enter the correct account into the Account field. Enter "65205".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

~ Distribution Lines
r =

*Address: 1 Q
Advanced Vendar Search
Control Group: e Pay Terms: il Due Now
Basis Date Type: In¥ Date
Related Voucher: 000005a5 QQ
Lo Cost Transfer Justification
Invoice Lines:
0.00

*Currency: UsD Q@
Total: 0.00
Difference: 0.00

| Caloulate |
Invoice Lines
Line: 1 Item: UOM:
“Distribute by Ammount 52 Unit Price: Quantity:
Ship To: CL00000001 Q. Line Amount: 0.00
SpeedChart: Q Description:
| calculate |

I~ One asset

Print Invoice

First 12012 O

2 100.00

4

(L0 0 Exchange Rate || Stafistics | Assets |
I‘]:;’m" Line  Merchandise Amt Quantity *GLUnit  Account  Opentem  Fund  Dept Initiative Function
Bl O 1 -100.00 coLun@, (8305 Q@ Q [mQ [sszioza [oooon (@
2 =

colwe s [ @ [ A A

PC Bus
Unit
00 Q [GENRQ
Q Q
»

|E save [] Notify | | Refresh |

Inwaice Information | Pavments | Viaucher Attributes

sl |

Wicrosoft OFfics 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents...

Eb add | [ Updatemisplay |
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Step Action

50. Click in the Fund field.

Home:
Favnvr\tes_MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

= -
“Address: 1 Q J
Advanced Vendar Search
Control Group: aQ EW,TEI;ZS:T ‘UU - Due how
Dmooosss asis Date Type: nv Date
Related Voucher: 00000585 Q Print Invoice
Imvoice Lines: 0.00 Cost Transfer Justification
*Currency. usD|Q
Total: 0.00
Difference: 0.00
| Caloulate |
Invoice Lines
Line: 1 ftem: UoM:
“Distribute by: Amount :I‘ Unit Price: OQuantity:
Ship To: CL00000001 A Line Amount: 0.00
SpeedChart: Q Description:
I~ One asset
| Calculate |

Exchange Rale || Stetistics | Assets

EEJ'T{. Line  Merchandise Amt Ouantity T —

Opentemn  Fund  Dept Initiative Function Eﬁ:“s

1 ~100.00 coLune, [eg30s @ Q [a [sszioza [oooor @ [200 @ [GENRQ

2 100.00 COLUNGL 85205 QL Q WQ Q Q Q Q
4 | i

\[Eh Add | |5 Updatemisplay |

|E save [=] Notify | |7 Refresh |

Inwoice Infarmation | Bavments | Youcher Atributes

m /_I
start J @ J || Microsoft Office 2010 & Regular Entry - Windo... & Oracls | PeapleSoft Ents...

== 1p

Step Action

51. Enter the desired information into the Fund field. Enter "30".
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate Regular Entry

= -
*Address: 1 Q 2
Advanced Vendar Search
Control Group: e Pay Terms: il Due Now
Basis Date Type: Inv Date
Related Voucher: 00000585 & . Printlwoice
I Cost Transfer Justification e
Imvoice Lines:
0.00
*Currency: UsD Q@
Total: 0.00
Difference: 0.00
| Caloulate |

1 Item: UOM:
[amout =] unitprice:  ovamy [ |
Ship To CUBOI0ET O Lime amount: T
SpeedChart: Q Description:

I~ One asset

| calkculate |

' Exchange Fate

\ First 12012 0
|[ Statistios | Assets |

Down Line  Merchandise Amt Quantity *GL Unit Account Openitem Fund Dept Initiative

Bl O 1 ~100.00 coLune, [eg30s @ Q [a [sszioza, [oooon @

[=[I | z 100.00 COLUNGL [65205 @ a [oja | Q. Q.
4 |

PC Bus

Function Unit

|E save [=] Notify | |7 Refresh |

Inwoice Infarmation | Bavments | Youcher Atributes

PRl
i#start J @ J icrosaft OFfice 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents...

Step Action

52. Click in the Dept field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

: [ERRCSS ™ o
*Address: 1 Q B
Advanced Vendor Search
Control Group: Q Pay Terms: 00 Due Mow

Basis Date Type: In¥ Date
Related Voucher: 00000585 Q T
- Cost Transfer Justification e
Invoice Lines: 000

*Currency: Ush| @

Total: .00
Difference: 0.00

Caleulate |

Line: 1 Item: uom: |
“Distribute by: | T | Unit Price: owame: [ |
Ship To: CU00D00DT @ Line Amount: 000
SpeedChart: Q Description: |
™ One Asset
| Cakulats |
4 - - - d First £l 12012
Exchange Rate || Statistics | &ssets
I‘]:;m" Line  Merchandise Amt Quantity *GLUnit  Account  Openitem  Fund  Dept Initiative Function :si(ﬁ"s
= - 1 aoooo [ [cotuw@ [eeans @ [ @ [0/ [ss0z10iQ [ooooo Q@ [a00 @ [GENRQ

(=1 2 100.00 coLunQ, [e5205 @ Q [3oa 4 Q
1 |

R & &

|E save | |[=] Wetity | | Refresh |

Add | | ) Updateisplay |
Invoice Information | Payments | Youcher Attributes

i
start Jg J Micrasoft Office 2010 @ Regular Entry - Windo... & Oracle | PeopleSoft Ente...
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Step Action
53.

Enter the desired information into the Dept field. Enter "5502104".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

: pris — .
*Address: 1 Q =
Advanced Vendar Search
Control Group: e Pay Terms: il Due Now

Basis Date Type: In¥ Date
Related Voucher: 00000585 & . Printlwoice
- Cost Transfer Justification e
Invoice Lines:
0.00

*Currency: UsD Q@

Total: 0.00

Difference: 0.00

| Caloulate |
Invoice Lines

Line: 1

Item: UOM:
“Distribute by: Armount - Unit Price: | ouamie [ |
Ship To: CUN000000] A Line Amount: 0.00
SpeedChart: Q Description:
I~ One Asset
| calkculate |

hution Lines
Exchange Rate

| Stetistics | Assets

Copy . § . et U
Dony Line  Merchandise Amt Quantity GL Unit

EHIE O 1 ~100.00
EIE O 2 100.00

Account  Opentem  Fund  Dept Initiative Function Eﬁ:“s

coLune, [e9305 @ Q [Q [sszioza [oooon @ [200 @ [GENRQ

COLUNG, [p5205 @ a [)a psozioda | Q Q Q
1 \ I
|E save [] Notify | | Refresh |

|[Eh add | |5 Updatemisplay |

Inwaice Information | Pavments | Viaucher Attributes

-

PRl I .
i start Jg JMicrnsnftOFﬁtaZDlD @ Regular Entry - Windo... & Oracls | PeopieSoft Ente... J s TEEET Sy

Step Action

54. Click in the Initiative field.

[

Page 347




Training Guide

Voucher Processing ckﬂc-—

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

g — o
*Address: 1 Q 2
Advanced Vendar Search
Control Group: e Pay Terms: il Due Now
Basis Date Type: Inv Date
Related Voucher: 00000585 & . Printlwoice
I Cost Transfer Justification e
Imvoice Lines:
0.00
*Currency: UsD Q@
Total: 0.00
Difference: 0.00
| Caloulate |

1

ttem: | uom |

“Distribute by: Amount = unit Price: Quantity:
Ship To: CL00000001 Q. Line Amount: 0.00
SpeedChart: Q Description:
I~ One asset

| calkculate |
~ Distribution Lines C First 12012 0
(100 EchoncRele | Silisics | Assels

Copy . ) y . )

Down Line Merchandise Amt  Quantity GL Unit

Account  Opentem  Fund  Dept Initiative Function Eﬁ:“s

B O 1 ~100.00 coLune, [eg30s @ Q [a [sszioza, [oooon @ [200 @ [GENRQ
(=] 2 100.00 COLUNGL [65205 @ Q @ Esziead [o Q Q Q
| »

4

|E save [=] Notify | |7 Refresh |

add | | ] UpdateDisplay |
Inwoice Infarmation | Bavments | Youcher Atributes

sl |

Wicrosoft OFfics 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents...

Step Action

55.

Enter the desired information into the Initiative field. Enter *00000".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

: pris — .
*Address: 1 Q 2
Advanced Vendar Search
Control Group: e Pay Terms: il Due Now

Basis Date Type: In¥ Date
Related Voucher: 00000585 & . Printlwoice
- Cost Transfer Justification e
Invoice Lines:
0.00

*Currency: UsD Q@

Total: 0.00
Difference: 0.00

| Caloulate |

Invoice Lines

Line: 1 tem: UoM:
“Distribute by Ammount 52 Unit Price: Quantity:
Ship To: CU00000001 2 Line Amount: 0.00
SpeedChart: Q Description:
I~ One Asset
| calkculate |
~ Distribution Lines c i ol First El 42072 13
(L5000 Exchenge Rate || Stefistics | Assets |
EEJ'T{. Line Merchandise Amt Quantity *GLURt  Account  Opentem  Fund  Dept Initiative Function Eﬁ:“s
Bl O 1 -100.00 coLUNG, [88305 Q@ Q [Q [sszioza [oooon @ [200 @ [GENRQ
= = 2 100.00 CoLUNG, (65206 & Q [0 [ss0z104Q

oo @ | Q Q
4| | 3

|E save [] Notify | | Refresh |

Eb add | [ UpdatemDisplay |
Irwice INformation | Eayiments | Youcher Atributes

sl |

Wicrosoft OFfics 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents...
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Step Action

56. Click in the Function field.

Home:
Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

= -
*Address: 1 Q 2l
Advanced Vendar Search
Control Group:  a Pay Terms: il Due Mow
Basis Date Type: Inv Date
Related Voucher: 00000585 & Print Invaice ]
I Cost Transfer Justification e
Imvoice Lines: 0.00
*Currency: UsD Q@
Total: 0.00
Difference: 0.00
| Caloulate |

Invoice Lines

Line: 1 Item: UOM:
“Distribute by: Amount = unit Price: [ ouantity l—
Ship To: CL00000001 2 Line Amount: 0.00
SpeedChart: Q Description:
I~ One Asset
| Calculate |

Exchange Rale || Stetistics | Assets

Copy
Down

Line  Merchandise Amt Quantity *GL Unit

Account  Opentem  Fund  Dept Initiative HET

Function Unit
1 -100.00 COLUNGY, 88305 O a [l [ssozioza oo @ 200 @ [GENRQ
z 100.00 COLUNCL [B5205 & Q [30Q [ssozod@ [poooo @ | Q Q

< | -

\[Eh Add | |5 Updatemisplay |

|E save [=] Notify | |7 Refresh |

Inwoice Infarmation | Bavments | Youcher Atributes

m /_I
start J @ J || Microsoft Office 2010 & Regular Entry - Windo... & Oracls | PeapleSoft Ents...

== 1p

Step Action

57. Enter the desired information into the Function field. Enter "200".
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate Regular Entry

. - "
*Address: 1 Q 2
Advanced Vendar Search
Control Group: e Pay Terms: il Due Now
Basis Date Type: Inv Date
Related Voucher: 00000585 & . Printlwoice
I Cost Transfer Justification e
Imvoice Lines:
0.00
*Currency: UsD Q@
Total: 0.00
Difference: 0.00
| Caloulate |

1 Item: UOM:

Amount B Unit Price: Quantity:
Ship To: CUN000000] Q  Line amount: 000
SpeedChart: Q Description:
I~ One Asset
| calkculate |
\ First 12012 0
| ExchengeRate || Statistics | dssets
Co) - § . et U
Dony Line  Merchandise Amt Quantity GL Unit

Account  Opentem  Fund  Dept Initiative Function HET

Unit
Bl O 1 ~100.00 coLune, [eg30s @ Q [a [sszioza, [oooon @

200 O [GENRQ
= - 2 100.00 coLunCy [a5205 @ Q [oja [sEoziode foooo @ [0 @ [ Q@
| r

4

|E save [=] Notify | |7 Refresh |

Inwoice Infarmation | Bavments | Youcher Atributes

PRl
i#start J @ J icrosaft OFfice 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents...

Step Action

58. Click in the PC Bus Unit field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

: [ERRCSS ™ o
*Address: 1 Q B
Advanced Vendor Search
Control Group: Q Pay Terms: 00 Due Mow

Basis Date Type: In¥ Date
Related Voucher: 00000585 Q T
- Cost Transfer Justification e
Invoice Lines: 000

*Currency: Ush| @

Total: .00
Difference: 0.00

| Caleulate |

Line: 1

Itern: UoM: l—
“Distribute by: | T | Unit Price: owame: [ |
Ship To: CU00D00DT @ Line Amount: 000
SpeedChart: Q Description: |

™ One Asset
[ calouats |
4 - - . : First £l 12012
Exchange Rale | Statistics || Assets
I‘]:;m" Line  Merchandise Amt Quantity *GLUnit  Account  Openitem  Fund  Dept Initiative Function :si(ﬁ"s
= - 1 aoooo [ [cotuw@ [eeans @ [ @ [0/ [ss0z10iQ [ooooo Q@ [a00 @ [GENRQ

(=1 2 100.00 coLunQ, [e5205 @ Q@ [30/Q [ss02104Q

4 |

nonoo Q. |200 Q| Q
»

|E save | |[=] Wetity | | Refresh |

Add | | ) Updateisplay |
Invoice Information | Payments | Youcher Attributes

i
/start Jg J Micrasoft Office 2010 @ Regular Entry - Windo... & Oracle | PeopleSoft Ente...
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Step

Action

59.

Enter the desired information into the PC Bus Unit field. Enter "GENRL".

~ Distribution Lines
Exchange Rate

Stetistics || Assets

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

*Address: 1 Q
Advanced Vendar Search
Control Group: Q Paererms:
Basis Date Type:
Related Voucher: 000005a5 QQ
Invoice Lines: 0.00
*Currency: UsD Q@
Total: 0.00
Difference: 0.00
Calculate
Invoice Lines
Line: 1 Item:
“Distribute ns Armount hd Unit Price;
Ship To: cu00000001 2 Line amount:
SpeedChart: Q Description:
Calculate

Cost Transfer Justification

Due Mo

Print Invoice

Frst K11 of1 O Lact
2l

I~ One asset

Copy

Down Line  Merchandise Amt Quantity

&) save [=] Motify b Refresh

Inwaice Information | Pavments | Viaucher Attributes

EHIE O 1 ~100.00
EIE O 2 100.00

*GL Unit

4

Fund

Dept Initiative Function nﬁ (i

coLune, [e9305 @ Q [Q [sszioza [oooon @ [200 @ [GENRQ
CoLUNG, (65206 & Q 0@ [sE0zi04q [oooon @ [200 Q@ GENRLQ

\ i

[Eb Add Update/Display |

PRl I
& start] Jg JMicrnsnFtOFﬁ:aZDlD € Regular Entry - Windo... @& Oracls | PeopleSoft Ente... J @ &[] @

.
r

Step

Action

60.

Drag the scrollbar to the right to complete the rest of the distribution information.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Regular Entry

*Address: 1 Q
Advanced Vendar Search
Control Group: Q Paererms: 0o
Basis Date Type: Inv Date
Related Voucher: 000005a5 QQ
Imvoice Lines: 0.00
*Currency: UsD Q@
Total: 0.00
Difference: 0.00
| Calculate |

Due Mo

Print Invoice

Cost Transfer Justification

' Exchange Fate
Copy

|[ Statistios | Assets |

1 Item: UOM:
[amout =] unitprice:  ovamy [ |
Ship To [FUoomms @ Line Amount: T
SpeedChart: Q Description:
I~ One asset
| calkculate |

Down Line  Merchandise Amt Quantity

Inwoice Infarmation | Bavments | Youcher Atributes

ﬁlje

Project Activity Segment Site Affiliate
El O 1 -100.00) | 19, [eTomooEq, o Q [moomoge, [ @ |
= O B 1a0.00 [ la | Q | Q | a [ @ |
a1
|E save [=] Notify | |7 Refresh |

J icrosoft Office 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents...

Step Action

61. Click in the Project field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate

> Regular Entry

*Address: 1 Q

Advanced Vendor Search

Control Group: Q Pay Terms: oo

Basis Date Type: In¥ Date
Related Youcher: 00000985 Q
P Co

Invoice Lines: 0.00

*Currency: Ush| @

Total: .00

Difference: 0.00

Caleulate |

Due MHow

Print Invai
st Transfer Justification MBI i

Line: 1 Itern:

“Distribute by Armount hd Unit Price:

Ship To: CUn0000001 Q| ine Amount: .00
SpeedChart: Q Description: |

| calkcuate |

I~ One Asset

Invoice Information | Payments | Youcher Attributes

i
#'start J &

J Wicrosoft Office 2010 @ Regular Entry - Windo... & Oracle | PeopleSoft Ente...

| Exchange Rats || Statistics | Assets |
I‘]:;m" Line  Merchandise Amt Quantity Project Activity Segment site Affiliate ;‘;zld Budge
E - 1 -100.00 | 2@ [oTomooeCy (o1 Q, [0oooooo0 & a | Q [SRITERT
= 2| 100.00 | e Q | Q | Q Q | Q Q. [oana
5 | v
|E save | |[=] Wetity | | Refresh |
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Step Action

62

: Enter the desired information into the Project field. Enter "GT001008".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

*Address: 1 Q
Advanced Vendar Search
Control Group: e Pay Terms: il Due Now
Basis Date Type: In¥ Date
Related Voucher: 000005a5 QQ
Lo Cost Transfer Justification
Invoice Lines:
0.00
*Currency: UsD Q@
Total: 0.00
Difference: 0.00

Caloulate |

Invoice Lines

Print Invoice

=l

EIE
Line: 1 tem: UoM:
“Distribute by Ammount 52 Unit Price: Quantity:
Ship To: Cun0o0oonot 2 Line Amount: 0.00
SpeedChart: Q Description:
I~ One Asset
| calkculate |
ion Lines
Exchenge Rele | Siefistics || Assets
Copy . § . 3 . - § N Fund
Dony Line  Merchandise Amt Quantity Project Activity Segment site Affiliate o Budget
Bl O 1 -100.00 | 1o [eTomoneQ, [0 Q, [o0000000 @, Q Q, a, [oany
(=1 2| 100.00 | 1 prooiooscy | Q | Q Q Q Q [oan 4

| i

|E save [] Notify | | Refresh |

Inwaice Information | Pavments | Viaucher Attributes

PRl
& start] J o J || Microsoft Office 2010 € Regular Entry - Windo... @& Oracls | PeopleSoft Ente...

|[Eh add | |5 Updatemisplay |

I ./LI
| @& & [«

Step

Action

63.

Click in the Activity field.
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

*Address: 1 Q
Advanced Vendar Search
Control Group: Q Paererms: 0o
Basis Date Type: Inv Date
Related Voucher: 000005a5 QQ
Imvoice Lines: 0.00
*Currency: UsD Q@
Total: 0.00
Difference: 0.00
| Calculate |

Due Mo

Print Invoice

Cost Transfer Justification

~ Distribution Lines
e

1 Item: UOM:
“Distribute by: Amount = unit Price: [ ouantity l—
Ship To: CL00000001 Q. Line Amount: 0.00
SpeedChart: Q Description:
I~ One Asset
| calkculate |

First Bl 12072
| Exchange Rate | Stefistics | Assets |
Copy . ) . . " } ) Fund }
Do Line  Merchandise Amt  Quantity Praject Activity Segment Site Affiliate il Budg
Bl O 1 -100.00 | 1 [eTomoneQ, [0 @, [o0o00000 G, Q| Q, [SRRITERT
(=] 2| 100.00 | 1 Brootooe L o Q | Q Q| Q (SR
4 | '
|E save [=] Notify | |7 Refresh |

Inwoice Infarmation | Bavments | Youcher Atributes

sl |

Wicrosoft OFfics 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents...

Step
64.

Action

Enter the desired information into the Activity field. Enter "01".

