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Step Action

1. Note: This simulation is an example of a transaction. For security reasons, some financial
information has been altered (i.e. Distribution line codes and supplier information).

When entering a transaction in the live TeamWorks Financials system please select all
values and options based on your agency policy, paperwork on hand and current situation.
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Step Action
2. Begin by navigating to the voucher VVoucher page.
Click the NavBar icon.
NavBa
X
Step Action
3. Click the Navigator link.

NavBar &1

Naviator

E

Roconl Places

%
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NavBar: Navigator ﬂ
A
E News and Announcements >
Navigator SAO Technical >
L)
u Supplier Centracts >
HY)
Recent Places
Agency Security >
* Customers >
My Favorites
Items >
Suppliers >
Procurement Contracts >
Purchasing >
eProcurement >
Services Procurement >
v

Step Action

4, Click the Vertical Scrollbar scrollbar.

140 Tetries
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NavBar: Navigator

Navigator

©

Recent Places

eProcurement

Services Procurement

Accounts Receivable

Accounts Payable

Custom Accounts Payable

Salary Travel Per Diem

Asset Management

Banking

Financial Gateway

Commitment Control

General Ledger

Step Action

5. Click the Accounts Payable link.

Accounts Payable
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NavBar: Navigator ﬂ
E : Accounts Payable -
Navigator Vouchers >
] Control Groups >
©
Recent Places Payments N
* Batch Processes >
My Favorites
Review Accounts Payable Info >
Reports >
Accounts Payable WorkCenter
Step Action
6. Click the Vouchers link.
Vouchers 5
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NavBar: Navigator

& Vouchers )

E Add/Update >

Navigator

Recent Places

Maintain >

Step Action

Click the Add/Update link.

Add/Update N
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NavBar: Navigator n
E &  Add/Update 5
Navigator Regular Entry
L-g Quick Invoice Entry
Recent Places

Close Voucher

* Delete Voucher

Step Action

8. Click the Regular Entry link.

Regular Entry
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< Home /ﬁ\ E @

New window | Help | =l
Voucher

Find an Existing Value Add a New Value

Business Unit| 42700 |Q
Voucher ID|NEXT
Voucher Style[Regular Voucher v

Supplier Name Q
Short Supplier Name Q
Supplier ID Q
Supplier Location Q
Address Sequence Number 0Q
Invoice Number
Invoice Dale [E]
Gross Invoice Amount; 0.00
Freight Amount| 0.00/
Misc Charge Amount | 0.00
Estimated No. of Invoice Lines 1

Add

Find an Existing Value \ Add a New Value

Step Action

9. Use the Voucher Add a New Value page to enter the required information for creating a
voucher. Users can add vouchers associated with standard invoices or purchase orders.

If a different Business Unit needs to be entered, it is comprised of the agency number and
two zeros at the end.

The Voucher ID defaults to NEXT and is a grayed unchangeable field. This means the

system will assign the next sequential number for the business unit once the voucher is
saved.

Use the Voucher Style drop-down field to select the type of voucher to create.
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< Home

Voucher

Find an Existing Value Add a New Value

Business Unit| 42700 |Q

Voucher ID|NEXT

Voucher Slyle| Regular Voucher

v

Supplier Name

Short Supplier Name
Supplier ID

Supplier Location

Address Sequence Number
Invoice Number

Invoice Date

Gross Invoice Amount;
Freight Amount|

Misc Charge Amount |
Estimated No. of Invoice Lines

Q
QU
Q
e,

0.00
0.00
0.00

Find an Existing Value \ Add a New Value

® =0

New window | Help | =l

Step

Action

10.

For this example, the user knows part of the supplier name and will use the Supplier

Name field to search for it.

Click in the Supplier Name field.