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

*Address: 1 Q

Advanced Vendar Search

Control Group: Q Paererms: 0o
Basis Date Type: In¥ Date

Related Voucher: 000005a5 QQ

Invoice Lines: 0.00

*Currency: UsD Q@

Total: 0.00

Difference: 0.00

Caloulate |

Invoice Lines

Due Mo

Cost Transfer Justification rinhluios

~ Distribution Lines
r =

Line: 1 Item: UOM:
“Distribute by: Armount - Unit Price: | ouamie [ |
Ship To: [cUoDDINODT A jne Amount: 000
SpeedChart: Q Description:
I~ One Asset
| calkculate |

First Bl 12072
(L0 0 Exchange Rate || Stafistics | Assets |

Copy . ) . 5 . " } ) Fund }

Do Line  Merchandise Amt  Quantity Praject Activity Segment Site Affiliate il Budg

Bl O 1 -100.00 | 1o [eTomoneQ, [0 Q, [o0000000 @, Q| Q, [SRRITERT
(=1 2| 100.00 | 1 [GTon00EC, (01 Q | Q Q| Q Qo34

E | »

|E save [] Notify | | Refresh |

Inwaice Information | Pavments | Viaucher Attributes

sl |

Wicrosoft OFfics 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents...
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Step Action

65. Click in the Segment field.

Home:
Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

= -
*Address: 1 Q 2l
Advanced Vendar Search
Control Group:  a Pay Terms: il Due Mow
Basis Date Type: Inv Date

Related Voucher: 00000585 & Print Invaice ]

I Cost Transfer Justification e
Imvoice Lines: 0.00
*Currency: UsD Q@
Total: 0.00
Difference: 0.00

| Caloulate |

Invoice Lines

Line: 1 Item: UOM:
“Distribute by: Amount = unit Price: [ ouantity l—
Ship To: CL00000001 2 Line Amount: 0.00
SpeedChart: Q Description:
I~ One Asset
| Calculate |

Exchange Rale || Stetistics | Assets

g;’m Line  Merchandise Amt Quantity *  Project Activity Segment Site Affiliate ;"‘,"_I‘I" Budge
1 ro0.0] | 1@ [eTovionsy (o Q [pooomoode, [ @ [ la [ A [pane
2 Ta0.00 [ 10 [oTomtonsy (o1 a fof Q[ al el ja fomns

A | i

\[Eh Add | |5 Updatemisplay |

|E save [=] Notify | |7 Refresh |

Inwoice Infarmation | Bavments | Youcher Atributes

m /_I
start J @ J || Microsoft Office 2010 & Regular Entry - Windo... & Oracls | PeapleSoft Ents...

== 1p

Step Action

66. Enter the desired information into the Segment field. Enter *00000000".
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Regular Entry

—
*Address: 1 Q
Advanced Vendar Search
Control Group: e Pay Terms: il Due Now
Basis Date Type: Inv Date
Related Voucher: 00000585 & . Printlwoice
I Cost Transfer Justification e
Imvoice Lines:
0.00
*Currency: UsD Q@
Total: 0.00
Difference: 0.00
| Caloulate |

1 Item: UOM:
[amout =] unitprice:  ovamy [ |
Ship To [FUoomms @ Line Amount: T
SpeedChart: Q Description:
I~ One asset
| calkculate |

| Exchange Rate | Stefistics | Assets |

g’m Line Merchandise Amt Quantity *  Project Activity Segment Site Affiliate

El O 1 -100.00 | 1 [eTomoneQ, [0 @, [o0o00000 G, Q|

(=1 2] 100.00 | 1 [oTooo0sq (01 Q mooooon @ [ @ |
a1

|E save [=] Notify | |7 Refresh |

Inwoice Infarmation | Bavments | Youcher Atributes

PRl
5tart J @ J icrosaft OFfice 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents...

Step Action

67. Click the Save button.

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate

Reqgular Entry

Business Unit: coLum Invoice No: [Joumal voucher

Voucher ID: 00000593 Imvoice Date: 03/14i2012

Voucher Style: Journal Voucher Accounting Date: 0301412012 El

| wiew Docurments |

vendor ID: 0000000003 Q Supplier Vendor *Date Dept Rec'd Invoice: |0314/2012 [ Session Defaulls
ShortName: SUFPLIER-001 & 3208 Broadway *Senvice Location: Us ~ ] Attachments (0
Location: CHE-01 Q. MewYork, NY 10027 “Voucher Type: mcammema ()
*Address: 1 Q

Advanced Yendor Search

Control Group: Q :W_TEI;ZS:T ‘DD oa Due Mo

asis e Type: nw Date
. 0no0oses —_—

Related Voucher: Q [ Print Invoice

Invoice Lines: Cost Transfer Justiication e o

0.0o0 Preview & Submit For Approval
Q

*Currency: usD

Total: 00

Difference: 0.0o

| Calculate |

Line: 1 tem: UOM:
“Distribute by: Amount | Unit Price: Quantity:

Ship To: CLnoonnaot Q Line Amount: 0.00 a5
SpeedChart: Q Description: |

I~ One Asset

| Calculate

Exchange Rate || St

s | Assets

start J @ J icrosoft Office 2010 /@ Regular Entry - Windo... & Oracle | PeopleSoft Ents...
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Step Action

68. Click the Preview & Submit For Approval button.
Preview: & Submit For Approval |

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry
EREIateanntent r_E’Nemednw ? Help E/,Custnm\zePage

Preview Approval

Business Unit COLUM Total: 0.0
oucher ID 00000533
Approval Status Pending

Submit For Approval

Departmental Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000593, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Initiated

Departmental Approval

Not Routed
pt Youcher Approver Level 1 £+
ucher Department Approval

~ BUSINESS_UNIT=COLUM, VOUCHER_ID=00000593, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=2:Initiated [Fizw

[+

Departmental Approval

Not Routed
pt Youcher Approver Level 1 £+
ucher Department Approval

Adhoc Approval
~ BUSINESS_UNIT=COLUM, YOUCHER_ID=00000593: Initiated [#]start New Path

Ad Hoc Approval

[+

Not Routed

ucher Entry
It Approval Step (onore) s

al 1 S /LI
i/ start! J @ J | ] Microsoft Office 2010 /& Reqular Entry - Windo... @ Oratle | PeopleSoft Ente... J @ & [| & «

Step Action

69. Click the Submit For Approval button.
Submit For Approval
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Approval Comments

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

i start J @

Business Unit COLUM

oucher ID 00000593

Additional Details @
. OK || cancel | Refresh |

Regular Entry
[=] Retated content

J icrosoft Office 2010 & Regular Entry - Windo... & Oracls | PeopleSoft Ents...

[_EINEWW\TMDW “? Help Efcuammwze?age

=

Step

Action

70.

Click the O_K button.

Favorites © Main Menu >

Accounts Payable >

Wouchers >

AddfUpdate

Reqgular Entry

ion Lines

" Exchange Rate

Calculate |

[ Statistics | Assets

Voucher I): MEXT Imvoice Date:” LTS 2y ﬂ
Voucher Style: Journal Voucher Accounting Date: 01472012 e}
I ‘iew Documents |
Vendor ID: 0000000003 QU supplier vendor "Date Dept Rec'd Invoice: [03/14j2012 |5 Session Defaulls
ShortName: SUPPLIER-001 Q3208 Broadway *service Location: ug w |Attachments (0
Location: CHI-01 @ MewYork NY 10027 “oucher Type: lmcwnmems 0,
*Address: 1 Q
Advanced Vendar Search
Control Group: e Pay Terms: il Due Mow
Basis Date Type: Iny Date
Related Voucher: 00000585 Q Print Invaice
L Cost Transfer Justification
Imvoice Lines: 0.00
*Currency: usD Q@
Total: 0.00
Difference: 0.00

Line: 1 ftem: l— UOM:
“Distribute by: | T | Unit Price: | ouats: [
Ship To: [cU000oo00t R {ine amount: [ m
SpeedChart: Q Description: |
I~ One Asset
)

Copy
Down

al
start J‘e

Line

Merchandise Amt  Quantity

*GL Unit

Account

Openitem

Fund  Dept

J icrosoft Office 2010 /@ Regular Entry - Windo... & Oracle | PeopleSoft Ents...

Initiative

PC Bus

Function Unit
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Step

Action

71.

You have successfully created a Journal VVoucher. You will now move onto the next
topic, Creating a Reversal Voucher.
End of Procedure.
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Creating a Reversal Voucher

Only Central Users will have the ability to create reversal vouchers. Reversal vouchers are
helpful in correcting errors that have been made in previously entered PO vouchers that have
been posted. Reversal vouchers are designed to correct only a single PO voucher and are always
credit vouchers. Reversal vouchers enable you to correct information on the voucher related to
the purchase order. The reversal voucher should reference the same information as the original
PO Voucher, however, the quantities and amounts will be reversed to display a negative (-)
value.

For example, if a user inadvertently enters the wrong purchase order on a voucher, you can enter
a reversal voucher to restore the encumbrance and create a new PO Voucher referencing the
correct PO. If the PO Voucher referencing the incorrect PO has not been paid, the PO Voucher
can be closed and the system will automatically unmatch the voucher and restore the
encumbrance. However, if the original PO VVoucher has been paid, a Reversal VVoucher can be
entered to restore the encumbrance. A new PO Voucher is entered that references the correct PO.
To prevent another payment from being made to the vendor, the Reversal Voucher and the new
PO Voucher must be paid together in the same Pay Cycle, which will net them together for a $0
payment amount.

Throughout the following topic, consider a time when you have faced a similar scenario: Mark
realized that a PO voucher he created for a scanner his department had purchased referenced the
wrong purchase order. He needs to create a reversal voucher to correct the earlier entry.

PO Voucher |

1

PO1

Reversal PO Voucher

Voucher —2 =
o PO 2
PO1

Estimated time needed to complete topic: 3 minutes
Procedure

Welcome to the Creating a Reversal Voucher topic. In this scenario you will create a reversal
voucher.
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Favorites  Main Menu

Personalize Content | Layout
Menu 2] (=) [x]

Search:
®

? Help

[> Columbia Specific

[> eProcurement

> Accounts Payahle

> Set Up FinancialsiSupply Chain
[ Enterprise Components

[ Warklist

[> PeopleTools

— Change My Pagsword

4 start Jg JMicrnsnftOFﬁtaZDlD & Employee-facing regi... J @ & [] &3 F

Step Action

1. Click the Main Menu button.

Favarites | Main Meru

Fersonalize Search Menu:

? Help
®

Menu

Search: 3 Calumbia Specific
3 eProcurement
:;C;‘“mh‘iﬂﬂ_'l Accounts Payable
eProcurel

e 0 set Up Financials/Supply Chain
[ et Lp Fit 3 Enterprise Components

I Entergrist £ Worklist

D ivorklist -
> PeopleTo
— Change b

- v v v v v v A

PeopleTools
5] change My Password

&/ start J & J (] Microsaft Office 2010 {& Employee-facing regi... J @ & [] & ’:
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Step Action

2. Click the Accounts Payable menu.

|*:}_'_‘I Arcounts Payable

ARC™

Favorites | Mair Menu

Fersonalize Search Menu:

Menu I @

Search: 3 Columbia Specific
3 eProcurement
[ Accounts Payable

3 Set Up Finandis/Supply 3 vouchers
Control Groups

- v "

[» Columbiz
[> eProcure;
[> Accounts
> SetUp Fil 3 Enterprise Components
I Entergrisi 3 worklist g EavantAs -
b iarklist ) peqpleTonls eview ACCaunts Payable In

[ PeopleTa
P Cha‘:yggy\ =] hange My Passward

i start. J @ J | ] Microsoft: Office 2010 {@ Employee-facing regi...

Step Action

3. Click the Vouchers menu.

|"».|'l‘| Youchers
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Favorites  Main Meru

Search Menu:

Parsnnahzal @

Menu *
Search: 3 Columbia Specific 4

0 eProcurement 4

ECPO‘Umb‘e 3 Accounts Payable

eRrocurel 1 Wouchers

¢

b 1 Set Up Financials/Supply = control mroupe 35 AddfUpdate
[> Set Up Fit £ Enterprise Components P " 3 Maintain
b Enterprisi £ Worklst ) vt acounts Peyibi
PWOKIEL (5 peoplaTook Eview ACCounts Payable inmo
> PeopleTo

. Charioh D Change My Password

i start J ) J || Microsoft Office 2010 @ Employee-facing regi...

Training Guide
Voucher Processing

? Help

= e

Step

Action

Click the Add/Update menu.

|=,,|“:| £od/Update

ARC™

Favarites | Main Meru
Search Menu:

Persunauzel )
Menu %
Search: 3 Calumbia Specific 4
3 eProcursment 4
:;C;‘”mh‘i [ Accounts Payable - %
eFrocurel Wouchers
[ Accounts & setip .Flnancla\sﬁupply[ Contral Graups [ AddfUpdate
[ et Lp Fit 3 Enterprise Components ) Payments 3 Maintain
I Entergrist £ Worklist v
PWrkliEt ) pegpleTook 3 Review Accounts Payable 1nmo 4
> PeopleTo
_ Change), =) Change My Password

#start J @ J (] Micrasoft Office 2010 & Employee-facing regi...

[=] Rregular Entry

|5] woucher Search
| Quick Invaice Entry
[5] Delete voucher

? Help

o= T =i
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Step

Action

5.

Click the Regular Entry menu.
| |=] Regular Entry

ARC™

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

Home

Youcher

Eind an Existing Yalue

Business Unit: COLUmMC,
Voucher ID: MEXT
Voucher Style: RegularYoucher j
Short Vendor Hame: Adjusiments
Journal Voucher
Vendor ID: Prepaid Youcher
Vendor Location: Renister Voucher

Aduress Sequence Number:  |Reversal Voucher
Single Payment Youcher

Invoice Number:
Termplate Voucher

Invoice Date: Third Party Youcher
Gross Invoice Amount: 0.00
Freight Amount: 0.00

Misc Charge Amount: 0.0

Estimated No. of Invoice Lines: 1

Add

Find an Existing alue | Add a MNew Yalue

i
#start J @ J ] Microsoft Office 2010 /& Reqular Entry - Windo...

Elewtindow  ? Help B hitp

J@l‘ﬂ-ﬂ

Step

Action

Click the Voucher Style list.
|Regu|arvnucher j|
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Youcher

Find an Existing Yalue

Business Unit: COLUMS
Voucher ID: MEXT
Voucher Style: Regularoucher j
Short Vendor Name: Adiustrments
Journal Vaucher
Vendor ID: Frepaid voucher
Vendor Location: Register Youcher
Reqularyoucher

Address Sequence Number: 3 har
Single Payment Youcher
Template Youcher
Invoice Date: Third Party ¥oucher

Gross Invoice Amount: n.oo
Freight Amount: 0.0a
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Invoice Number:

Add

Eind an Existing Value | Add a Mew Value

PRl
& start] J @ J || Microsoft Office 2010 /& Regular Entry - Windo...

Training Guide
Voucher Processing

Erewwingow 7 Help B nmp

== ==

Step

Action

You will select the Reversal VVoucher style for Reversal Vouchers. Click
the Reversal Voucher list item.
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Favnvr\tes'MalnvMenu » Accounts Payable > Vouchers » AddfUpdate > Regular Entry

Erewwingow 7 Help B nmp

Youcher

Find an Existing Yalue

Business Unit: COLUMC,
Voucher ID: HEXT
Voucher Style: | Reversal Woucher j

Short Vendor Hame: ’7 Q
Wendor ID: ’|7 Q
Vendor Lacation: [ e
Address Sequence Numher:ﬁQ

Invoice Number: [

Invoice Date: El

[

Eind an Existing Value | Add a Mew Value

PRl t .
i start J - JMicrnsnftOFﬁtaZDlD /& Regular Entry - Windo... J @ &[] & F

Step Action

8. Click in the Vendor ID field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

& New Window 7 Help hrlp

Youcher

Eind an Existing Yalue I

Business Unit: COLUmMC,
Voucher ID: MEXT
Voucher Style: | Rewersal Woucher j

Short Vendor Name: ,7 Q
Wendor ID: ’D|7 Q
\endor Location: ’7 Q
Address Sequence Numher:l_UQ

Invoice Number: |

Invoice Date: [5)

LAl

Find an Existing Value | &dd a MNew Value

i L
#'start Jg JMlcrUsUftOFﬁEEZUlU /& Regular Entry - Windo... J @ § [ & F
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Action

Enter the desired information into the Vendor ID field. Enter *0000000003".

& start] J )

ARC

Youcher

Find an Existing Value ﬂiﬂiwﬂ

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

& New window P Help
B

Address Sequence Number: [i[s}

Business Unit: IWQ

Voucher ID: ’W

Voucher Style: | Reversal Woucher j
Short Vendor Hame: ’7 Q

Wendor ID: ’m Q

Wendor Location: l— Q

Invoice Number: |

Invoice Date: El

Add

Eind an Existing Value | Add a Mew Value

J |&] Microsoft Office 2010 /& Regular Entry - Windo...

[T e

Step

Action

10.

Click in the Invoice Number field.
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Favnvr\tes'MalnvMenu » Accounts Payable > Vouchers » AddfUpdate > Regular Entry

Erewwingow 7 Help B nmp

Youcher

Find an Existing Yalue

Business Unit: IWQ

Voucher ID: ’W

Voucher Style: | Reversal Woucher j
Short Vendor Hame: ’m Q

Wendor ID: ’m Q

Vendor Location: CHK-01 Q
Address Sequence Number: 1|Q
Invoice Number: El

Invoice Date: El

[

Eind an Existing Value | Add a Mew Value

PRl t .
i start Jg JMicrnsnftOFﬁtaZDlD /& Regular Entry - Windo... J @ &[] & F

Step Action
11. Enter the desired information into the Invoice Number field. Enter "Reversal
Voucher".

ARC™

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

ew Window 7 Help n
e vindow 7 Help B it

=

Youcher

Eind an Existing Yalue 3

Business Unit: MQ

Voucher ID: ,W

Voucher Style: | Rewersal Youcher j
Short Vendor Name: ’m Q

Vendor ID: [EIETERES

\endor Location: CHk-01 Q
Address Sequence Number: 19
Invoice Number: |Reversa\ Voucher

Invoice Date: El E1

oA

Find an Existing alue | Add a MNew Yalue

i i D
#'start J @ J || Microsoft Office 2010 /& Reqular Entry - Windo... J @ & [ X ’:
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Step

Action

12.

Date field. Enter "3/14/2012",

Click in the Invoice Date field, and enter the desired information into the Invoice

ARC™

Youcher

Eind an Existing Yalue

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

Business Unit: MQ

Voucher ID: ,W

Voucher Style: | Rewersal Youcher j
Short Vendor Name: ’m Q

Vendor ID: [EIETERES

\endor Location: CHk-01 Q

Address Sequence Number: 19

Invoice Number: ‘Revevaaquunher
Imvoice Date: 1472012 Eﬂ
R

Find an Existing alue | Add a MNew Yalue

#start J @ J ] Microsoft Office 2010 /& Reqular Entry - Windo...

D New Window P Help
3.8

[

Step

Action

13.

Click the Add button.
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Regular Entry

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Advanced Vendor Search

Control Group: @ ‘'PayTerms: =l
Invoice Lines: 0.00 Basis Date Type: Inv Data
*Currency. LS

—

Miscellaneous:

Freight: =
Tatal: 0.00
Copy From Source Document
Difference: 0.00 Voucher ID: aQ

Caleulate ™ Reverse Voucher

; E Related Content () New Window 7 Help IZ,-/ Customnize Page 5 hitp
Payments Woucher Affributes
Business Unit: CoLUM Invoice No: ‘Reversal Woucher
Voucher ID: MENT Imvoice Date: 0311472012
Voucher Style: Reversal Voucher Accounting Date: 031472012 [ S
[ ViewDocuments
Vendor ID: 0000000003 A guppliervendor *Date Dept Rec'd Invoice: | ]
ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: us ~[Atachments (0
Location: CHI:O1 Q. MewYark, NY 10027 “oucher Type: l—;[wmmemsgul
*Address: 1 &

00 Q Due MHow

Print Invaice

| Copyto Youcher

|E Sawe [] Wotify | |7 Retresh |

Inwaice Information | Pavments | Vaucher Attributes

i/start J s

J crosoft Office 2010 /& Regular Entry - Windo...

Add | | f2) UpdateDisplay

| T e

Step Action

14. Click in the Date Dept Rec'd Invoice field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry

Advanced Vendar Search

Control Group: @ ‘PayTerms: =
Invoice Lines: 000 Basis Date Type: I Date
*Currency. UsD!

Miscellaneous:

Freight: =
Total: 0.00

Copy From Source Document
Difference: 0.00 Voucher ID:

Calculate

[l Retated content 0 Mewwindow 7 Help [ customize Page hit
Payments Youcher Atributes

Business Unit: COLUM Imvoice No: ‘Raversa\ “oucher
foucher ID: MEXT Imvoice Date: 03142012 [
Voucher Style: Reversal Voucher Accounting Date: 0311412012

| ‘iew Documents |
Vendor ID: 0000000003 @ guppliervendor *Date Dept Rec'd Invoice: |3 )
ShortName: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[Attachments (0
Location: CHK-01 Q. Mew vork, Ny 10027 “foucher Type:  —
*Address: 1 Q

o Q Dug Mow

Q \

I” Reverse Voucher

Frint Invoice

Copy 1o Voucher

/@ save | [=] motify | | Refresh |

Invoice Information | Eayments | Youcher Attributes

i
#start J @ J Microsoft Office 2010 /& Regular Entry - Windo...

UpdateDisplay |

|® & [ &3
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Step

Action

15.

"3/14/2012".

Enter the desired information into the Date Dept Rec'd Invoice field. Enter

Favarites

§ Main Menu > Accoumgpayable > Voughers > Add]uvpdate

Home

> Regular Entry

[=] Related Content

ENewwindow  ? Help  [E Customize Page

Payments Youcher Atributes
Business Unit: GOLUM Imvoice No: [Reversal Voucher
Voucher ID: MEXT Invoice Date: 031472012 [
Voucher Style: Reversal Voucher Accounting Date: 031472012
Wiew Documents

Vendor ID: ooooooooo: Q Supplier endar *Date Dept Rec'd Invoice: [3/14/2012 [
ShortName: SUFPLIER-001 & 3208 Broadway *Service Location: us ~[atachments (o)
Location: CHI-01 Q. Mew York, NY 10027 “oucher Type: = Cormimerits (0}
*Address: 1 Q
Advanced Vendar Search

Employee Reirm)|
Control Graup: G 'PayTerms: & oo A Due Now Invoice

i . Office of Genera)
ice Lines: Basis Date Type: Inw Date

Invoice Lines: 0.00 Vi P-Card o
*Currency: UED Petty Cash

Refunds
Miscellaneous: = Stigends

Freight: =

Total: 0.00

Difference: 0.00
Caleulate

B save | |[= Molity | | Refresh

Invoice Information | Payments | Youcher Attributes

#start J @

J Microsaft Office 2010

Travel Advance

Copy From Source Document

Voucher ID:

[

I” Reverse Voucher

{& Reqular Entry - Windo...

Copy to Youcher
E Add UndsteiDisplay

J@llﬂ-ﬂ

niEn

hitp

Step

Action

16.

Click the Voucher Type list.
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Regular Entry

Favnvr\tes i MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate
ERelatenCnmem @NEWWmdnw ? Help E,/Cuamm\zePagE hrlp

([ Payments Woucher Affributes

‘Reversal\a’uucher

Business Unit: CoLUm Imioice No:
Voucher ID: MENT Imvoice Date: 0311472012
Voucher Style: Reversal Voucher Accounting Date: 031472012 [

| View Documents |

Vendor ID: 0000000003 Q Supplier vendor *Date Dept Rec'd Invoice: |3/14i2012 [

ShortName: SUPPLIER-001 Q3208 Broadway *Service Location: us ~[Atachments (0

Location: CHI:O1 Q. MewYark, NY 10027 “oucher Type: —;[CDmmemS(Ul
1

"Address: Q Cash Advances
Advanced Yendor Search Check Request
Employee Reim)|

@ ‘'PayTerms: =ojo A Due Now Invoice

Control Group:
Office of Geners|

Invoice Lines: 0.00 Basis Date Type: fnv Date P-Card

nvoice
o Fetty Cash
Currency: He0 Re‘f‘ll}ltnds

Miscellaneous: =] Stipends
Freight: = Travel Advance

Tatal: 0.00
Copy From Source Document
Difference: 0.00 Voucher ID: Q ! Copy to Voucher |
| Calculate | I Reverse Voucher

|E Sawe [] Wotify | |7 Retresh | Add | | f2) UpdateDisplay

Inwaice Information | Pavments | Vaucher Attributes

I .
I start J s J icrasoft Office 2010 /& Regular Entry - Windo... J @ &[] & F

Step Action

17. Select Invoice.

Inﬁ.ﬂ:uice

Reqgular Entry

Favnvmtas i MainvMEnu > Accounts Payable > Wouchers > AddfUpdate
EREIateanntent @Nemednw ? Help E-,/Custnm\zePage htm

Payments Youcher Altributes

‘Reversal\a’uucher

Business Unit: COLUM Invoice No:
Voucher ID: MEXT Invoice Date: 031472012
Voucher Style: Reversal Voucher Accounting Date: 031472012 )

| ‘iew Documents |

vendor ID: 0000000003 Q Supplier vendor *Date Dept Rec'd Invoice: |0314/2012 [
Shorthame: SUPPLIER-001 Q2208 Broadway *Service Location: us [ Atachments (0
Lacation: CHI01 Q. Mew ork, MY 10027 “Voucher Type: [imoice =] omments(d}
*Rddress: 1 Q
Advanced Yendor Search

Q ‘*PayTerms: 3 oo A Due Mow

Basis Date Type: In¥ Date

Control Group:
Invoice Lines: 0.00

Print Invaice

*Currency.

Miscellaneous: =]
Freight: =

Tatal: 0.00
Copy From Source Document
Difference: 0.0 voucher ID: I Q | Copytovousher |
| Galeulate | ™ Reverse Voucher
|E Sawe [] Wotify | |7 Retresh | Add | | f2) UpdateDisplay

Inwoice Information | Payments | Yaucher Attributes

I .
) 5tart Jg J ferosaft Office 2010 @ Regular Entry - Windo... J @ B[ F
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Step

Action

18.

You will need to identify the voucher that you are correcting with the Reversal
Voucher. Click in the Voucher ID field.

Favorites

Main Menu > A::uuntapayable > VUuEhErS > Add]uvpdate > Regular Entry

[=] Related Content

ENewwindow P Help  [E Customize Page hrlp

Payments Youcher Altributes
Business Unit: LM Ivpice No: [Reversal Voucher
Voucher ID: MEXT Invoice Date: 031472012 [
Voucher Style: Reversal Voucher Accounting Date: 0311412012

Wiew Dacuments

Vendor ID: ooooooooo: Q Supplier endar *Date Dept Rec'd Invoice: (031412012 [
ShortName: SUPPLIER-001 S 3208 Broadway *Service Location: Ug = [Attachiments o
Location: CHIC01 G Mew York, Ny 10027 “foucher Type: [ z]oomments(
*Address: 1 Q
Advanced Vendar Search
Control Group: @ 'Pay Terms: ] QA e Mow
Invoice Lines: 000 Basis Date Type: I Date

*Currency.
Miscellaneous:

Freight: =

Total: 0.00

Difference: 0.00
Caleulate

B save | |[=] Moty | | Refresh

Invoice Information | Payments | Youcher Attributes

#start J @

Copy From Source Document
I Reverse Voucher [0 o r g

Voucher ID:

J (] Microsoft Office 2010 /& Reqular Entry - Windo...

Copy o Youcher
Eb Add Undste/Display

Print Invaice

[ =

Step

Action

19.

Click the Look up Voucher ID (Alt+5) button.
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Favnvr\tes MalnvMenu > Acmuntgﬂayahle > \Inushers > Addfhvlpdate > Regular Entry

Look Up

Look Up Voucher ID

Business Unit: coLum
Wendor ID: 00n000n003
Voucher ID: [egins witn =]

Invoice Number: I begins with g‘

Short Vendor Name: [ begins with E\
Name 1: Ihegms withg‘

Basic Lookup

Search Results

Voucher
]

Inuoice Humber

1 APENTRYCHROZSTEP4
00000F0T [MV123

»
|pane [T T [ e mieme RIS |

Step Action

20. Click in the Invoice Number field.

Favarites | Main Menu > Accountgpayable > Voughers > Add]uvpdate > Regular Entry ol

Look Up

Look Up Voucher ID

Business Unit: COLUM
Vendor ID: 0oooooooos
Voucher ID: Ihegms with

Invoice Number: |begms with |

Short Vendor Name:l begins with ﬁ‘
Name 1: Ibegms thﬁ‘

[ LaokUp || olear || Gancel |Basic Lookup

Search Results

Voucher
= |nupice Humber

APO00001 APENTRYCHROZSTERS

»
RESTCAR |

| T [
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Step

Action

21.

Enter the desired information into the Invoice Number field. Enter "INV345",

Favnvr\tes’MainvMenu » Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

Look Up

Look Up Voucher ID

Business Unit: coLum
Wendor ID: 00n000n003

woucher ID: [begins witn =]

Invoice Number: I begins with g&g ‘\NVHE\

Short Vendor Name:l begins with yﬁ‘

Name 1: Ihegms with&%j‘

S

Voucher

Inuoice Humber
01 APENTRVYCHRO2STEP4

INV123

103i14/2012 SUPPLIE]

[

| € meemet

»
[“a = [famw -

Step

Action

22.

Click the Look Up button.
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Favnvr\tes'MalnvMenu » Accounts Payable > Vouchers »  AddfUpdate > Regular Entry

Look Up

Look Up Voucher ID

Business Unit: coLum
Vendor ID: 0000000003
Voucher ID: begins with i&g

Imsoice Number: begins with 3‘@ I\NVEMG\
Short Vendor Name: | begins with 3&; \

Mame 1: beging wnhg

| | |l cancel pasic Lookup

Search Results

4 start J @ J || Microsoft Office 2010 & Regular Entry - Windo...

Step Action

23. Click the 00000597 link.

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

Ao e,
Payments || Youcher Atributes |

ERelated Content (20 New Window Help @fousturmze Page hrlp

‘Revarsal\fﬂunher

Business Unit: COLUM Imvoice No:
Voucher ID: MEXT Invoice Date: 031472012 [
Voucher Style: Reversal Voucher Accounting Date: 0311472012

Wiew Documents |

Vendor ID: 0000000003 Q SupplierVendor
ShortName: SUPPLIER-001 & 3208 Broadway
Location: CHi-01 QU Mew York, NV 10027
*Address: 1 Q

Advanced Vendar Search

@ 'Pay Terms: 5 00 Q Due Mow

Control Group:

Invoice Lines: 000 Basis Date Type: Inv Date
*Currency: UED

Miscellaneous: ]

Freight: =

Total: 0.00

Copy From Source Document

00000587 a

Difference: 0.00 Voucher ID:

Caleulate |

*Date Dept Rec'd Invoice: |01 4/2012 Eﬂ
*Service Location:
“oucher Type:

us ~]Attachments (0

Comments{D:
Invoice =

Print Invoice \

Copy to Youcher |

& save | =] holify | | Refresh |

Invoice Information | Payments | Youcher Attributes

al
#start J @& J ] Microsoft Office 2010 /& Reqular Entry - Windo...

Er Add | Updste/Display |
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Step

Action

24.

The Reverse Voucher option indicates to the system that you would like to reverse
this voucher. It is important that you remember to check this box when creating a
Reversal VVoucher. Click the Reverse Voucher option.

| ¥ Heverse Voucher]

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

ERelaten Content LE’NEWW\TMDW ? Help IL/Cuamrmze Page
—— e

Invoice Lines: 0.00

*Currency.
Miscellaneous:

Freight: =

Tatal: 0.00

Difference: 0.00
Caleulate

B Save | =] Wotify | |7 Refresh

Inwaice Information | Pavments | Vaucher Attributes

i start J s

J |&Z] Microsoft Office 2010 /& Regular Entry - Windo...

Payments Woucher Affributes
Business Unit: CoLUM Invoice No: ‘Raversa\ Woucher
Voucher ID: MENT Imvoice Date: 0371472012
Voucher Style: Reversal Voucher Accounting Date: 0311472012 [50
View Docurments
Vendor ID: 0000000003 Q Supplier vendor *Date Dept Rec'd Invoice: |03/1412012 [
Shorthiame: SUPPLIER-001 Q3208 Broadway *Service Location: us [ Atachments (0
Lacation: CHI:-01 QU Mew York, MY 10027 “Voucher Type: [iwoice =] omments{}
*Address: 1 &
Advanced Vendor Search
Control Group: @ ‘'PayTerms: 5 oo S Due ow
Basis Date Type: In¥ Date

Print Invaice

Copy From Source Document
00000547 Q

Voucher ID: Copy o Youcher
[¥ Reverse Voucher
By Add UptisteiDisplay

J@Jli‘li

Step

Action

25.

Click the Copy to Voucher button.

Copy to Voucher
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers » AddfUpdate > Regular Entry

[=] Related Content & New Window 7 Help BCUETD!’H\ZEF‘EQE hrlp =

=

Payments Woucher Affributes

‘Reversal\a’uucher

Business Unit: CoLum Invoice No:
Voucher ID: MEXT Invoice Date: 03114i2012
Voucher Style: Reversal Vaucher Accounting Date: 031472012 el
View Docurments

Vendor ID: 00pooneoo: Supplier Yendar “Date Dept Rec'd Invoice:  |013M 472012 [5

“Servi ion: =
ShortName: SUPPLIER-001 3208 Broadway ‘Service Location: us Aftachments ()
Location: CHEK-01 Q Mew York, MY 10027 Voucher Type: lm Cormmentsio
*Address: 1 Q
Control Group: Q *Pay Terms: % oo A Due Mow
Invoice Lines: 0.00 Basis Date Type: Inv Dater
“Currency: 5D hoan Merchandise Summary P Pram—
Miscellaneous: =]
Freight: ﬂ
Total: -2,500.00
Difference: 0.00

Calculate

Invoice Lines

Line: 1 Itern: S von:
“Distribute by: Quantity :I‘ Unit Price: 2,500.00000 Quantity:
Ship To: CU00000001 Q| ine Amount: ~2,500.00
Description: |Bcanner
Related Voucher: noooossy [” One Asset
GCalculats Purchase Order & Receiver Info ,L‘

-l I
1 start Jg JMicrnsnftOFﬁtaZDlD /& Regular Entry - Windo... J @ &[] & F

Step Action

26. Click the Adjust Mtch Values/Encumbrance option to Adjust Match Values and
the Encumbrance as a result of the reversal.

| I adjust Mtch ‘-.|I"aluesJEn[:umhr*an-::eiI

Page 378




Training

Guide

Voucher Processing

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Regular Entry

Payments Woucher Aliributes

|=| Related Content 42 NewWindow 7 Help |5 Customize Page 8] hitp -]

Business Unit: coLun Invoice No: |Reversa\ Voucher
Voucher ID: MEXT Invoice Date: 0314i2012
Voucher Style: Reversal Voucher Accounting Date: 031412012 Gl S
| ‘iew Documents |
Vendor ID: 000ooneoo: Supplisr vendor “Date Dept Rec'd Invoice:  |013M 472012 5
“Servi ion: =
ShortNarme: SUPPLIER-001 3308 Broadway ‘Service Location: us Attachrments (0)
Location: CHE-01 Q Mew York, Ny 10027 “oucher Type: lm Coamments(d
*Address: 1 Q
Control Group: Q “Pay Terms: & |oo A Due Mow
Invoice Lines: 0.00 Basis Date Type: Inv Dater
“Currency: oD Mon Merchandise Summary iprint\wmce
Miscellaneous: =]
Freight: =
Total: -2,500.00
Difference: 0.00
| Caloulate |

Invoice Lines
| B =
Line: 1 ttem: A vom: EA Q
P o A meees LS00 | v 0000
Ship To: cun00000a] 2 Line Amount: -2,500.00 I~ Force Price
Description: Scanner
Related oucher: 00000587
. Caloulate |

Purchase Order & Receiver Info

e nmintn Daeainriet

iIstart J @

Microsaft Office 2010 /€ Regular Entry - Windo...

Step

Action

217.

Drag the scrollbar to the bottom of the page.

Favnr\tes’MainvMenu > Accounts Payable > Wouchers »  AddfUpdate > Regular Entry

i i & —]
*Address: 1 Q
Control Group: Q “Pay Terms: &= oo Q pue Now
Invoice Lines: 0.00 Basis Date Type: Iy Diate:
Currency: I UéD Mon Merchandise Summary e
Miscellaneous: =
Freight: =
Total: -2,500.00
Difference: 0.00
| Calculate |

Line: 1 Kerm: 2 vom:
“Distribute by: Guantity | Unit Price: [z60000000 ] Quantity:
Ship To: [CUO0000D! & jne Amount: [ -asoom0 I Force Price
] Description: [Seanner [ Adjust Mtch Values/Encumbrance
Related Voucher: 000a0587 [~ One asset
| Calculate |

Purchase Order & Receiver Infa
Associale Receiver(s,

~ Distribution Lines

Frst K14 af1 O Last
Eichange Rele | Sielistics | dssets

Merchandise
Amt

Quantity Adjust Mtch Values/Encumbrance *GL Unit Account Openttemn Fund Dept Initiative

= 1 250000 10000 ] coLune, [se305 Q Q [ [sEo2102a [ooom Q@
|

<

Inwoice Information | Eayrmentst | Youcher Attributes

Micrasoft Office 2010 & Regular Entry - Windo...

‘sttart J @
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ARC™

Step Action

28. Click the Payments link, as you will need to put a hold on this payment so the

reversal voucher can be processed in the same batch as the associated voucher.

ARC™

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

ERelatedCumem B rewwindow P Help E{Custum\ze?age hrlp =
Lelated bontent )

Payment Information

Payment: 1

*Remit to: ’W AR Gross Amount:

Location: WO\ Discount;

*Address: ,170\

SupplierVendar Scheduled Due:

Newtonn 1007 -
Discount Due:
Accounting Date:

“Bank: CHASE @, Pay Group:
*Account: DISB @, *Handling:
*Method: CHEK Q. check *Netting:

LiC ID: H  Hold Reason:

000 ysp
000 psp

——
—
—

Wiew Documents

Schedule Payments

Imwaice Information Payments Voucher Atributes
Business GOLUM Invoice No: ‘Reversa\ Woucher
Unit: NEST Imvoice Date: paapmz
\It.ml:her Reversal Voucher
Voucher 250000 EURCHASING EDM
Style:
Total
Amount:
endor Name: Supplier vendor *Pay Terms: ’UU—O\ Due Mow

Fingd | view &1 First K1 4 o4 D st

FE

Payment Inquiry
Express Payment
Fayrnent Compments(o
HolidayCGurrency

Payment Options

Message: ‘

J ] Microsoft Office 2010 /& Reqular Entry - Windo...

#/start J @

| = Wendaor Bank
[u=
[Not Applicable | _
I = [ Yiold Payment
[” Separate Payment
i
|@ & [ &

]
[

Step Action

29. Click the Hold Payment option. You must hold the Reversal VVoucher, and the

|7 fivid Bayiment

voucher it is associated to so that they can be processed in the same Pay Cycle.
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Regular Entry

Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Inwaice Information 3

Woucher Affributes

[=] Retated Content

@NEWWmdnw “? Help Efcuammwze?age hrlp ]

Training Guide
Voucher Processing

Business COLUmM Invoice No:
Unit: NEXT Invoice Date:
:If)t.lu:her Reversal Youcher

Vioucher ~2.500.00

Style:

Total

Amount:

Vendor Name: Suppliervendor "Pay Terms:

Payment Information

|Reversal\a’uucher

[oararz012

PURCHASING EDM ‘

0o @

Due Now

Payment: 1
*Remit to: 1000000003 QF  Gross Amount: 000 ygp
Location: [ @ Discount: usD
*Address: 1 aQ
Suppliervendar . ~ccounting in Dispute
1208 Broadwa Scheduled Due: Agency Location Code Required
Y Net Dus: Arnount in Dispute
Mew Yark, WY 10027 N CCR Expired
Discount Due: Contract Retention
Accounting Date: EFT incomplete or not Prenoted
Federal Wendor Inactive
. Financial Sanctions
Payment Options Goods in Dispute
“Bank: CHASE Q, Pay Group: \gﬁﬁgu’nd IPAC Required
“Account: DISE ), *Handling: Quartity in Dispute L
N Resersal Youcher
“Method: CHIC Q. cheek *Netting: withhalding Hold
LiCID: l— Hold Reason: j
Message: ‘

£l

“igw Documents |

Schedule Payments

i First K11 o1 KX Lot

Fayrnent Inquiry
Express Payment
Payment Comments (0
HaolidayCurrency

Wendor Bank
Messanes

[¥ Hold Payment
™ Separate Payment

Microsaft Office 2010 /€ Regular Entry - Windo...

i Istart J @

Step

Action

30.

Click the Hold Reason list.

=

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate

nvaice Information 'wa Youcher Altributes

Reqgular Entry

[=] Related Content

@Nemednw ? Help E{Custnm\ze?age htm ]

hita

Business coLum Invoice No:
Unit: MNEXT Invoice Date:
:SCIII.IB'IE[ Reversal Youcher

Voucher ~2.500.00

Style:

Total

Amount:

Vendor Name: Suppliervendor *Pay Terms:

Payment Informati

Payment Options

start J @

Payment: 1

*Remit to: 0000000003 @ Gross Amount:

Location: CHK-OT @ Discount:

"Address: 1 Q

SupplierYendor Scheduled Due:

Ntk o 1007 i
Discount Due:
Accounting Date:

|Reversal voucher

oz 42012

FURCHASING EDM ‘

0o a

Due Mow

0.00) gp

000 gD

Accounting in Dispute

Agency Location Code Required
Arnount in Dispute

CCR Expired

Contract Retention

EFT incomplete or not Prenoted

“Bank: [cHasE @ PayGroup:
“Account: DiEE G *Handing:
“Method: ik 1@ cheek “Netting:
LiCID: [ A HolReason:
Message: ‘

El

Wigw Docurments |

Schedule Payments |

Fayrnent Inquiry
Express Payment

Payment Comments (0
HaolidayCurrency

Wendor Bank
Messanes

[¥ Hold Payment
[ Separate Payment

Microsoft OFfice 20101 & Reqular Entry - Windo...
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Step Action

31.