Supplier Name|

Page 10
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< Home

Voucher

Find an Existing Value Add a New Value

Business Unit| 42700 |Q

Voucher ID|NEXT

New window | Help | =l

Voucher Slyle| Regular Voucher

Supplier Name

Short Supplier Name
Supplier ID

Supplier Location

Address Sequence Number
Invoice Number

Invoice Date

Gross Invoice Amount;
Freight Amount|

Misc Charge Amount |
Estimated No. of Invoice Lines

v
Q
QU
Q
e,
5l
0.00|
0.00|
0.00

Find an Existing Value \ Add a New Value

= O

Step

Action

11.

Enter the appropriate known information into the Short Supplier Name field to narrow

the search results and limit system processing times.

For this example, type SUPPLIER,B.
Supplier Name|

Date Created: 12/7/2020 7:45:00 AM

Page 11




Job Aid SAo

< Home /ﬁ\ — @

New window | Help | =l
Voucher

Find an Existing Value Add a New Value

Business Unit| 42700 |Q

Voucher ID|NEXT

Voucher Style[Regular Voucher v

Supplier Name|SUPPLIER,B Q

Short Supplier Name | Q
Supplier ID Q
Supplier Location Q
Address Sequence Number 0Q

Invoice Number
Invoice Date| [E]
Gross Invoice Amount; 0.00
Freight Amount| 0.00|
Misc Charge Amount | 0.00
Estimated No. of Invoice Lines 1

Find an Existing Value \ Add a New Value

Step Action

12. For this example, the user knows part of the supplier name and will use the Supplier
Name field search option to complete the name.

Click the Supplier Name look-up button.
Supplier Name [SUPPLIER, B &

Page 12 Date Created: 12/7/2020 7:45:00 AM




Job

Aid

< Home

Voucher

| Eind an Existing Value || Add a New Value

Business Unit|42700 |Q
Voucher ID|NEXT
Voucher SME@
Supplier Name|SUPPLIER,B
Short Supplier Name
Supplier D'
Supplier Location
Address Sequence Number 0Q,
Invoice Number
Invoice Date| [
Gross Invoice Amount;
Freight Amount
Misc Charge Amount |
Estimated No. of Invoice Lines 1

Find an Existing Value | Add a New Value

Look Up Supplier Name

SellD

STATE

Supplier Name| begins with ~|SUPPLIER,B

Short Supplier Name|

Suppte D [pegms i V]
Classification] = v |
Persistence| = v v

Look Up Clear Cancel | Basic Lockup

Search Results
View 100

Supplier Name
SUPPLIER,BOX

First ‘&' 1505 ‘P Last

Short Supplier Name  Supplier 1D Classification Persistence
SUPPLBOXF-001 000000323 Supplier Regular

Help

A =0

New Window | Help | &=l

Step Action

13.

Select the appropriate Supplier Name for the voucher creation.

For this example, click the SUPPLIER,BOX 1 SUPPLBOXF-001 Supplier Name link.
Click on any link located on the same line as that supplier name.

Date Created: 12/7/2020 7:45:00
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ey
< Home /ﬁ\ = @
New Window | Help | iE
Voucher

Find an Existing Value Add a New Value

Business Unit| 42700 |Q
Voucher ID|NEXT
Voucher Style[Regular Voucher v
Supplier Name|SUPPLIER,BOX Q
Short Supplier Name SUPPLBOXF-001 | Q)
Supplier ID0000000323 | Q
Supplier Location|000001 Q
Address Sequence Number 1Q

Invoice Number
Invoice Dale [E]
Gross Invoice Amount; 0.00
Freight Amount| 0.00/
Misc Charge Amount | 0.00
Estimated No. of Invoice Lines 1

Add

Find an Existing Value \ Add a New Value

Step

Action

14.

The remaining supplier selection fields default depending on the supplier selected.

The Supplier Name, Short Supplier Name, Supplier 1D, Supplier Location and Address

Sequence Number all defaulted into the fields.

Supplier Location defaults to the Supplier's primary address, but it can be changed here or
on the Invoice Information page. The remit address must match the remit address on the

supplier invoice.