Click the Reversal VVoucher list item.

Favarites

Main Menu > Accoumgpayable > Voughers > Add]uvpdate > Regular Entry

[=] Related Content

[_E’Nemednw ? Help E{Custnm\ze?age htm

Payment Information

Payment: 1

*Remit to: ,W A Gross Amount:

Location: [cHeor @ Discount:

*Address: ,170\

SupplierYendor Scheduled Due:

Newton o 1007 et
Discount Due:
Accounting Date:

Wigw Documents

Schedule Payments

Invaice Information Youcher Altributes
Business COoLUM Invoice No: |Reversal Woucher
Unit: NEXT Invoice Date: 03142012 Bl
Voucher Reversal Youcher
:nI'J[.m[:hEr -2,500.00 FURCHASING EDM
Style:
Total
Amount:
Vendor Name: Supplier vendor *Pay Terms: 00 Q pue now

i First K14 o1 KX Lot

EHE

Payment Inquiry
Express Payment
Payment Comments (0
HaolidayCurrency

Payment Options

/start J @ J (] Micrasoft Office 2010 /& Reqular Entry - Windo...

“Bank: CHASE Q. Pay Group: [ =l wendor Bank
“Account: DISB C, *Handling: |us
*Method: CHIK QU check *Netting: [Not Applicable =l

v
LiC ID: 5 Hold Reason: h [¥ Hold Payment

I Separate Payment
Message: ‘

J@iﬂ. |

E

<

Step Action

32.

Drag the scrollbar to the bottom of the page.
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Favorites : Main Menu >

Accounts Payvable > Wouchers > AddfUpdate Regular Entry
Vendor Name: Supplier¥endor *Pay Terms: oo @

Due Mow

Payment Information

Payment:

1

*Remit to: 0000000nn3 AT Gross Amount: 000 e
Location: CHik-01 Q Discount: 000 pgp
*Address: 1 Q
SupplierVendor Scheduled Due:
3208 Broadway Net Due: l—
Mew Yark, MY 10027

Discount Due:

Accounting Date:

Payment Options

Training Guide
Voucher Processing

Payrent Inquiry
Express Payment
Pavment Comments (O

HolidayCurrency

Message will appear on remittance advice.

“Bank: CHASE Q. Pay Group: [ =l Wendor Bank
*Account: DISE Q0 *Handling: [us aQ
“Method: CHK QU check *Netting: [Not Applicable |
LiC ID: Hold Reason: [Reversal Vaucher = ¥ Hold Payment

[ Separate Payment
Message: ‘

=Action: Schedule Payment =| Payment Date: —
Pay. ~| Reference:

Schedule Payment

¢ [ motify | | Refresh |

Inwoice Information | Payments | Youcher Attributes

ﬂlje

J Microsoft Office 2010 /& Reqular Entry - Windo...

Update/Displ

Step Action

33. Click the Save button.

Favnvmtas i MainvMEnu > Accounts Payable > Wouchers >

AddfUpdate Reqgular Entry
Vendor Name: Supplier¥endar *Pay Terms: juld @

Due Mow

Payment Information

Payment:

1

*Remit to: 0000000003 Q% Gross Amount: 0007 ysp
Location: CHE-01 Q Discount: 000 ysp
*Address: 1 Q
Bupplier Vendor Scheduled Due:
3208 Broadway Met Due:
Mew Yark, MY 10027

Discount Due:

Accounting Date:

Payment Options

101 1

Payrent Inquiry
Express Payment
Payment Comments (0
HolidayCurrency

Message will appear on remittance advice.

“Bank: CHASE Q. Pay Group: [ = Wendor Bank
*Account: DISE Q0 *Handling: [us aQ
“Method: CHK QU check *Netting: [Not Applicable |
LiC ID: Hold Reason: [Reversal Vaucher = ¥ Hold Payment

[” Separate Payment
Message: ‘

*Action: Schedule Payment = | Payment Date:
Pay: | Reference:

Schedule Payment

¢ =) wetity | | Refresh |

Inwoice Information | Payments | Youcher Attributes

ﬁlje

J Micrasaft Offics 2010 /& Regular Entry - Windo...
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Step

Action

34.

You have successfully created a Reversal Voucher. Now you can select the next
lesson, Posting and Deleting Vouchers.
End of Procedure.
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Posting and Deleting Vouchers

This is the Maintaining Vouchers lesson of the Voucher Processing course. Upon completion of
this lesson, you will be able to:

o Delete and post vouchers

| ARC | | OnBase ARC

8

1| | Are " ‘ | ARC &" &_ ARC
&- Matches &- ;Fﬂ m Budget - -

Creates = Voucher = Egits [ Approves [= APPTOveS i chacks = Egits [ Deletes | Posts o Pays

Voucher | | (PO Match | | Vouchers | | Vouthers | | vouchers | | gudger ";’“",'::':' Vauehers | | Vouchers
on-
onky) Errors only) Check | | ecessary)
(When Errors
Necessary) (When

Necessary)

OnBase
Generates
automatic

e-mail

notification
for
denials/holds
(if applicable)

Estimated time needed to complete lesson: 15 minutes
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Posting Vouchers

After the voucher has been successfully budget checked, it is available to be posted. The voucher
post process generates accounting entries that will be fed to the general ledger system in the form
of a journal. Voucher Post will run in batch on a nightly basis. Once a voucher has been posted,
the voucher cannot be edited.

|ARC | |ongase | [ ARC | |onase | | ARC |
B3| s | ARC| | gl | gl |ARC | |ARC @
Voucher =¥ View > Match L > Central = Check [ et |
: elevant Voucher Department Voucher
Creation b ments Approval Approval Voucher Generate
ocu {PD;:;A:JNNS pp! (As Applicable} Payment

OnBase
Generates
automatic

e-mail
notification
for
denials/halds
(if applicable)
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Deleting a Voucher

When a voucher is deleted, it is no longer available for viewing or processing (similar to
Rejecting a voucher in the legacy systems). Once the voucher is marked as deleted in ARC, it
cannot be retrieved, and the voucher number cannot be reused. However, the voucher information
can be queried against as the voucher entry status will be updated to ‘Deleted’ and maintained in
the voucher tables. Note: PO vouchers will have to be Unmatched from the Match Workbench
before they can be deleted.

Throughout the following topic, consider a time when you have faced a similar scenario: Patty
determines that the invoice associated with a certain voucher is incorrect and an entirely new
invoice needs to be received. She needs to delete the original voucher.

Yar BN |ncorrect
Invoice

\ & ; Voucher = 3 Delete
Ao 1 = - Voucher 1

Not Posted Not Paid

Estimated time needed to complete topic: 3 minutes

Procedure

Welcome to the Deleting a Voucher topic. In this scenario you will delete a voucher.
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ARC

Favorites  Main Menu

Personalize Content | Layout

‘Menu 2] (=) [x]

Search:

[> Columbia Specific

[> eProcurement

> Accounts Payahle

[> eSettlements

[> Set Up FinancialsiSupply Chain
> Enterprise Components

[ Worklist

[> PeopleTools

— Change My Password

&/ start] J@ J@MicrnsnftOFﬁtEZDlﬂ & Employee-facing regi... J @ & [ X F:

&

Step

Action

In order to delete a voucher, you must first identify the voucher you would like to
delete. Click the Main Menu button.
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ARC

Favorites  Main Menu

Personalize Search Menu:

Training Guide
Voucher Processing

o

Search:

=]

=]
I Columbiz 3
[> eProcurel
[> Accounts &=
[> eSettleme
> Set Up Fit
I Enterprisi
[ Worklist
[> PeopleTo
— Change h | change My Password

Columbia Specific
eProcurement
Accounts Payable
eSettlements

Enterprize Components
Worklist
PeopleTools

&
]
5]
=]

i/ start J )

Set Up Financials/Supply Chain

J || Microsoft Office 2010 {& Employee-facing regi...

? Help

v v e e v v v b

7

|m & [ &

Step

Action

Click the Accounts Payable menu.

|";b Arcounts Payable r

ARC™

— Change h D Change My Password

#start J @

Favorites | Mair Menu
Personalize Ise“"" iz &) ? Help
Menu o
Search: 3 calumbia Specific 4
3 eProcurement 4
I;C;\umh\a (1 Accounts Payable - x
eFrocure) Wouchers
[ Accounts £ esettlements 3 Payments 3 AddfUpdate >
b eseieme L Set Up Financials/Supply ¢ r & Mart ,
[ SetUp Fil [ Enterprise Components £ Rewdew Accounts Payable artan
b EMerriss ) workist &3 Reports '
[ Warklist
I PeopleTn = PeopleTodls 4

J | ] Microsoft: Office 2010 {@ Employee-facing regi...

=

| @ & [ &
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Step Action

3. Click the Vouchers menu.
| [ Wouchers

ARC™

Favarites | Main Meru

Fersonalize Search Menu:

| ) ? Help
Menu B
Search: 3 Calumbia Specific 4
3 eProcursment 4
I;C;\umh\a (1 Accounts Payable - x
eFrocurel Wouchers
[ Accounts £ esettlements 3 Payments ?'ﬁ AddfUpdate 4
b esetieme (3 Set Up Financials/Supply ¢ r o Mart ,
[ S8tUP FIl £ Enterpriss Components | ReviEW Accounts Payable artan
D Enterprisy 0 yorklst 5 Feports .
[ Warklist
b PaopleTa =3 PeapleTools 4

— Change h D Change My Password

&/ start Jg J@MlcrusuftOfﬁzEZUlU {& Employee-facing regi... J @ & [] & ’:

Step Action

4, Click the Add/Update menu.
Pl addiUpdate 5
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ARC

Favorites  Main Meru

Search Menu:

Parsnnahzal @
Menu *
Search: 3 Columbia Specific 4
0 eProcurement 4
ECPO‘Umb‘e 3 Accounts Payable
L L — 1 Wouchers
[> Accounts 3 Payrmerits
[ eSettlern: =1 Set Up Finandials/Supply ¢
[> SetUp Fii (3 Enterprise Components
b ENBIPSt [ yyoriist &3 Renorts
[ Worklist
ST 3 PeopleTools 4

— Change h | change My Password

i/ start J )

(3 AddfUpdate

1 Review Accounts Payable [ Maintain

J ] Microsoft Office 2010 {& Employee-facing regi...

[5] Regular Entry

[ woucher Search
[5] Quick Invaice Entry
|5 Close voucher
| Delete voucher
[5] UnPast Waucher

Training Guide
Voucher Processing

? Help

= e

Step

Action

Click the Delete Voucher menu.

| [ Delete voucher

Youcher Delete

Favarites © Man Menu > Accoumgpayable > Voughers > Add]uvpdate > Delete Voucher

Enter any information you have and click Search. Leave fields blank for a list of all values

Limit the number of results to (up to 3003 [300

CoLUM a

Business Unit: ==

#'/start J @

Woucher ID: |hegms wwiith j|
Entry Status: |: j | j
Invoice Number:  [begins with =]
Short Vendor Name:l begins with j|
Wendor ID: |hegm5 with j| Q
Name 1: |hegms with j|
™ Case Sensitive
Search | Cleat  |Basic Gearch [E) Save Search Critsria

J (] Microsoft Office 2010 /& Delete Voucher - Win...

D ewwindow P Help B hitp

=

[ e
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T roubas ARC™
er Processing

Step

Action

6.

Enter search criteria to identify the voucher you would like to delete. Click in
the Invoice Number field.

| r
Histr| | & | [l meresot offce z0i {& Delete Voucher - Win... |@ & [ & ’:

ARC™

Favgrites - Main Menu > A::uuntapayable > VUuEhErS > Add]uvpdate > Delete Voucher

Elewindow  ? Help B hitp

Youcher Delete

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Exi

Limit the number of results to (up to 3003 [200

Business Unit: m [cocow T
Voucher ID: [begins with =]

Entry Status: |: j | j
Invoice Number:  [begins with =] |

Short Vendor Name: | beqins with j|

Wendor ID: hegins with j| Q

Name 1: begins with j|

™ Case Sensitive

| Bearch | Cleat |Basic Search [F) Save Search Critsria

Step

Action

Page 392
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Favnvr\tes MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Youcher Delete

Enter any information you have and click Search. Leave fields blank for a list of all values.

Delete Voucher

Limnit the number of results to (up to 300y (300

COLUM aQ

Voucher ID: |hegms wnhj|
Entry Status: [= = =l
|hegms wnhjhnvnme Mo 1

Business Unit: ==

Invoice Number:

Short Wendor Name: [begins with =] |

\iendor ID: begins withj| Q
Name 1: hegins thj|

I” case Sensitive

| search | Clear |Basic Search [E) Save Search Criteria

iIstart J -

Microsaft Office 2010 /€ Delete Youcher - Win...

Training Guide
Voucher Processing

D rewwindow 7 Help

J@Jl‘l'l-l [«

Action

Click the Sgarch button.

Favnvmtas 4t rvaEnu > Accounts Payable > Wouchers > AddfUpdate Dele

Youcher Delete

Enter any information you have and click Search. Leave fields blank for a list of all values.

te Voucher [

Litnit the number of results to (up to 300y (200

Business Unit: = - COLUM Q

Voucher ID: |hegms wnhj|
Entry Status: [= = |
|hegms wnhjhnvnme Mo 1

Invoice Number:

Short Vendor Name: [ begins with =] [

\iendor ID: begins withj| Q
Name 1: hegins wnhj|

I” case Sensitive

| search | Clear |Basic Search [E) Save Search Criteria

Search Results
Ml All

First [q] 16015 [§] Last

Business Unit Voucher 1D Entry Status Invoice Humber Invoice Date Short Vendor Hame Vendor D Hame 1

CoLLm 00000574 \Postable | Invoice Mo 1 0313/2012 |SUPFLIER-001
CoLLm 00000572 |Postable nvoice Mo 0311312012 |SUPFLIER-001
COLUM 00000570 Fostable |Imvoice Mo 03/13i2012 SUPFLIER-001
CoLuUM 00000567 |Postable nwoice Mo 03/13i2012 |SUPPLIER-001
CoLUM 00000557 |Postable nwoice Mo 03/12/2012 |SUPPLIER-001

) start J r Microsaft Office 2010 /& Delete Voucher - Win...

0000000003 Supplierendor
0000000003 Supplier Vendar
0000000003 Supplier Vendor
0000000003 Supplier Yendar
0000000003 Supplier Vendar

ew Window ? Help n
Erewwindow P Help B ht

niEn

= o
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Step

Action

9.

Click the 00000574 link.
NO0O0aT 4

& start J @ J Microsoft Office 2010 /& Delete Voucher - Win...

Voucher Information

Imioice: Invoice Mo 1 Origin:  QnL

Header Budget Status: Mot Chk'd
Date: 0311312012 Group: Non-Prorated Budget Status: walid
Gross Amount: uso Entry Status: Postahle
Related Voucher
| Delete |

| Sawe | | RetumitoSesrch | (15 FreviousinList | 4B Mestinlist | [[5] notify |

Delete Voucher | Woucher Details

ENewwindow  ? Help  [E Customize Page

Business Unit: COLUM Voucher: 00000574
Vendor: 0000000003 Supplier Yendor
ShortName: SUPPLIER-001

[

niEn

Step

Action

10.

deleted.

Click the Delete button. You will then get a warning that the voucher will be
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Favnvr\tes'MalnvMenu > Accounts Payable > Wouchers »  AddfUpdate

Delete Voucher [2]

@NEWWmdnw “? Help I?Cuamrm
/yuucherDEtaMs )

Business Unit: COLUM VYoucher: noooosT4
Vendor: 0000000003 Supplier Yendor
ShortName: SUPPLIER-D01
Voucher Information
Imvoice: Invaice Mo 1 igin: Header Budget Status: Mot Chk'd
Date: 031312012 Non-Prorated Budget Status: Mot Chk'd
Gross Amount: usD Entry Status: Deleted
Related Voucher Close Status: Open

| Delste |

| save | &% Returnto Search | [+ Previousinlisl | 4B MextinList | [=] Notity |

Delete {5ave (Al

Dstar| |

Micrasoft Office 2010 (& Delete Youcher - Win...

Step

Action

11.

Click the Save button.

FavnvmtasEMainvMEnu > Accounts Payable > Wouchers > AddfUpdate

Delete Voucher [

@Nemednw ? Help I?Custnm\ze Page
’ynuchErDetaMs )

Business Unit: COLUM Voucher: 00000574

Wendor

Vendor: 0000000003 Supplier Yendor

ShortName: SUPPLIER-DO1

Voucher Information

Imvoice: Invaice Mo 1 igin: Header Budget Status: Mot Chk'd
Date: 0313i2012 Non-Prorated Budget Status: Mot Chk'd
Gross Amount: usD Entry Status:

Related Voucher Close Status: Open

| Delste |

| save | &% Returnto Search | [+ Previousinlisl | 4B MextinList | [=] Notity |

Delete Youcher | Woucher Details

Dstart| | 5

Micrasoft Offics 2010 & Delete Youcher - Win...

hita

http
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Step

Action

12.

Notice that the Entry Status has changed to Deleted.

Favnvr\tes’MainvMenu > Accounts Payable > Wouchers > AddfUpdate > Delete Voucher [2]
[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

Delete Voucher Youcher Details

Business Unit: COLUM Voucher: 00000574
Vendor: 0000000003 Supplier Yendor
ShortName: SUPPLIER-DO1
Voucher Information
Imvoice: Invaice Mo 1 Origin: ~ ORL Header Budget Status: Mot Chk'd
Date: 031312012 Group: Non-Prorated Budget Status: Mot Chk'd
Gross Amount: usD Entry Status: Deleted
Related Voucher Close Status: Open

bejete

& save | |£L RetuntoSearch | < Previousinlist | [+E MestinList | ] watity

Delete Youcher | Woucher Details

I .
i start Jg JMicrnsnftOFﬁtaZDlD /& Delete Voucher - Win... J @ & [] & F

Step

Action

13.

Reports and Inquiries.
End of Procedure.
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ARC™

Voucher Inquiry & Reporting
This is the Voucher Inquiry lesson of the Voucher Processing course. Upon completion of this
lesson, you will be able to:

Explain the different voucher statuses
Access and use voucher inquiry screens to monitor the status of vouchers

[ ]
[ ]
|ARC | |onsase | | ARC | |onsase | | ARC
B8] | i [ARC | gl | g | [ARCH| |ARCH | B
Voucher > VW Lsl Match | > contrat [»| check > POt s |
. Relevant Voucher Department Voucher
Creation D ts A | Approval Voucher Generate
ocumen {PO Vouchers pproval {As Applicable) Payment
Qnly)
OnBase
Generates
automatic
e-mail
notification
for
denials/holds
(ifapplicable}

Voucher Inquiry g&l. fﬂ u"‘

Estimated time needed to complete lesson: 15 minutes
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Voucher Status Overview

Throughout the Maintaining Vouchers lesson, you will come across the following voucher
statuses. VVouchers must be in a certain status in order to perform actions within ARC, such as
unposting, deleting, and closing vouchers. This lesson will focus specifically on the Voucher
Entry, Matching, Budget Checking, and VVoucher Posting processes:

Voucher Status Types Post-Processing Status Possibilities

Entry Status Voucher Entry Deleted
Recycle
Postable

Match Status Matching Exception
Manually Qverridden
Matched
Mo Match
Ready

Approval Voucher Approval Pending
Preview Approval
Approval History
Approved
Denied

Budget Checking Status Budget Checking Mot Checked
Valid
Errar

Post Status Youcher Posting Posted
Unposted

Payment Status Pay Cycle Mot Selected for Payment
Requested for Payment
Scheduled
Paid

Payment Post Status Payment Posting Posted
Unposted

Reconcile Status Bank Reconciliation  Reconciled
Mot Reconciled
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Voucher Inquiries

Voucher Inquiry screens are helpful when you need to review information about a specific
voucher or set of vouchers. Below is a table summarizing the voucher inquiry capabilities:

Inquiry Screen Use when you need to...

Voucher Inquiry View voucher information based on a
variety of search criteria

Match Workbench View the match status of vouchers that
have gone through details for the
Matching process

PO Voucher Inquiry View details of vouchers processed
against a PO

Accounting Entries View the accounting entries that are
associated with vouchers in the ARC
system

Document Status View the transactions associated with a

voucher (i.e. Requisition, Purchase
Order, Receipt)

Prepayment Inquiry View details of the prepaid vouchers
and the associated regular vouchers

This topic will demonstrate how to access and navigate through the voucher inquiry screens.

Estimated time needed to complete this topic: 10 minutes

Procedure

Welcome to the Voucher Inquiries topic. In this scenario you will access and navigate through the
voucher inquiry pages.
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ARC

Favorites  Main Menu

Personalize Content | Layout ? Help
‘Menu 2] (=) [x]
Search:

&

[> Columbia Specific

> Employee Sel-Serice

> Supplier Contracts

[ Vendors

[» Procurement Contracts
> Purchasing

[> eProcurement

[> Services Procurement

[» Accounts Payahle

[ Enterprise Companents
[ Warklist

> Reporting Tools

> PeopleTools

— Change Wy Password

i start Jg J@MicrnsnftOFﬁtEZDlﬂ @ Employee-facing regi... J @ & [] & F

Step Action

1. Click the Main Menu button.

ARC™

Favarites | Main Meru
Search Menu:

#/start J @

D Change My Password

Persunauzel ) 7 Help
Menu P
Search: 3 Colurnbia Specific »
1 Employes Self-Service 3

Eg“‘”lmh‘i 3 Supplier Contracts 3

mmployee .
oo £ vendars
b Wendors  CJ Procurement Contracts 3
I Pracurerr [ Purchasing »
Ezg:z:ii’l 3 eProcurement v
b Semvices | 1 Services Procurement L4
I Accounts [ Accounts Payabile
b Enferprisi £ Enterprise Components | 1 Wouchers
UWorkist ot 3 Review Accounts Payable Info
> Reporting 5
[ PeopleTo 1 Renorting Toals r
— Changeh (3 PeopleTools 3

J (] Microsoft Office 2010 & Employee-facing regi...

o= T i
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Step Action

Click the Accounts Payable menu.

| [ Accounts Payable

ARC™

Favorites | Mair Menu

Fersonalize Search Menu:

Menu I

Search: 3 calumbia Specific
1 Employes Self-Service
';g“‘”lmh‘i 3 Supplier Contracts
mployes
e 0 vendars
[ Pracurerr (3 Purchasing

[> Purchasit

[ eProcurel ;
Eoanicosd (3 Services Procurement

I Accounts [ Accounts Payabils

3 eProcurement

[ Worklist
[ 2 worklist

I FeopleTa 3 Reporting Tools
- Changeh (3 PeopleTools
D Change My Password

#start J @

b yendors  CJ Procurement Contracts

[» Enterprisi [ Enterprise Components

v v v v v v v A

3 Wouchers

*[ Review Accounts Payable Info
»
14

J | ] Microsoft: Office 2010 {@ Employee-facing regi...

| @& (& [«

Step Action

Click the Review Accounts Payable Info menu. This menu houses all of the
options for Voucher Inquiries.

|’"I1‘I Review Accounts Payvable Info

']
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ARC

Favorites  Main Meru

Personalize Search Menu:

? Help
®

[ Columbia Specific 4
0 Employes Self-Service 4
Ego‘ulmb‘e 03 supplier Contracts 4
mployee )
- Supplier ¢ ) YENEDTS
b Wendors 1 Procurement Contracts 3
[ Procurerr (3 Purchasing '
I;F;n:has\r 3 eProcurement 3
s ;E:slc;;rse: (3 Services Procursment 4
I Accounts 1 Accounts Payable
b Enterprisi £ Enterprise Components |3 Youchers g
DWarklist st [ Review Accounts Payable
> Reporting (3 Payables Search Criteria 3
I PeopleTa 1 Reparting Tools » M vouchers N
— Changet (3 PeopleTools 4 £ Interfaces N
|=] Change My Password £ Rayments N
3 Vendar »

i start Jg J@MicrnsnftOFﬁtEZDlﬂ @ Employee-facing regi... J @ &[] & F

Step

Action

Click the Vouchers menu.
|”h Wouchers *

ARC™

Favarites | Main Meru
Search Menu:

Personalize ) 2 Help
Menu %
Search: 3 Columbia Specific 4
1 Employes Self-Service 3
:;g“‘”lmh‘i 3 Supplier Contracts 4
DSTpppﬁszt £ vendars 4
b yendors  CJ Procurerent Cantracts 4
I Pracurerr [ Purchasing 4
Ezg:z:ii’l 3 eProcurement »
b Semvices | 1 Services Pracurement 3
I Accounts [ Accounts Payable
[» Enterprisi [ Enterprise Components £ Vouchers r
Dorkist ot [ Review Accounts Payable
[ Reporting ) (1 Payables Search Criteria 3
b PeopleTo ) Reporting Tacs ' 1 wouchers
|~ Changet (3 PenpleTools 4 7 Interfaces Accounting Entries
[ change My Password 9 Payments EE Journal Entry Dril Down
3 Wendor Dacurnent Status

Journal il Dowen

Match Workbench

Unbalanced Accounting Entries
Walcher

() ) ) ) )

&) start J & J (] Microsaft Office 2010 {& Employee-facing regi... J @ & [] 4 P
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Step

Action

Click the Voucher menu to view the VVoucher Inquiry.
| ] vaucher

Favarites © Man Menu > Accoumgpayable > Rewewnccounvts Payable Info > Vaushers > woucher

Voucher Inquiry

Search Criteria

Search Name

Business Unit
Voucher ID
Invoice Id
Vendor SetlD
Short Name
Wendor Name 1
Vendor Name 2
endor ID
Ventlor Location
Entry Status
Accounting Dt
Invoice Date
Due Date
Entered Date
Origin Set ID
Origin

Control Group ID
Contract ID
Lease Number
PO Business Unit
Purchase Order
Itern ID

*Amount Rule

'/start J @

AL Q
Frem
[caLum Q
aQ
Q
CUSET a
s}
[s
aQ
s}
aQ
=
[
1]
El
[
\ Q
\ @
\ @
\
\ a
aQ
Any j

J Microsoft Office 2010 /& Voucher - Windows In...

D rewwindow P Help E{Custum\ze?age hrlp =

To

[coium Q

[ a

[ Q
Q
Q
Q

[ Q

[ i}
[
[

[ Q

[ Q

[

[

[

|® & [ &

B

Step

Action

Enter search criteria to limit the inquiry to the vouchers you would like to see. In
this example, we will filter by Invoice Date. Click in the Invoice Date From field.
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Favnvr\tes'MalnvMenu > Accounts Payable > Review Accounts Payable Info > vouchers > Youcher

@NEWWmdnw “? Help Efcuammwze?age hrlp -

Voucher Inquiry

Search Criteria

Search Hame JaLL
From
Business Unit CoLuUM

COLUN

Voucher ID
Imvoice Id
Vendor SetiD [cuseT
Short Name ‘
Vendor Name 1

RLpLLL LPP

\
Vendor Name 2 ‘
Vendor ID ‘

Vendor Location
Entry Status
Accounting Dt

Invoice Date el
Due Date

[z (= = =

Entered Date
Origin Set ID
Origin

Control Group ID
Contract ID
Lease Number
PO Business Unit
Purchase Order
ttem ID [ [
*Amount Rule [y =l

iIstart J e J || Microsoft Office 2010 /& voucher - Windows In... J@ T.'—_ﬂw,! == F:

felyel

LL LLoLEHEENLLLLLLLLL L
!

Step Action

7. Enter the desired information into the Invoice Date field. Enter *3/14/2012".

Favnvr\tes’MainvMenu > Accounts Payable > Review Accounts Payable Info > vouchers > Youcher

@NEWWmdnw “? Help Efcuammwze?age hrlp -

Voucher Inquiry

Search Criteria

Search Name [
From
Business Unit CoLuUM

To
coLUM

Voucher ID
Invoice Id
Vendor SetiD CUSET
Short Name
Vendor Name 1

Vendor Name 2 ‘
Vendor ID ‘
Wendor Location
Entry Status
Accounting Dt
Invoice Date 342012
Due Date

RLLLL LppPL

EBEEEE

Entered Date

Origin Set ID
gin
Control Group 1D ‘
Contract ID [
Lease Number
PO Business Unit
Purchase Order |
ttem ID [ [
*Amount Rule [any =]

& start] J @ J |&] Microsoft Office 2010 /& ¥oucher - Windows In... J@ T.'—_ﬂw,g == F:

felyel

AL LLoLEHEENLLLLLLLLL p£
!
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Step

Action

Click in the Invoice Date To field.

Favnvr\tes:MalnvMenu > Acmuntgﬂayahle > Rewewﬂcmurlts Payable Info > Vnushers > voucher

Voucher Inquiry

[_E’NEWW\TMDW 7 Help E,'/Cuamm\zef—‘age hrlp =

=

Search Criteria

Search Name [ALL

From
Business Unit [coLum
Voucher ID ‘
Invoice Id [
Vendor SetiD [cuseT
Short Name ‘

Vendor Name 1

Vendor Name 2
Vendor ID

Vendor Location
Entry Status
Accounting Dt
Invoice Date 42012
Due Date

Entered Date

Origin Set ID
Origin ‘
Control Group ID ‘
Contract ID [
\
\

Lease Number

PL LLOLEHEENLLLLLLLLL L

PO Business Unit
Purchase Order
tem ID

“Amount Rule Ay =]

) start J - J |&] Microsoft Office 2010 /& Youcher - Windows In...

To
[coLum Q
[ Q
[ a
[ Q
Q
Q
a
[
[ ]
[ o)
[
[ a
[ a
[
[
[
|®m & [l &3

Step

Action

Enter the desired information into the Accounting Dt field. Enter "3/14/2012".
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Voucher Inquiry

Search Criteria

Search Name

Business Unit
Voucher ID
Invoice ld
Vendor SetlD
Short Name
Wendor Name 1
Vendor Name 2
endor ID
Vendor Location
Entry Status
Accounting Dt
Invoice Date
Due Date

Entered Date

Control Group ID
Contract ID
Lease Number
PO Business Unit
Purchase Order
Itern ID

*Amount Rule

iIstart J e

ALl aQ
Frem
[caLum Q
\ a
\ a
[cugeT Q
aQ
Q
Q
aQ
aQ
5
[ararzo12 &1l
\ 1
\ &1
\ a
\ a
\ a
\
\ Q
aQ
Any j

Favnvr\tes'MalnvMenu > Accounts Payable > Review Accounts Payable Info > vouchers > Youcher

& Newwindow 7 Help  [E Customize Page B htp <

To
[coLum Q
[ a
[ Q
Q
Q
Q
[ <Y
[ B
[ar1arz012 5
[
[ B
[ Q
[ Q

J Micrasaft OFfics 2010 /& voucher - Windows In...

jmaTe [

Step

Action

10.

Scroll down the page to find the search button.

Favorites

iy w1
Invoice Date
Due Date

Entered Date

Control Group ID
Contract ID
Lease Number
PO Business Unit
Purchase Order
Itern ID

*Amount Rule
Amount
Currency
“Woucher Style
Post Status
Approval Status
Voucher Balance
Voucher Source
User ID

GL Business unit
Account
Department

VAT No

Process Instance
Match Status

Sanctions Status

Max Rows

& start] J @

L
21402012

LL LLLEEEE

Ll

All Vouchers

1 /B [B (B (B

H

00/ | Seach | |

|

Clear

MainvMenu > Accounts Payable > Review Accounts Payable Info > vouchers > Youcher

L
[ar1 42012

L L EBBEEHE

J Micrasaft OFfics 2010 /& ¥oucher - Windows In...
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Step Action

11. Click the Sear_ch button.

Favgrites - Main Menu > Accuuntf Pavable > Rewewf-‘«ccuurlts Payable Info > Vuushers > Woucher
nem I 1
*Amount Rule Any j
Armount
Currency
“Woucher Stye
Post Status

All Vouchers

Approval Status
Vfoucher Balance

L] 2

Moucher Source
User ID
GL Business Unit

Account
Department

VAT No

Process Instance
Match Status |

&l
E

Search |

Sanctions Status |

Clear

300 |

Max Rows

“Sort By: [woucher 1D | |

*Sort AsciDesc:

|A5c9ndmg

smourts | More Details | Vendor Details

Sort Display |

Home

Business . heriD Invoice Humber InvoiceDste  Vendor ID Entry Status | PCtoumting
unit Entries
YOUCHER BUILD
COLUM  0000DSTS  RECYCLE 0301412012 00DOODODOZ  Recycle
ERROR

anl
' start J @ J | ] Micrasoft Office 2010 /& Voucher - Windows In...

Match Match
Status WorkBench
Mot

Annlicable

Scheduled
Payments

Payment

Information Short Venda

SUPPLIER-!
o]
[Fo= R D

Step Action

12. Scroll down to see the search results.
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Favnvr\tes MalnvMenu > Accounts Payable > Review Accounts Payable Info > youchers > Youcher
JAnLuuns staws 1 T ] 7
Max Rows 300 | Search | | clear

SertCrteria
“Sort By: [woucher 1D = | Sort Display |
“Sort AsciDesc: [Ascending |

D Display Curreney Criteria
‘Voucher Inquiry Results
r

i start J @ J icrasoft Office 2010 & voucher - Windows In...

Dn Amounts | hore Details “endor Details |

Business . . Accounting  Match Match Payment Scheduled

= VoucherID  Invoice Humber  Invoice Date  Vendor ID Entry Status Een e WorkBench  Information  Payments  SNOTt Vende
YOUCHER BUILD Mot

CoLum 00000575 RECYCLE 0314i2012 0000000003 Recycle A 5] SUPPLIER-I

pplicable

ERROR
WYOUCHER BUILD Mot

coLum a00oos7e PRE EDIT ERROR 03n4iz012 0000001098 Postable applicable
SINGLE PAY Mot

CoLum nooooaTy VOUCHER 03n4iz012 SGLPAYCHKT Postable applicable [ SOLPAYCHI
SINGLE PAY Mot

COLUM 00000578 WCHR MISSING 031472012 SGLPAYACHT Postable ) SOLPAYACH

pplicable

ADDR
SINGLE PAY Mot

CoLum 00000578 WOHR MISSING - 03142012 SGLPAYCHKT Postable Applicabl [ SOLPAYCHI
s pplicable |
INTERFACE Mot

COLUM onooosen WOUCHER 1 03i14i2012 0000000003 Postable Applicale SUPPLIER-I
INTERFACE Mot

CoLum anpoosgt VOUGHER 2 0314i2012 0000000003 Postahle Applicable [ SUPPLIER-I
INTERFACE Mot

‘COLUM onooosez VOUCHER 3 03i14i2012 0000000003 Postable Applicaile | SUPF’L\ER—\,L‘

r

Step Action

13. See all search results below.

Favnvr\tes { MainvMenu > Accounts Payable > Review Accounts Payable Info > Wouchers > Youcher
JaAnsuuns staws i T ] 7 B
Max Rows 300 | Search | clear
serlrteria
“Sort By: [vaucher o | . SonDisplay |
“Sort AsciDesc: [Ascending = |
DosplayCurreney Criteria
Voucher Ingquiry Results
™ Dn Amounts | hore Details “endor Details |
Business " " Accounting  Match Match Payment Scheduled
Unit VoucherID  Invoice Humber  Invoice Date  Vendor ID Entry Status Entries Status WorkBench Information Payments Short Yenda
YOUCHER BUILD Mat
CoLuUm anpoos7s  RECYCLE 0314i2012 0000000003 Recycle s3] SUPPLIER-I
Applicable
ERROR
WYOUCHER BUILD Mot
coLum a00oos7e PRE EDIT ERROR 03n4iz012 0000001098 Postable applicable
SINGLE PAY Mot
CoLum n0ooos7y VOUCHER 03452012 SGLPAYCHKT Postable applicable [ SOLPAYCHI
SINGLE PAY Mot
coLum 00000s7E  WCHR MISSING - 03142012 SGLPAYACHT Postable SOLPAYACH
Applicable
ADDR
SINGLE PAY Mot
CoLum 00000579 WCOHR MISSING 0301402012 SGLPAYCHKT Postable [ SOLPAYCHI
AGH Applicable -
INTERFACE Mot
coLum aoooossn WVOUCHER 1 03n4iz012 0000000003 Postable applicable SUPPLIER-I
INTERFACE Mot
CoLum anpoosgt VOUGHER 2 0314i2012 0000000003 Postahle Applicable [} SUPPLIER-I
INTERFACE Mot
‘COLUM onooosez VOUCHER 2 03i14i2012 0000000003 Postable Applicale | SUPPL\ER—\,;‘
Wstart] | | [Eltiaosctt s 2000 |[ Youcher - windows an.. e [«
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Step

Action

14.

To access the Match Workbench inquiry, click the Vouchers button and select
Match Workbench.

] =

Favarites © Man Menu > Accuumir—‘ayab\e > Review Accourlts Payable Info > Voughers > Match workbench

ENewwindow  ? Help  [F Customize Page hrlp

Match Workbench
Use Saved Search: I j Process Monitor
Business Unit [equalta = | Q
Match Status [equalte =l [ |
oucher ID Allvalues =
Vendor SetiD |euua|ln - ‘ Q
\endor ID Allvalues =
Max Rows to Retrieve: 300
LG Claih Advanced Search ESawe Search Criteria EDa\ele Saved Search Persanalize Search

& start Jg J@MlcrusuftOfﬁzEZUlU {& Match Workbench - ... J @ & [] & P

Step

Action

15.

Click in the Business Unit field to limit the results of your search.
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Match Workbench

Use Saved Search:

Favnvr\tes i MalnvMenu » Accounts Payable > Review Accounts Payable Info > Wouchers > Match Workbench

@NEWWmdnw “? Help Bcuatum\zePagE hrlp

=

Process Monitor

Business Unit |equa|ln | [cl Q,

Match Status |equa|ln j | j

oucher ID Allvalues hd

Vendor SetlD |equa|lu j ‘ aQ

Vendor ID AllValues 2

Max Rows to Retrieve: 200

|¥Search | \—Clear ‘ Advanced Search Esave Search Criteria ﬁlDe\ele Saved Search [ Search

) start Jg JMicrnsnftOFﬁtaZDlD {& Match Workbench - ... J @ & [] &3

f

Step

Action

16.

Enter the desired information into the Business Unit field. Enter "COLUM".

Match Workbench

Use Saved Search:

Favnvr\tes ! MainvMenu » Accounts Payable > Review Accounts Payable Info > Youchers > Match Workbench

@NEWWmdnw “? Help Bcuatum\zePagE

=

Process Monitor

Advanced Search ﬁsave Search Criteria iiIDE\EIE Saved Search

Business Unit |equa| to j

Match Status |equa|ln j

Voucher ID AllValues A Marually Overridden

l—_" Match Dispute

Vendor SetiD equallo Match Exceptions Exist

Vendor ID Allvalies - Matched _
Overidden - Credit Mote
To Be Matched

Max Rows to Retrieve: 200

| search || Clear \

o

Search

& start Jg JMicrnsnftOFﬁtaZDlD & Match Workbench - ... J @ & [] &

hitp

f
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Step Action

17. Click the Match Status list.

| |

Home

Favgrites - Main Menu > A::Duntipayah\e > Review Accuun'ts Payable Info > Vuughers > Match Workbench

ENewwindow  ? Help  [F Customize Page B hitp

neen
Match Workbench

Use Saved Search: I j Process Monitor

Business Unit [equalta =1 [coLum Q

Match Status [equalte =l [ =]

oucher ID Allvalues =

Manually Overridden

Vendor SetiD equalta - Match Dispute

Match Exceptions Exist

\endor ID AllValues - Matched

Owerridden - Credit MNote
To Be Matched

Max Rows to Retrieve: 300

LG Claih Advanced Search ESawe Search Criteria EDa\ele Saved Search

Persanalize Search

i start J @ J | ] Micrasoft Office 2010 /& Match Workbench - ...

@& & [«

Step Action

18. Select Matched.
Matched ||
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Match Workbench

Use Saved Search: I

H

Favnvr\tes i MalnvMenu » Accounts Payable > Review Accounts Payable Info > Wouchers > Match Workbench

@NEWWmdnw “? Help BCUETD!’H\ZEF‘EQE hrlp

Process Monitor

Business Unit |equa|ln j ‘COLUM Q

Match Status |equa|ln j |Matchen j
oucher ID lm

Vendor SetiD [equalta =1 [cuseT Q

\fendor ID lm’

Max Rows to Retrieve:

| gearch ||

iIstart J s

Clear \

hegins with
betwesn
containg
equal to

earch Griteria

ﬁlDe\ele Saved Search

= Search

greaterthan
not equal

J ] Micrasoft Offics 2010 & Match Workbench - ...

|m & [ &

f

Step

Action

19.

Click the Vendor ID list.

|A|Wa|ues

[

Favorites

Match Workbench

Use Saved Search:

[ =

rvaEnu > Accounts Payable > Review Accounts Payable Info > Wouchers > Match Workbench

@Nemednw ? Help E{Custnm\ze?age

Pracess Manitor

Business Unit

Match Status

oucher ID

Vendor SetlD

\endor ID

Max Rows to Retrieve:

|r==Seatthes| |

iIstart J r

Clear

[equalta =1 [coLum Q
|equa|ln j |Matchen j
[equalta =1 [cuseT Q

hegins with
betwesn
containg
equal to

earch Griteria

Delete Saved Search

o

Search

greaterthan
not equal

J ] Micrasaft OFfics 2010 /& Match Workbench - .

hita

|m &[] &

http

-
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Step

Action

20.

Select Equal To.

equal to

Sk ot

Match Workbench

Use Saved Search:

Favnvmtas i MainvMEnu > Accounts Payable > Review Accounts Payable Info > Wouchers > Match Workbench

Pracess Manitor

[_E’Nemednw ? Help E,/Custnm\zePage htm

iIstart J e

Advanced Search

Save Search Criteria

Business Unit |equa| to j QQ
Match Status [equalta | |
oucher ID lm
Vendor SetiD |equa| o =1 Q
Ventor ID [equalta = a
Max Rows to Retrieve: [a00
e —e. E EDa\ele Sawed Search Personalize Search

J ] Micrasaft OFfics 2010 /& Match Workbench - .

| @& [ & [«

Step

Action

21.

Click in the Vendor ID field.

Page 413




Training Guide M
Voucher Processing

Favnvr\tes i MalnvMenu » Accounts Payable > Review Accounts Payable Info > Wouchers > Match Workbench

@NEWWmdnw “? Help Bcuatum\zePagE hrlp

=

Match Workbench

Use Saved Search: I ﬂ Process Manitor
Business Unit |equa|ln j ‘COLUM Q

Match Status |equa|ln j |Matchen j

oucher ID Allvalues hd

Vendor SetiD [equalta =1 [cuseT Q

Vendor ID [equalta = [of Q,

Max Rows to Retrieve: 300

| search || Clear | =] ]

Advanced Search Save Search Criteria Delete Saved Search F ize Search

& start J @ JMicrnsnftOFﬁtaZDlD {& Match Workbench - .. J @ &[] & F

Step Action

22. Enter the desired information into the Vendor ID field. Enter *0000000003".

Favnvr\tes ! MainvMenu » Accounts Payable > Review Accounts Payable Info > Youchers > Match Workbench

@NEWWmdnw “? Help Bcuatum\zePagE h

Match Workbench

Use Saved Search: I ﬂ Process Manitor

Business Unit |equa|ln j ‘COLUM Q

Match Status |equa|ln j |Matchen j

Voucher ID AllvValues i

Vendor SetiD [equalta =1 [cuseT Q

vendor ID [equalta = |oonooonooz Q

Max Rows to Retrieve: 300

[ mmarsn | [ Glear | iegsesch Baessarch it D psiets Saved Ssarch F ize Seatch

st | & | L] ieroso offce 2010 /& Match Workbench - .. [Fo ERE = F
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Step Action

23. Click the Searph button.

Home

Fawqrites - > Vouchers > Match Workbench

Vendor ID |equalto |nonoonooo3 Q =
Max Rows to Retrieve: 200
|ﬂ| |$| Advanced Search 8 Save Search Criteria o Delete Saved Search Bersonalize Search

Search Results for Match Inquiry Type: Matched

Select to perform an Action on a row. [ Eelectall [ Clear All

First £ 140 o 2

More Details

Undo . Finant;ial )

Match Match Match Type Business Unit Vouchers Vendor ID ::;l:;nns Invoice Humber Gross Amt  Currency
I Matched Auto - Matched cOLUM anoaoa71 noonanonn3 s valid APMNTVCHROISTER2 250000  USD
O Matched Auto - Matohed! COLUM 0000081 noonaooan3E  valid 041924 15000 USD
[ Malched Aulo - Malched COLUM 0000085 n00a000035  Valid APMNTVCHROZSTEPS 200000 USD
[ Matchad Ruto - Matchad coLum 000108 noonaoonna e valid APMNTVCHROZSTEP14 50,00 usD
I Matched Matched with Override coLum 00000152 00000000035 valid z‘gﬁéﬁfﬁm' 175000 USD
I Matched Auto - Matched coLum 00000154 ooonooono3 & vand EI\EPE_FT‘EETB_UB 50.00 UsD
I Matched Auto - Matched coLUM 00000171 000000003 valie INTFC POVCHR 1 10000 USD
I Matched AUt - Matched coLUM 0000172 oooooooons & vl INTFC POVCHR 2 40000 (USD
I Matched Auto - Matched COLUM 00000173 00000000035 valid INTFC POVCHR 3 30000  |USD
O Matched Aute - Matched COLUM 0000174 noonnooan3 & valid INTFC ROVCHR 4 160000 |USD

[ 2electal [ Clear Al

i
' start Jg J@Mmsuftofﬁcezmu {& Match workbench - ... J @ § [ &

;|
J«

Step Action

24, See search results below.
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Favnvr\tes i MalnvMenu > Accounts Pavable > Review Accounts Payable Infd > vouchers Match workbench
Vendor ID |eaual ta d| 0000000003 @ |
Max Rows to Retrieve: 200

[ seanh | | Sledn J il d Search 8 Save Search Criteria ] Delete Saved Search Personalize Search

Search Results for Match Inquiry Type: Matched

Select to perform an Action on a row. Selectall [ Clear Al

More Details

nl"':‘d:;‘ Match Match Type Business Unit Vouchers Vendor ID E}E‘dions Invoice Humber Gross Amt  Currency
us
I Mstched Buto - Matched [ 0000071 oooooooonaE  vali APMNTVCHROISTEP2 250000  USD
[ Matched Auto - Matched coLUM 0000081 000000003 valie 041921 15000 USD
I Mathed AUt - Matched coLUM D00000ES oooooooons & valg APMNTVCHROZSTEPS 200000 | USD
I Matched Auto - Matched COLUM 00000108 00000000035 valid APMNTVCHROZETER4 50.00 usD
[ Matched Matched with Override coLum 00000152 ooooooo003 & vaid :f‘:‘_ﬁThEESXT“_Eg;‘””' 175000 USD
T Matched ulo - Malched CoLUM 00000154 00000000035 valid Eﬁﬁ.}gg{m 50.00 usD
O Matched Aute - Matohed! COLUM 0000171 n00n000a03E  valid INTFC POVCHR 1 10000 |USD
[ Malched #ulo - Malched CoLUM 0000172 no0naoDAn3 5 vald INTFC POVCHR 2 40000 USD
[ Malched Aulo - Malched COLUM 00000173 00000000035 Valid INTFC POVCHR 3 80000 |USD
[ Matchad Ruto - Matchad coLum noon174 noonaoonnaE  valid INTFC POVCHR 4 160000 |USD

[# SelectAll [ Clear All

Start licrosoft OFfice 2010 Match Workbench - ...
e

Step Action

25. Click the Review Accounts Payable Info button to access the PO Voucher Inquiry.
IReview Accounts Payahle Inﬁ:él

Favarites © Man Menu > Accoumgpayable > Rewewnccounvts Payable Info > Vaushers > Match workbench

Vendor ID |euua|lu j
(1 Payahles Search Criteria 4
) r 3 Wouchers 4
Max Rows to Retrieve:
0 Interfaces
Purchase Order
[oseamh | [ Clear |00 g Zayr;ants - Persanalize Gearch
‘endor

Search Results for Match Inquiry Type: Matched

Select to perform an Action on a row. [ gelectall [ Clear All

More Details

hl;:::;l Match Match Type Business Unit Vouchers Vendor ID E}:r?l:;nns Invoice Humber Gross Amt  Currency
I Mathed Aute - Matched COLUM 0000071 a00na00a03 5 vald APMNTVCHROISTER2 250000  USD
O Matched Aute - Matched! COLUM 0000081 noonaooan3 & valid 041824 15000 USD
[ Malched Aulo - Malched COLUM 0000085 n00a000035  Valid APMNTVCHROZSTEPS 200000 USD
[ Malched Aulo - Malched coLUM 00000108 0000000035 alid APMNTVCHROZSTEP14 50,00 usD
O |Matched Matched with Override CoLUM 00000152 00000000035 Valid z‘gﬁéﬁfﬁm' 175000 USD
[ Malched Auto - Malched coLum 00000154 ooonooono3 & valid EI\EPE_FT‘EETB_UB 50.00 UsD
I Mstched Buto - Matched [ 00000171 oooooooonaE  vali INTFC POVCHR 1 10000 USD
[ Matched Auto - Matched coLUM 0000172 000000003 S valid INTFC POVCHR 2 40000 USD
[ Matched Auto - Matched COLUM 00000173 00000000035 valid INTFC POVCHR 3 30000  |USD
I Matched Auto - Matched COLUM 00000174 00000000035 valid INTFG POVCHR 4 160000 |USD

[ 2electal [ Clear Al

4 start J & J Microsoft Office 2010 (@ Match Workbench - ...
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Step Action

26. Click the Interfaces menu.
[ Interfaces

Favnvr\tes MalnvMenu > Accounts Payable > Review Accounts Payable Info > vouchers > Match wWorkbench

Vendor ID |euua|ln j
3 Payables Search Criteria L4
I 3 Wouchers 4
Max Rows to Retrieve:
L Interfaces

D Purchase Order

Search Clear Advance 3 Payments Personalize Search
£ Wendor 3
Select to perform an Action on a row. Selectall [ Clear Al
First L 110 of 2
More Details

Undo . : Finam_:ial )

o Match Match Type BusinessUnit  Vouchers Vendor ID Sanctions Invoiee Hurmber Gross Amt  Currency
I Mstched Buto - Matched [ 0000071 oooooooonaE  vali APMMTVCHROIGTEPZ 250000 USD
[ Matched Auto - Matched coLUM 0000081 000000003 valie 041821 18000 USD
I Matched AUt - Matched coLUM D00000ES oooooooons & valg APMNTVCHROZETEPE 200000 USD
[ Matched Auto - Matched COLUM 00000108 00000000035 valid APMNTVCHROZETER4 50.00 usD
I Matched Matched with Override coLuM 00000153 oooooooons & valg :f‘:‘_ﬁThEESXT“_Eg;‘””' 175000 USD
T Matched ulo - Malched CoLUM 00000154 00000000035 valid Eﬁﬁ.}gg{m 50.00 usD
I Matchad Ao - Matchad COLUM 0000171 noonanoanz s valid INTFC: POVCHR 1 10000 UsD
[ Matchad Ao - Matchad caLum 000172 noonanoan3E  valid INTF & POVGHR 2 4000 UsD
I Matchad Ruto - Matchad coLum 0000173 noonaoonn3 s valid INTFC POVCHR 3 sonop  usD
[ Matchad Ruto - Matchad coLum noon174 noonaoonnaE  valid INTFC POVCHR 4 1B00D0|USD

[#f SelectAll [ Clear All

PRl
i start J ) J || Microsoft Office 2010 & Match Workbench - ... J @ & [ & F

Step Action

27. Click the Purchase Order.
| =] Purchase Order
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Favnvr\tes i MalnvMenu » Accounts Payable > Review Accounts Payable Info > Interfaces > Purchase Order

Erewwindow 7 Help B np

PO Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Limnit the number of results to (up to 300y (300

Business Unit: = - COLUM Q

PO Number: | heging with j ‘

Purchase Order Date: [= = [H
Wendor ID: |hagms wnhj‘ Q
Short Vendor Hame: [ begins with =] | Q

. Search H Clear | Basic Gearch [E) Save Search Criteria

t .
1 5tart Jg JMicrnsnftOFﬁtaZDlD {& Purchase Order - Win... J @ &[] & F

Step

Action

28.

Click in the Purchase Order Date field.

Favarites ain Mend > Accuuntipayab\e > Review Accourlts Payable Info > Imteljaces > Purchase Order

& NewWindow 7 Help hrlp

PO Inguiry

Enter any infarmation vou have and click Search. Leave fields blank far a list of all values.

Lirmit the nurmber of results to (up to 3003 (300

Business Unit: ’G coom @
PO Number: hegins with j ‘

Purchase Order Date: |= = A
Vendor ID: [heging with =] | a
Short Vendor Name: | begins with j ‘ Q

| Beach | Clear |gasic Gearch [E Save Gearch Criteria

al ! .
& start Jg JMlcrUsUftOFﬁEEZUlU {& Purchase Order - Win... J @ § [ & F
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Step Action

29. Enter the desired information into the Purchase Order Date field. Enter
"3/14/2012".

ARC™

Favarites © Man Menu > Accuumir—‘ayab\e > Review Accourlts Payable Info > Imteljaces > Purchase Order

& New Window P Help

r
=] 2
PO Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values

Limit the number of results to (up to 3003 [300

Business Unit: ,E coom A
PO Number: | hegins with j ‘

Purchase Order Date: [= =] [ainaizarz
vendor ID: [heging with =] | Q
Short Vendor Name: | begins with j ‘ Q

Search Clear |pasic Gearch [ Save Search Criteria

| 5
&/ start Jg J@MlcrusuftOfﬁzEZUlU & Purchase Order - Win... J @ & [] 4 ’:

Step Action

30. Click the Search button.
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Favnvr\tes i MalnvMenu > Accounts Payable > Review Accounts Payable Info > Interfaces > Purchase Order [5]

D rewwindow  ? Help

neen

PO Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Limnit the number of results to (up to 300y (300

Business Unit: ,E lcoow Q@

PO Number: |begm3 wnhj‘

Purchase Order Date: [= =] [pzrazoiz [

Wendor ID: |hagms wnhj‘ Q

Short Vendor Hame: [ begins with =] | Q
\‘W Whasic Search [ Save Search Criteria

Search Results

r\/\ewAH First [@] 12 or2 [§] Lasl‘
Business Unit PO Humber Purchase Order Date VendorID  Short Vendor Hame
CcoLum 00000001 380311 4/2012 0000000003 SUPPLIER-001
CoLUM 00000001 38/03/1 4/2012 0000000003 SUPPLIER-001

i 5tart J @ J icrasoft Office 2010 (& purchase Order - Win...

Step Action

3L Click the 0000000139 link.
noooooot 349

Home
Favarites © Man Menu > Accuumir—‘ayab\e > Review Accounts Pavable Infoe » Imteljaces > Purchase Order 5]

D rewwindow P Help @fcusturmze?age hrlp =

niEn

Purchase Order

Business Unit: coLum PORNo.: 0oo0oooT 39

PO Date: 03r14i2012 Match Rule: STANDARD

Vendor ID: 0000000003 Location: CHK-01 Suppliervendar
Line Number: 1 Sched Num: 1

Item ID: Description Scanner
Merchandise Amt: 50000 USD

PO Oty: 1.0000 Match Status PO: Matched

Invoice Details

AP Unit  Voucher Line  EntryStatus g:ﬁ; ;"‘:ﬁl ::"f“‘“di“ Currency  UOM  Quantity  BURecy :“i"‘ Receipt Line  Finalized Di
COLUM 00000596 1 Deleted Open Ready 2500.00 USD EA 1.0000 1
COLUM 00000597 1 Fostable  Open Matched 2500.00 USD EA 1.0000 M
COLUM 00000598 1 Fostable Qpen Ready -2500.00 USD EA -1.0000 ]

Receiver Details

BURecy  Receipt Ho Receipt Line g‘t:'::; Amount Currency  UOM  Recu Oty

RTV Details

BURTY  RTVID BRIV Status BT Disposition

Line action Reason Code UOM  Return Oty Ship Gty

| save | £ Retunto Search | [=] watity |

al
& start J @ J crosoft Office 2010 /& Purchase Order - Wi
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Step

Action

32.

See Inquiry results. To access the Accounting Entries inquiry, click the Review
Accounts Payable Info button.
IReview ACCOunts Fayable Ir11‘|:e]I

Invoice Details

Favnvr\tes ! MainvMenu > Accounts Payable > Review Accounts Payable Info > Interfaces > Purchase Crder [5]

1 Payables Search Criteria 4
Purchase Order Vauchers b
»
Business Unit: coLuy o) Tmerfares
3 Payments 3
PO Date: 034620 [ Vendor 4
Vendor ID: 0000000003 Location: CHE-01
PO Line
Line Number: 1 Sched Num:
Item ID: Description
Merchandise Amt: 250000 USD
PO Oty: 1.0000 Match Status PO:

[_E’NEWW\TMDW “? Help Bcuatum\zePagE hrlp ]

Supplier Vendor

1

Scanner

Matched

_ - Close Match Merchandise . Receipt - - S 1
APUnit  Voucher Line EntryStatus g2 B b= Currency  UOM  Quantity = Receipt Line  Finalized Di
COLUM 00000596 1 Deleted Open Ready 2500.00 USD EA n
COLUM 00000557 1 Postable  Open Matched 2500.00 USD EA H
COLUM 00000598 1 Postable  Open Ready -2500.00 USD EA H
Receiver Details
BURecy  Receiptho  Receiptline Soen Amount Currency UOM  Recv Oty
RTV Details
RV Return it .
BURTY  RTVID T Status o Disposition  ReasonCode UOM Return Oty Ship Oty
|E save | £ Retuntosearch | [=] otity |
PRl 1 . /_I
i start J @ J || Microsoft Office 2010 /€ Purchase Order - Win... J @ & [l & F

=

e | Fnd | &

Step

Action

33.

|'-';II\L:I Youchers

']

Click the Vouchers menu and select Accounting Entries.
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Step

Favnvr\tes i MalnvMenu » Mccounts Payable > Review Accounts Payable Info > vouchers

> Accounting Entries

@NEWWmdnw “? Help Igfcuamm\zePagE
Voucher Accounting Entries

Vendor Name:
Accounting Information

Posting Process:

GL Dist Status:

r
Main Information

[ Chartfields | Journal |

Description

Monetary Amount Currency Code

Ledger

-

hitp
*Business Unit: COLUM O, Voucher ID: & iwoice Number: [ Y
*Accounting Line View Option: | Standard | Lookup Youcher ID (NN rrency . seach || |
Invoice Date: \fendor ID:

Dstar| |

J ] Micrasoft Offices 2010 /& Accounting Entries - ...

Action

34.

Click the Voucher ID Field, and enter VVoucher ID 00000597.

Favgrites - Main Menu > A::Duntipayah\e > Review Accuun'ts Payable Info > Vuughers > Accounting Entries

ENewwindow P Help  [F Customize Page
Voucher Accounting Entries

neen
*Business Unit: CoLuUM G, Voucher ID: 00000597 (@ Invoice Number: [
*Accounting Line View Option: Standard ~ ™ Show Foreign Currency  Search
Invoice Date: Vendor ID:

Vendor Hame:
Accounting Information

Posting Process:

GL Dist Status:

B | Chartfields [ Journal |

Description Manetary Amount

Currency Code

Ledger

#start J @&

J | ] Microsoft: Office 2010 /& Accounting Entries - ...
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Step
35.

Action

Click the Search button.

Favnvmtas i MainvMEnu > Accounts Payable > Review Accounts Payable Info > Wouchers > Accounting Entries

[_E’ Mew Window 7 Help E,/ Customize Page http
Voucher Accounting Entries
*Business Unit: COoLUME, Voucher ID: 00000587 (. inoice Number: [Scanner Payment !
‘Accounting Line View Option: | S1n0ard - I~ Show Foreign Currency . gearch ||
Invoice Date: 031452012

endaor ID: 0000000003 Vendor Name:

Supplier Vendor
Accounting Information

Posting Process: AP Accrual

GL Dist Status: Mone

" Chartfields | Journal

Description Monetary Amount Currency Code Ledger GL Unit
Scanner 2,500.00 USD ACTUALS COLUM
Intra Fund ReceivableiPayable -2,500.00 USD ACTUALS COLUM
Intra Fund ReceivahleiPayable 2,500.00 USD ACTUALS COLUM
Accounts Payable -2,500.00 USD ACTUALS COLUM

@) start J - J Microsaft Office 2010 i@ Accounting Entries - ..

| Tee =

Step
36.

Action

See the Accounting Information for that voucher.
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Home

Favnvr\tes i MalnvMenu » Accounts Payable > Review Accounts Payable Info > youchers > Accounting Entries

@NEWWmdnw “? Help Efcuammwze?age hrlp

=

Voucher Accounting Entries

*Business Unit: COLUME, Voucher ID: 00000597 L jwoice Number: [Scanner Payment
*Accounting Line View Option: Standard d I” Show Foreign Currency . Geach |
Invoice Date: 031472012 Vendor ID: noonnoonn: endor Name: Supplier vendor

Accounting Information

Posting Process: AP Accrual GL Dist Status: None

™ Main Infor: { Chartfields | Journal |

Description Monetary Amount Currency Code Ledger GL Unit
Scanner 2,500.00 USD ACTUALS COLUM
Intra Fund ReceivableiPayable -2,500.00 USD ACTUALS COLUM
Intra Fund ReceivahleiPayable 2,500.00 USD ACTUALS COLUM
Accounts Payable -2,500.00 USD ACTUALS COLUM

PRl
i start J @ J Microsoft Office 2010 /€ Accounting Entries - ...

Step

Action

37.
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Youcher Document Status Ing

Enter any information you have and click Search. Leave fields blank for a list of all values.

Limnit the number of results to (up to 300y (300

Business Unit: = - COLUM Q

Voucher ID: |hegms with j“

Invoice Number:  [begins with =] | Q
Invoice Date: |: =l [
Vendor ID: [begins with =] Q
Short Vendor Name:l begins with j| Q
™ Case Sensitive

| Search | Clear |Basic Search [E) Save Search Criteria

i 5tart J s J 5] Microsoft Office 2010 /& Document Status - Wi...

Training Guide
Voucher Processing

D rewwindow 7 Help

neen

J@Jl‘l'lll

ftyy

n

Step

Action

38.

Click in the Voucher ID field.

Favarites | Main Menu > Accuuntipayab\e > Review Accourlts Payable Info > Voughers > Document Status

Youcher Document Status Ing

Enter any infarmation vou have and click Search. Leave fields blank far a list of all values.

Lirmit the nurmber of results to (up to 3003 (300

Business Unit: ’G [cocow @
Voucher ID: begins with (7]

Imsoice Number: begins with j| Q
Invoice Date: [= = | 1]
Vendor ID: |hegms with j| Q
short vendor Hame: [ begins with =] | Q
I” case Sensitive

[ searen [ clear|pasic search B Save Search Criteria

anl
' start J @ J ] Micrasoft Office 2010 /& Document Status - Wi...

& NewWindow 7 Help

hitn

J@l‘ﬂl

hitp
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Step

Action

39.

Enter the desired information into the Voucher ID field. Enter "00000597".

Favnvr\tes ! MainvMenu » Accounts Payable > Review Accounts Payable Info > Wouchers > Document Status

& New window P Help
v

Youcher Document Status Ing

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Ex|

Litnit the number of results to (up to 300y (200

Business Unit: IE [coum @
Voucher ID: [beginz with x][o0o00s97

Invoice Number:  [beains with =] | a
Invoice Date: |: =l [
vendor ID; [begins with =] Q
Short Vendor Name:l begins with j| Q

™ Case Sensitive

| Search | Cleat |Basic Search [ Save Search Criteria

t .
i start Jg J@Micrnsnftofﬁtezmﬂ /& Document Status - Wi... J @ &[] & F

Step

Action

40.

Click the Search button.
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Voucher Document Status

Business Unit:

Favnvr\tes i MalnvMenu » Accounts Payable > Review Accounts Payable Infd > vouchers > Document Status

[_EINEWW\TMDW “? Help E,/Cuamm\zePagE

Training Guide
Vouc

Home

CoLum foucher ID: 00000597 Document Tolerance Status:

Invoice ID: Scanner Payment Invoice Date: 03/14/2012 Budyget Misc Status:
Gross Amount: 250000 UsD Approval Status: Appraved Budget Status:
Vendor ID: 0000000003 & SUPPLIER-DO1 Documnent Type: Youcher Match Status:
Location: CHK-01 Status: Fosted

Associated Document First El 4202 O

@ B | Related Info

usiness [Pocument nocin Status: DocumentDate  vendor ID Location

Unit Type

COLUM Purchase Order 0000000139 Dispatched 030142012 anonanonas CHK-01 B

COoLUM Waucher 00000538 Unpasted 0301462012 anpnanona: CHE-01 B

L Returnto Search 7 Refresh
eI eTEIEE

4

her Processing

=

hitp

alid
Walid
Walid
Matched

o

ittp: fFnikstweb.cc. columbia. dur1 7080jpsp /g Lrd/EMPLOYEE/ERP/s/WEBLIE_PT_NAW.ISCRIPTL.FieldFormulaIseripe PT. | | | | |

| € meemet

R

Step

Action

41.

See the associated documents for that voucher.

Voucher Document Status

Favnvr\tes ! MainvMenu » Accounts Payable > Review Accounts Payable Inf > vouchers > Document Status

0 Mew Window 7 Help

Home

Business Unit: COLUM foucher ID: 00000597 Document Tolerance Status:
Invoice ID: Scanner Payment Invoice Date: 03/14/2012 Budyget Misc Status:
Gross Amount: 2500.00 UsD Approval Status: Approved Budget Status:
WVendor ID: 0000000003 & SUPPLIER-001 Documnent Type: Youcher Match Status:
Location: CHK-01 Status: Paosted

Associated Document

T B | Related Info

usiness [Pocument nocin Status: DocumentDate  vendor ID Location

Unit Type

COLUM Purchase Order 0000000139 Dispatched 030142012 0000000003 = CHK-01 B

COoLUM Waucher 00000538 Unpasted 0301462012 anpnanona: CHE-01

L Returnto Search 7 Refresh
eI eTEIEE

4

E,/Cuamrmze Page

=

hitp

alid
Walid
Walid
Matched

| 3

ittp: fFnikstweb.cc. columbia. edur1 7080/psp /9 1trd/EMPLOYEE/ERP/s/WEBLIE_PT_NAW.ISCRIPTL FieldFormulatseripe PT. | | | | |

| € meemet

ERERR
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ARC™

Step

Action

42.

Info button.
IReview Accoynts Pavable Ir'nﬁ:siI

To access the Prepayments Inquiry, click the Review Accounts Payable

Favgfites | Main Mend > Accounts Payable > Review Accounts Payable Info > Vaouchers > Document Status
ENewwindow P Help  [F Customize Page hrlp
(1 Payahles Search Criteria 3
Voucher Document Status £ vouchers '
. . 0 Interfaces L '
Business Unit: CoLUM ] Payments iment Tolerance Status: Valid
Invoice ID: Sranner Paymen (1 Vendor [ et pats let Misc Status: walid
[=] Summary Data
Gross Amount: 2500.00 uso A [ Document Status Iet Status: Walid
vendor ID: 0000000003 & SUPPLIER-001 p [ paymert h Status: Matehed
D Prepayments
Location: CHK-01 S
+ 5 120r2 0 Lot
D Related Info
usiness  Document nocin Status DocumentDate  Vendor ID Location
Unit Type
CoLum Purchase Order 0000000139 Dispatched 021 42012 0000000003 & CHEK-01 B
CoLum Waucher 000004588 Unposted 031 42012 nooonaoona & CHE-01 B
£L Retunto Search | 7 Retresh
4 | »
[ [ [ [ [ mneme 5~ [Fomm -

Step

Action

43.

Click the Payments menu.

| [ Payments
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Training Guide
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[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE

L Returnto Search 7 Refresh
eI eTEIEE

o o " R nip N0
Payables Search Criteria
Voucher Document Status 1 Vouchers v
. ’ £ Interfaces L4
Business Unit: COLUM 9 Payments iment Tolerance Status: walid
Invaice ID: Geanner Paymen 1 Verdor |5 Detall Dats et Misc Status: walid
[5] summary Data
Gross Amount: 2500.00 usD A D Document Status |et Status: walid
Vendor ID: 0000000003 & SUPPLIER-001 p [ Payment h Status: Matched
5] Prepayments
Location: CHK-01 s fie ey
ated Document
i Related Info
usiness [Pocument nocin Status: DocumentDate  vendor ID Location
Unit Type
COLUM Purchase Order 0000000139 Dispatched 030142012 anonanonas CHK-01 B
COoLUM Waucher 00000538 Unpasted 0301462012 anpnanona: CHE-01 B

o

[

| & |6 mtemet

RN

Step Action

44, Click the Prepayments menu.

| Prepaymments

Favarites | Main Menu > Accuuntipayab\e > Review Accourlts Payable Info > Paynlents > Prepayments (]
& New Window 7 Help

Prepayment Inquiry

Enter any infarmation vou have and click Search. Leave fields blank far a list of all values.

Lirnit the nurmber of results 1o (up to 300y |300

Business Unit:[= |~ COLUM Q

Woucher ID: hegmswwmj|

Payments: = j |

| Search | Clear |gasic Search [E) Save Search Criteria

Search (AE+1)

4 | »
i

[ [ mternet

75 - [wio0w -
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Step

Action

45.

Click the Search button.

Favnvmtas vManu > Accounts Payable > Review Accounts Payable Info > Payments > Prepayments (o]

D rew window P Help hrlp il

Prepayment Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Litnit the number of results to (up to 300y (200

Business Unit:[= |~ COLUM Q.
Voucher ID: |begmswwlhj|
Payments:  [= = |

Search | Clear |pasic Search [F Save Search Criteria

Search Results

Miew All First [4] 1-200t20 [3] Last
Business Unit Voucher ID Payments Hame 1 Short Vendor Hame
00000032 |1 Ernployee Vendar EMPLOYEE-001
aonn0o4n |1 Employees Yendor EMPLOYEE-001
00000041 |1 Employee VYendor EMPLOYEE-001
00000042 |1 Employees Yendor EMPLOYEE-001
00000043 1 Employee Vendor EMPLOYEE-001
oooogo44 |1 Emplovee Vendor EMPLOYEE-001
Emplayee Vendar 101
Ermployee Vendar 101
Ermployee Vendar 101
Ernployee Vendar 101
Employees Yendor 0
Employee Yendor 0
M 1 Employee Yendor EMPLOYEE-001
COLUM 1 Employee Vendor EMPLOYEE-001
CoLLm I Pety Cash Custodian PETTYCASH-001

Emplayee Vendar
Ermployee Vendar
Ernployee Vendar
Ernployee Vendar
Employes VYendor EMPLOYEE-

EEEEE

of'

iavascript:submitéction_winD{document, wind, #ICRow19; [T T | [3 e memet

[“5 - [ # 100%

Step

Action

46.

Select the PREPAID reference.
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Step

Prepayment Inquiry

Business Unit:

Favnvr\tes i MalnvMenu > Accounts Payable > Review Accounts Payable Info > Payments > Prepayments [5]

Training Guide
Voucher Processing

@NEWWmdnw “? Help Ifcuamm\zePagE

PrePaid Voucher

Applied i
Business  pplied

. WVoucher
Unit

Currency

coLum Bank SetID: CUSET Currency: uso
WVoucher ID: PREPAID Bank Code: CHASE Gross Amount: 100.00
Vendor ID: 0000000004 Bank Account: DISB Payment Date:
Reference: Balance: 100.00
Applied Voucher

Applied Voucher Details

Gross Invoice
Amount

Applied Amount  Reversal Posting Status

[0 Retumto search | 5] PreviousinUist 5 metn st | [ wotity

Done

=

hitp

[0

| €9 meemet

Action

R

47.

processed and

posted.

View details of the prepayment and applied voucher once the vouchers have been

Favarites © Man Menu > Accuumir—‘ayab\e > Review Accourlts Payable Info > F‘aynlems > Prepayments [
Eremiindon P Help  [E Customize Page B hitp
Prepayment Inquiry
Business Unit: COLUM Bank SetiD: CUSET Currency: usD
Youcher ID: PREPAID Bank Code: CHASE Gross Amount: 10000
vendor ID: 0000000004 Bank Account: DIsB Payment Date:
Reference: Balance: 100.00

Applied Voucher Details

Applied

— -
First K 4 of 1 I Lot
3::iness czﬂ::r Currency G'Dssn'“m":‘i]fi Applied Amount Reversal Posting Status
|& Returnto Search | 1] PreviousinlList || <F] HextinList | |[=] hatify |
Done [T [3@meme 75~ [Foms -
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Step

Action

48.

You have successfully navigated through the different Voucher Inquiries. You can

now move onto the next topic, Voucher Reports, where you will learn about the
different voucher reports.

End of Procedure.
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Voucher Reports

There are three reports that School/Admin unit users will have ability to run in relation to
vouchers. This topic will teach you how to access all three reports and how to run an example
report. The three reports are as follows:

Voucher Register View information on existing vouchers, such as:
* Entered Date
* Voucher ID
* Invoice ID
+ Invoice Dt
* Vendor ID
* Vendor Name
+ Origin
* Operator
* Entry Status
* Acctg Dt
+ Post Status
» Budget Check Status
+» Approval Status
» Match Status
*» Pay Terms
*» Net Due Dt
« Dscnt Due Dt
» Gross Amt
- Discount Amt
* Voucher Type
+ Date Dept Received Invoice
» Date First Expense
+ Date Last Expense

\endor Balance View outstanding balances by vendor
Source to Settle View details of transactions and spend by Project

Estimated time needed to complete topic: 5 minutes

Procedure

Welcome to the Voucher Reports topic where you will learn how to navigate to and run voucher
reports.
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ARC

Favorites  Main Menu
Personalize Content | Layout
‘Menu 2] (=) [x]

Search:
[> Columbia Specific
> Employee Sel-Serice

> Supplier Contracts

[ Vendors

[» Procurement Contracts
> Purchasing

[> eProcurement

[> Services Procurement

[» Accounts Payahle

[ Enterprise Companents
[ Warklist

> Reporting Tools

> PeopleTools

— Change Wy Password

=

Inttp:fFrtstweb.cc. columbia, edu: 1 7080/psp(fng 1 trd/EMPLOYEE/ERP/hy [T 36 meme

R

Step Action

1. You will need to access the Columbia Specific menu to access the voucher-related

report. Begin by clicking the Main Menu button.
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Personalize

Search:

[ Calumbiz
> Employes
I Supplier ¢
[ Vendors

[ Procurem
[ Purchasir
[> eProcure;
[> Services |
[> Accounts
[ Enterpris
[ Warklist

> Reportine
> PeopleTo
— Change

ARC

Favorites  Main Meru

Search Menu:

Columbia Specific
Employes Self-Service
Supplier Contracts
‘endors

Procurement Contracts
Purchasing
ePracurement

Services Procurement
Accounts Payable
Enterprise Components
Worklist

Reporting Tools
PeopleTools

(5] Change My Password

rerorocooopeop e

“*

Training Guide

Voucher Processing

? Help

=

ictp: ffnikstweb.cc. columbia. edur1 7080/psp /o Lrd/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGE FisldFormula seript L[ | [ |

| € meemet

R

Step

Action

Select the Columbia Specific menu

3 Columbia Specific r

ARC

Favorites — Main Maru

Search Menu:

|=] Change My Passward

Parsnnahzal @
Menu -
Search: (] Columbia Specific
0 Employee Self-Service 83 Accounts Payabls :
S S s | S i :
b Supplier ) VENEDTS
[ Vendars L Procurement Contracts 4
I Procurerr (3 purchasing '
I;F;n:has\r 3 eProcurement 4
I> ;E:SIECI';’SE: (3 Services Procursment r
> Accounts 2 Accounts Payable 4
[ Enterpis (3 Enterprise Components 4
DWarklist okt b
> Reparting o
I PoopleTa 1 Reparting Tools 4
— Changet ([ PeopleTools 4

7 Help

=

hnttp:, finkstweb.cc columbia. edu; 17080 psp/fn91trd{EMPLOVEE/ERP s/ WEBLIE_PTPP_SC.HOMEPAGE FicldFormula.15eript | | [ |

[ [ mtemet

RS
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Step

Action

3.

Click the Accounts Payable menu.

| 1 Accounts Payable 3

Fersonalize

Search:

[» Columbiz
> Emplaoyee
> Supplier t
b vendors

I Procurerr
[> Purchasit
[> eProcurel
[ Services |
[ Accounts
1> Enterprisi
[ Worklist

> Reporting
[> PeopleTo
— Change I

ARC™

Favarites | Main Meru
Search Menu:

Menu I

Cororrooeooeoo@

E

Calurnbia Specific
Employee Self-Service
Supplier Contracts
vendors

Procurement Contracts
Purchasing
eProcurement

Services Procuremnent
Accounts Payable
Enterprise Components
worklist.

Reparting Todls
PeopleTools

Change My Password

(]

(1 Accounts Payable
3 General Ledger 3 Reports
3 Purchase Order 3

-

It fFnstwseb. cr, columbia, &du: 17080/ psp{fria L trd|EMPLOYEE/ERPs/WEBLIE_FTPP_SC.HOMEFAGE. FisldFarmula. Iscript [

[ [ eermet

75 - [Hio0w -

Step

Action

Click the Reports menu.

| [ Reports
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Parsnnahzal @ ? Help
Menu Y

Search: (3 Colurnbia Specific

£ Emploves Self.Serice ) AECEUNts Payable 3 Reports
[ Golumble £ syppiier Contracts £ General Ledger o
il [5] woucher Register

> Employee = 3 Purchase Order ¥

1 Suppller ¢ ‘endors |5] wendor Balance

[ Vendors - Procurement Contracts 4 D Wendor Detai Listing

[> Procurerr [ Purchasing 4 D Source To Settle by Project

I;F;n:has\r 3 eProcurement 4

b ;E:slc;;rse: (3 Services Procursment »

> Accounts 2 Accounts Payable 4

[ Enterpriss (3 Enterprise Components 4

CWarklist 5 ot b

> Reparting o

b PeopleTa 1 Reparting Tools 4

— Changet (3 PeopleTools 4

[5] hange My Password

ictp: ffnikstweb.cc. columbia. edur1 7080/psp /g 1trd/EMPLOYEE/ERP/c/2CU_AP.2CL_RUN_APVIDI0.GBLFaiderPath=PoRT | | | [ | [ € miemet 5 - [Hoe -

Step

Action

report, click the Voucher Register menu.

| [£] vaucher Register

Notice all of the available Accounts Payable reports. As an example on how to run a
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Favnvr\tes'MalnvMenu » Columbia Specific > Accounts Payable > Reports > VWoucher Register

Erewwindow 7 Help B np

Youcher Register
Enter any information you have and click Search. Leave fields blank for a list of all values.

( Add a NewValue |

Find an Existing Value

Limnit the number of results to (up to 300y (300

Run Control ID: [ begins with =] |
™ Case Sensitive

| Bearch | Gleat |Basic Search [F) Save Search Critsria

Find an Existing Walue |Add a Mew Walue

4 | 3
avastript:submitAction_wind{decument, wind, #1CSwithMade); T e mteme [Fa = [®aew <

Step Action

6. The Run Control ID acts as an identifier for the report you are about to run. To run a
new report, you will want to add a new Run Control ID. To search for old reports,
you can enter the Run Control ID of that report under the Find an Existing Value
tab. Since this is a new report, click the Add a New Value tab.

|f Add a New Valug
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Favnvr\tes'MalnvMenu » Columbia Specific > Accounts Payable > Reports > VWoucher Register

Erewwindow 7 Help B np

Youcher Register

Find an Existing Yalue

Run Control ID: |

Add

Find an Existing Yalue |Add a Mew Value

| i
Done T |epmteme [Fa = [Haew <

Step Action

7. The Run Control ID is a way to identify a particular report you are running. You
can access this report in the future by searching for the Run Control ID. In this case,

the date is used. Enter "03142012",
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Favnvr\tes'MalnvMenu » Columbia Specific > Accounts Payable > Reports > VWoucher Register

Youcher Register

Find an Existing Yalue

Run Control ID:[03142013]

L oAdd

Find an Existing Yalue |Add a Mew Value

Done

A newwindow 7 Help B nip

neen

| 3

I o

€ tnternet

AR

Action

8. Click the Add button.

FavnvmtasEMainvMEnu » Columbia Specific > Accounts Payable > Reports > VWoucher Register

Voucher Register

Run Control ID: 03142012

Process Monitor | Run ‘
Language: W a

Report Manager

Business Unit:

COLUMQ

Dept ID: Q

‘View Another Date Range Print Options

From Date: I” Print Voucher Line
Through Date: I” Print Distribution Line

B save | [] Wotity |

Done

= Aud] |/ UpdsteiDisplay

[_ENemednw ? Help E{Custnm\ze?age htm

hita

L

| [ |6 mtemet ERErR
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Step

Action

Click in the Dept ID field to limit the results of the report.

Favarites | Main Menu > Co\umb\avSpecwﬁc > Accoumtgpayable > Repvorts > Voucher Register

Enewwindow 7 Help [ custamize Page hit
Voucher Register
Run Control ID: 03142012 Report Manager  Process Manitar R
Language: English j'
‘Report Request Parameters
Business Unit: COoLUM G,
Dept ID: | Q
View Another Date Range Print Options
From Date: ) I” Print Voucher Line
Through Date: B I Print Distribution Line
B save | =] Motify [Es Acd UpdateiDisplay
Done [ [ [ meeme [7a - [Fiom -

Step

Action

10.

Enter the desired information into the Dept ID field. Enter "5502102".
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Favnvr\tes'MalnvMenu » Columbia Specific > Accounts Payable > Reports > VWoucher Register

@NEWWmdnw “? Help Efcuammwze?age hrlp

=

Voucher Register

Run Control ID: 03142012

Language: English -

RepodMansner  Progess bontor | RUM

Business Unit: CoLUMQ
Dept ID: Euzmz\@g

‘View Another Date Range

Print Options

From Date:
Through Date:

I™ Print Voucher Line

I™ Print Distribution Line

B save | [] Wotity |

scd | |7 UpdsteiDisplay

Done

[T 36 meme [%a - [ -

Step Action

11. Click in the From Date field.

Favuvmtes i

Main Menu > Co\umb\avSpecwﬁc > Accoumtgpayable > Repvorts > Voucher Register

Enewwindow 7 Help 5 customize Page B np

neen

Voucher Register

Run Control ID: 03142012

Language: English j'

ReporManaser  Procoss hontor | RUR

Business Unit: COoLUM G,
Dept ID: 550210C,
View Another Date Range Print Options
From Date: I ] I” Print Voucher Line
Through Date: B I Print Distribution Line

| seve | =] atify |

fcd | |5 UpdateDisplay |

Dione

[ [T [3@meeme [7a - [Faos -
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Step Action

12. Enter the desired information into the From Date field. Enter "03/14/2012",

Favnvr\tes’MainvMenu > Columbia Specific > Accounts Payable > Reports > VWoucher Register

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

Voucher Register

Run Control ID: 03142012
Language: English j'

Eepori Manager  Process Monitor — |

Business Unit: ’m Q

Dept ID: [ssn210e
From Date: 34201z I” Print Voucher Line
Through Date: I Print Distribution Line

B save | =] oty B seid | [ Uposte/Dispiay

Done

[T [ meme Y

Step Action

13. Click in the Through Date field.

L]
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Favnvr\tes'MalnvMenu » Columbia Specific > Accounts Payable > Reports > VWoucher Register

[_EINEWW\TMDW “? Help Efcuammwze?age hrlp
Voucher Register

Run Control ID: 03142012 RepodMansner  Progess bontor | RUM
Language: Engish =]

Business Unit: CoLUMQ
Dept ID: 5502100,

‘View Another Date Range

Print Options

From Date: 03/14i2012 I™ Print Voucher Line
Through Date: I I™ Print Distribution Line

B save | [] Wotity |

Updateisplay

Done

I B -1~ T

R

Step Action

14.

Enter the desired information into the Through Date field. Enter "03/14/2012".

Favnvr\tes'MainvMenu > Columbia Specific > Accounts Payable > Reports > VWoucher Register

[_EINEWW\TMDW “? Help Efcuammwze?age hrlp
Voucher Register

Run Control ID: 03142012

RepodMansner  Progess bontor | RUM
Language: Engish 7]
Business Unit: CoLUMQ
Dept ID: s50210Q

‘View Another Date Range

Print Options
From Date: 031412012 I Print Voucher Line
Through Date: 03r14i2017 I” Print Distribution Line

B save  [] Wotity |

B Upilate/Display

I Y- T

EREER
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Step

Action

15.

Click the Run button.
Fun

Favgrites - Main Menu > Cu\umh\avSpemﬁc > A:cuunti Payable > Repvurts > Woucher Register
ENewwindow  ? Help  [F Customize Page |
saved
Process Scheduler Request
UserlD: PO_TEST_16 Run Control ID: 03142012
Server Name: (TR = Run Date: 13152012 B
Recurrence: = Run Time; [2:35:36PM Resetto Current Date/Time
Time Zone: Q
Process List
Select Description Process Hame Process Type Type *Format Distributi
W voucher Register ToUAIDTD Crystal IWEh =l [FoF jlmsmhutinn
0K Cancel
Done [ [ [ meeme [7a - [Fiowm -

Step

Action

16.

Verify the Type and Format settings are appropriate (this is the way you will view
the report). Once verified, click the OK button.
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Favnvr\tes'MalnvMenu » Columbia Specific > Accounts Payable > Reports > VWoucher Register

@NEWWmdnw “? Help Efcuammwze Page
Voucher Register
Run Control ID: 03142012 RepodMansner  Progess bontor | RUM
Language: Engish 7] Pracess Instance:1 6611
Business Unit: CoLUMQ
Dept ID: 550210C,
‘View Another Date Range Print Options
From Date: 031412012 I™ Print Voucher Line
Through Date: 0314i2012 I print Distribution Line
|E) save | =] motity | |[Ex Add | |F UpdsteiDisplay
avascript:haction_wind(document. wind, PRCSRQSTOLE_WRK_LOADPRCSMONITORPE, 0, 0, 'Process Monitar’, fase, ruz)| | | [ | [ €D tntemet R

Step Action

17. Click the Process Monitor link.

Favarites © Man Menu > Co\umb\avSpecmc > AccoumtEPayable > Repvorts > woucher Register

ENewwindow  ? Help  [F Customize Page hrlp
’gemerust A

w Process Request For

User ID: PO_TEST_16 @ Type: | =] [rest =l i [oas = | Refresh |
Server: | Mame: | Q Inmance:‘ to |
Run ~| Distribution - ¥ Save On Refresh

Status:

Status:

Process List

Process

Select Instance Seq. Process Type Mame User Run DateTime

= 16611 Crystal ZCUATOND PO_TEST_16 03M19/20M12 2:35:36PM EDT Queued iR Details
[l 16A10 Crystal ZCUAINZ0 PO_TEST_16 03M5/2012 2:3246PM EDT Success Postad Details
= 16609 Crystal ZCUATOND PO_TEST_16 03M19/2012 2:25:47FM EDT Success Fosted Details

Go backtoVaucher Register

B save | =] Metity |

Pracess List| Server List

| »

Done [ [ [ [ [ [ mneme 5~ [Fomm -
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Step

Action

18.

complete.

The Process Monitor displays the progress of the report. Once the Run Status and
Distribution Status display "Success" and "Posted" respectively, the report is

Favarites | Main Menu > Co\umb\avSpecwﬁc > Accoumtgpayable > Repvorts > Voucher Register
D rewindow 7 Help

Server List

View Process Request For

User ID: [FO_TEST_15 | Type: | =] [ast =  [oas = | Refresh
Server: | j Hame: | Q Inﬂance:‘ to |
Run | x| Distribution | =l ¥ Save On Refresh

Status: Status:

Process List Customize | Find # rra K 13013 0 Lent

Process e Run Date/Time Run Statuys  Distiribution

Details

[ customize Page hitp

Select Instance Seq. Process Type e Ere
= 18617 Crystal ZCUATOND PO_TEST_16 03/19/2012 2:35:36PM EDT Queyed IR Details
= 16610 Crystal ZCUAINZ0 PO_TEST_16 031452012 232 46PM EDT Success Posted Details
I~ 16608 Crystal ZCUATOND PO_TEST_16 03/19/2012 2:25:47FM EDT Success Fosted Details
Go backta Voucher Register
B save  |[=] hatify
Process List | Server List
4 | »
Done [ [ [ [ [ mnteme V5~ [Fiom -

Step

Action

19.

Click the Refresh button to see if the report is done processing.
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Favnvr\tes i MalnvMenu » Columbia Specific > Accounts Payable > Reports > VWoucher Register
[_E’NEWW\TMDW “? Help E,-/Cuamm\ze Page hrlp
ServerList |
View Process Request For
User ID: [PO_TEST_16 O Type: | =] [Last =l 2 foas  F . Refresh |
Server: | Name: | Q. Instance: ‘ to |
Run ~| Distribution - ¥ Save On Refresh
Status: Status:
Process List
Select Instance Seq. Process Type :;‘:::“ ser Run Date/Time Run Status
| 16f11 Crystal ZCUATOND PO_TEST_16 03/ 5/2012 2:35.36PM EDT Success Posted Details
= 16610 Crystal ZCUAIOZ0 PO_TEST_16 03M19/2012 23246PM EDT Success Fosted Df5rocess Detal
[ | 16AEDS Crystal ZCUATOND PO_TEST_16 0352012 2:2547PM EDT Success Fosted Details
Go backto Woucher Reqister
B save | |[] etity |
Process List| Server List
< 3
iarvascript:hction_wind(document. ind, PRCSDETALL_BTN$O', 0, 0, Detas, Faise, true); [T T 3 e meeme [Fa = [®ae <

Step

Action

20.

When the status of the report instance changes to "Success" and "Posted", click
the Details link on the same line.
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Favnvr\tes i MalnvMenu » Columbia Specific > Accounts Payable Reports > Woucher Register
= (e
E NewWindow 7 Help Efcuamm\ze Page hrlp
Process Detail
Instance: 16611 Type: Crystal
Mame: ZcUa1010 Description: voucher Register
Run Status: Success Distribution Status: Posted
L —————— 1
Run Control ID: 03142012 © Hold Request
Location: Server  Queue Request
o
Server: PSNT Cancel Request
" Delete Request
Recurrence: € Restart Request
A il
Request Created On: 03(15/2012 2:35:40FM EDT Earameters Transfer
Run Anytime After: 03(15/2012 2:35:36FM EDT Message Log
Began Process At: 03(15/2012 2:35:53PM EDT Batch Timings
Ended Process At: 03/15/2012 2:38:04PM EDT Wiew Log/Trace
| ok | cancel |
iarvascript:hction_winO(dacument. wind, PMN_DERIVED_INDEX_ETN, 0, 0, "View Log/Trace', False, true); [T 36 meme [Fa = [®aew « )

Step Action

21. Click the View Log/Trace link to access the report PDF.

Favarites © Man Menu > Co\umb\avSpecmc > AccoumtEPayable > Repvorts > woucher Register

ENewwindow  ? Help  [F Customize Page B hitp

niEn

View LogiTrace

Report ID: 13943 Process Instance: 16611 Messane Log
Name: ZCUAID10 Process Type: Crystal
Run Status:  Success

Woucher Renister

Distribution Details

Distribution Node:  tmdeviweh Expiration Date: 03/26/2012
File List
Hame File Size (bytes)  Datetime Created
CRYW FCUATO10 16611.100 [1} 03/15/2012 2:36:04.019233PM EDT
ZCUATI0T0 16611.PDF 55,665 031192012 2:36:04.019233FMEDT
pesultracedre 516 031152012 2:36:04.019233PMEDT
Distribute To
Di jon ID Tvpe *Distribution ID
User FO_TEST 16
| Return \
ittps: ffritstweb. cc. columbia, edu: 17443/psreports/frs 1trdf 13943/2CUAL010_1661 1 FDF [ [T [3@meme 75~ [Foms -
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ARC™

Step

Action

22.

Click the file name that ends with a PDF File Type to see the report. Click
the ZCUA1010_16611.PDF link.
[ZCUATO10 16611.PDF|

Fav

FEEREEE

=
@

943 /2CUA1010_16611.PDF

indows Internet Explorer

SIS |g https:/ffritstweb, cc.columbia,edu: 1 7443 psreports /fna 1krdf13943/ZCLAL010_16611,PDF = & |42l x| [ tive search e Es
Fle Edt GoTo Favarkes Help
i Favortes | @ Suggested Sitss = & Web Sice Gallary ©
_ _ .
{8 hitps:fffntstweb, cc.columbia.edu:1 7443/ psteportsfn. . | Y v B) - ) o= - Psge+ Safety~ Todk+ @~
b LD Peoplesan iccouts Fayatia e !
- 'VOUCHER REGISTER Run Date NS2012
Mgt zouasie maTme  23sspM
Departmsnt: 5502102 LAW Agmin & Financs
Business Unit: COLUM f
For the perion: 14 Mar 2812 arosgn 14Mar 2012
Voucher Header Information
Ered D Vowerld  invcei Vet Vendorbiame ot Cpier By it P T ——
042012 Dm\:psm ‘Samgle View Docs. 0000000003 ‘Supplier Vendor OML  AP_TEST_0: Postable 03142012 Unposted N
T — st oue ot Cocohm Decowtamt e — FR——
Pending N Due Now 100.00 000 Invoice:
|mulFol Vouensr Lins(s) 100.00 |
‘Tonl For Distribution Line(s} 100.00 |
Voucher Header Information
Erieant vowern e e verdorsiame o Opeter ey st peogot potoat
03n420m2 00000585 Tech Services Payment IN  03/14/2012 0000000003 ‘Supplier Vendor OML  AP_TEST_0: FPostable 03142012 Unposted N
Approval Stat M3ICh S Pay Tenms: Dscnt Due Dt Grogs Amt Discount Amt vocner Type Date Dept Recd Inv. Date L3st Expenee
Pending N Due Now 100.00 0.00 Invoice 0142012 _I
Done [ [ [ | |& unknown zane = 7

i start! J @

J (& voucher Register - Wind... || € https://fntstweb.cc.c... | || Microsoft Office 2010

|@ & [ &

Step

Action

23.

The report is displayed for you to analyze.
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b

J&] hitps: intstoveh. co.cobumbia st 7443/psreports/fg 1t/ 1 9943/2CUALO10_1 6611 FDF

= & |42l x| [ tive search

File Edit GoTo Favortes  Help

Vie . Favorkes | Ly | SungestedSites + & Wb Sice Gallery ~

[ @ tetpsijjfntstweb ce.colunbia.schus1 7443fpsroportsifn.. | 5 B - [ #m o- Page- Sofety - Tooks - @+
Rej
Nal o2 Cotumpia UnversiTY Pags o, 1
5 TE C1TY O NEw ORS: Do [
Rui RepoilD  ZCUAION Fun Tms 23554 PM
W Department: 5502102 LaW Admin & Financs
| D1 Business Unit. COLUM
p  rormepencs ramarzorz mrougn 1amarzniz
il
Han
CR
= EvedDi VowherlD  InvocelD imoke Dl Vendor 10 Cign_ Operir  Eniy Stz Accig Dt PoiSE  cusgecreex st
L 042012 DNEPEM ‘Samgle View Docs 03142012 0000000003 ONL  AP_TEST_0: Postable 03142012 Unposted N
pss MpomiSl MaonSms  PapTems  NetDweot J— VocnerType  Date Dept Reod inv ot st Expense Date Last Expence
Pendi N Due Now 021472012 Invosce: WTarzTT
| Dis "
Dist
ot For vonener Loy w00 |
Us
‘Tonl For Distribution Line(s} 100.00 |
SreeaDt  Vowhern  invoceiD mokeDl vengw ougn  Opemw  Emysia Aot Post sat
03142012 00000585 Tech Services Payment IN  03/14/2012 0000000003 ONL AP _TEST_0: Postable 03142012 Unposted N
Approval Stat M3ICh S Pay Temms. Net Due Dt Dsot Due Dt ocher Type Date Dapt Recd Iny Date L3st Expenee
] Pending N Due Now 0311472012 Invoice. 031472012
Done [ [ [ | |& unknown zane =

i start! J @

J (& Voucher Register - Wind... || @ https://fntstweb.cc.c... || Microsoft Office 2010

|@ & [ &

=

Step

Action

24.

You have successfully completed the Voucher Reports topic and completed the
Voucher Inquiry & Reporting lesson. Now that you have completed the instructional
portion of the Voucher Processing course, you can move onto the Knowledge
Assessment in order to get credit for the course.
End of Procedure.
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Key Terms

It will be helpful to familiarize yourself with the following terms:

System Validations: The system performs multiple automatic validations on each voucher to

ensure the voucher meets certain requirements:

T T I

Matching Matching process compares vouchers with purchase
orders (2-way) and receiving (3-way) documents. This
ensures that you pay for only the goods and services
that you order and receive.

Budget Enables you to control commitments and expenditures

Checking automatically by checking them against predefined,

authorized budgets and managing any impact the
transaction has on the encumbrance andfor expense
ledgers.

Error Validations: The system performs multiple edit checks on each voucher. As a result,

A user submits a voucher, however, certain lines on
the voucher do not align with content on the purchase
order, The matching process will identify this error so
that it can be comrected.

Adepartment user wants to purchase a setof
textbooks. Unless there is a specific budget row with
the chartfield coding as defined on thes transaction. this
transaction will not pass budget check when the user
tries to process the voucher in ARC

certain errors may result from the edit check:

T S [

Duplicate Part of the voucher edit process is to check that a

Invoice duplicate invoice is not entered in ARC

Checking

Combo The process of editing voucher transactions for valid

Edits ChartField combinations based on university-defined
rules.

Recycle Recycle error indicates that the vousher is in violation of

Error an edit. A voucher with a status of 'Recycle’ lets you

save the voucher. However. it cannot be paid or posted
until the error is corected.

The system flags a duplicate inveoize if the Vendor D,
invoice number, invoice date, and dollar amount are all
identical on ancther voucher

Auser creates a voucher related to certain
ChartFields, however, the department and fund do not
align.

Auser enters a voucher that fails the edit check. so it
is given a ‘Recycle’ status, In order to locate these
vouchers more easily, users can guery all vouchers,
with a status of a "Recycle’.

Functions of the System: ARC has automatic functionality that relate to vouchers:

om — Joowon e

Voucher Indicates whether a voucher is in a postable state, has
Entry been deleted, or if there is a recycle emror that needs to
Status be correctad

Workflow Automatic, rule-based routing to pre-determined users

based on critsria such as role, department, commadity,
account, and dollar ameount

Auser can query all entry statuses to identify the
vouchersthat need to be corrected

An initiator/department user creates a voucher and it is
routed to the appropriate users for approval.
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Course References

Please find links to all of the Job Aids, Policies, and Procedures that were referenced throughout
this course:

1.
2.

o s

Web-Based Training Tool Reference Guide

Voucher Types v. Voucher Styles Job Aid
(http://files/gateway/content/training/job_aids/Job_Aid Voucher Styles vs Voucher Ty
pes.pdf)

SpeedCharts Job Aid

(http://files/gateway/content/training/job_aids/Job Aid SpeedChart.pdf)

ChartFields Definition Job Aid

Uploading Documents into OnBase Job Aid
(http://files/gateway/content/training/job_aids/Job Aid Uploading OnBase Documents.
pdf)

Voucher Processing Training Guide
(http://files/gateway/content/training/Training_Guides/VVoucher Processing TRAIN.pdf)
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Knowledge Assessment

If you are taking this course to obtain security access to one of Columbia University’s Financial
Systems, please ensure you have completed the following:

1. Security Application Request: All security roles must be requested by the user through
the Columbia University Financial Systems Security Application which can be found in
the Service Catalog of ServiceNow (https://columbia.service-now.com/
(https://columbia.service-now.com/)). Note: All security roles must be approved by both
the user’s manager and Department Security Administrator (DSA) for the School/Admin
Unit to which access is being requested.

2. Training Requirements: Security access will only be granted once all training
requirements have been fulfilled. After a user has reviewed all of the applicable training
material for a particular role, users must complete the Knowledge Assessment associated
with that training course with a score of 90% or higher. The Knowledge Assessments
can be found in New CourseWorks by clicking here. If you have any questions about the
training required for any security role, click here for the Course to Role Job Aid.

If you are taking this course for information purposes only, i.e., you are not requesting a security
role, no Knowledge Assessment is required.
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ARC
Budget Check

Budget
Checking

ChartFields

ChartString
Commitment
Control
Electronic
Document

Management
Encumbrance

Entry Status
Field

General Ledger
Inquiries

Inquiry Pages
Journal Entry

Matching

Pay Cycle

Project
Purchase Order
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Voucher Processing

Accounting and Reporting at Columbia. Columbia University's new financial
system.

In Commitment Control, the processing of source transactions against control
budget ledgers, to see if they pass, fail, or pass with a warning.

Enables users to control commitments and expenditures automatically by
checking them against predefined, authorized budgets.

The fields that make Columbia's Chart of Accounts and provide it with an
overall structure. ARC has a total of eleven ChartFields which are recorded
on every transaction.

The combination of ChartFields and the level at which accounting charges
and credits are applied.

Functionality in ARC that enables users to manage expenditures actively
against predefined, authorized budgets. An example is budget checking.
Ability to scan, submit, and view documents through the Requisition and
Purchase Order pages.

A commitment to pay for goods and/or services reflected in a budget (i.e.
purchase order commitment).

Issuance of a purchase order to a vendor is a typical encumbrance transaction.
Indicates whether a voucher has been deleted, is postable, or has a recycle
error that needs to be corrected. Vouchers that fail VVoucher Build edit check
due to incorrect data are updated to "Recycle" status.

An area on a page that displays or requires data.

The ‘Book of Record’ which holds all financial transactions in detail or
summary and is used for financial reporting and financial management.
Online search engine used to view data on a real-time basis within ARC, not
intended for printing/formatting.

ARC pages that provide inquiry access only.

The recording of financial data pertaining to business transactions in a journal
such that the debits equal credits.

A system-performed process that is used to compare details between
vouchers, purchase orders and receiving documents. The system will
automatically perform the appropriate document comparisons when a
purchase order is associated to a voucher (PO Voucher) and indicate whether
the documents do or do not match.

Generates payments through a standard process:
1. Selection

2. Creation

3. Approval

4. Process Generation

Associates expenses with a specific funding source.
Based on a request by a Department indicating good/service, catalog number,
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Receiver
Receiving
SpeedChart

Unpost

Voucher Styles

Workflow

price and quantity. When accepted by a supplier, a purchase order forms a
binding contract.

Creates/updates receipts for goods and services.

A system record of goods received from purchase orders.

A user-defined shorthand key that designates several ChartFields to be used
for voucher entry.

The Central Voucher Administrator must unpost a voucher in order to update
voucher information as applicable. Once the voucher has been selected to be
unposted, the user can indicate the accounting and reversal accounting dates
before selecting Unpost

The voucher style will vary based on transaction type and purpose of the
voucher. VVoucher styles include: PO voucher, non-PO voucher, adjustment
voucher, template voucher, reversal voucher, journal voucher, and single pay
voucher.

Automatic, rule-based routing to pre-determined users based on criteria such
as role, department, commaodity, account and dollar amount. Workflow
manages and tracks the flow of work.
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