Page 14
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< Home

Voucher

Find an Existing Value Add a New Value

Business Unit 42700 |G
Voucher ID NEXT

Voucher Style|Regular Voucher ~

Supplier Name SUPPLIER,BOX

Short Supplier Name SUPPLBOXF-001 | Q
Supplier ID0000000323 | Q
Supplier Location 000001 Q
Address Sequence Number 1Q

Invoice Number
Invoice Date| [E]
Gross Invoice Amount; 0.00
Freight Amount| 0.00|
Misc Charge Amount | 0.00
Estimated No. of Invoice Lines 1

Find an Existing Value \ Add a New Value

LIRS

New window | Help | =l

Step Action

15.

Click in the Invoice Number field.

Invoice Number|

The Invoice Number is a required field. It holds a maximum number of 30 characters. The
system uses the Invoice number as a reference to check for duplicate invoices.

Date Created: 12/7/2020 7:45:00 AM
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< Home /ﬁ\ E @

New window | Help | =l

Voucher

Find an Existing Value Add a New Value

Business Unit| 42700 |Q
Voucher ID|NEXT

Voucher Style[Regular Voucher v

Supplier Name|SUPPLIER,BOX Q

Short Supplier Name SUPPLBOXF-001 | Q)
Supplier ID0000000323 | Q
Supplier Location|000001 Q
Address Sequence Number 1Q

Invoice Number
Invoice Date| [E]
Gross Invoice Amount; 0.00
Freight Amount| 0.00|
Misc Charge Amount | 0.00
Estimated No. of Invoice Lines 1

Find an Existing Value \ Add a New Value

Step Action

16. Enter the provided information exactly as it appears on the supplier's invoice into
the Invoice Number field.

For this example, type SUPPLY2.
Invoice Number| |
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< Home

Voucher

Find an Existing Value Add a New Value

Business Unit 42700 |G
Voucher ID NEXT

Voucher Swle\ Regular Voucher

Supplier Name SUPPLIER,BOX
Short Supplier Name SUPPLBOXF-001 | Q
Supplier ID 0000000323 | Q

Supplier Location 000001 Q
Address Sequence Number 1Q
Invoice Number| SUPPLY2
Invoice Date| [E]
Gross Invoice Amount; 0.00
Freight Amount| 0.00|
Misc Charge Amount | 0.00
Estimated No. of Invoice Lines 1

Find an Existing Value \ Add a New Value

® =0

New window | Help | =l

Step Action

17. The Invoice Date is a required field. It is used to calculate when the payment for the

Invoice Date|:|

voucher is due along with the payment terms.

Click in the Invoice Date field.

Date Created: 12/7/2020 7:45:00 AM
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< Home

Voucher
Find an Existing Value Add a New Value

Business Unit 42700 |Q
Voucher ID NEXT
Voucher Style| Regular Voucher ¥
Supplier Name |SUPPLIER,BOX
Short Supplier Name SUPPLBOXF-001  |Q

Supplier ID|0000000323 | Q

Supplier Location 000001 Q

Address Sequence Number 13,

Invoice Number SUPPLY2
Invoice Date| [E]
Gross Invoice Amount; 0.00
Freight Amount| 0.00|
Misc Charge Amount | 0.00
Estimated No. of Invoice Lines 1

Find an Existing Value \ Add a New Value

A =0

New window | Help | =l

Step

Action

18.

The provided date can be looked up or entered into the Invoice Date field.

For this example, type 12/01/2020.
Invoice Date EI

Page 18
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< Home

Voucher
Find an Existing Value Add a New Value

Business Unit 42700 |Q

Voucher ID NEXT

Voucher Style| Regular Voucher ¥

Supplier Name |SUPPLIER,BOX

Short Supplier Name SUPPLBOXF-001  |Q
Supplier ID|0000000323 | Q
Supplier Location 000001 Q
Address Sequence Number 13,

Invoice Number SUPPLY2
Invoice Date[12/01/2020 |[]

Gross Invoice Amount; 0.00
Freight Amount| 0.00|
Misc Charge Amount | 0.00

Estimated No. of Invoice Lines 1

Find an Existing Value \ Add a New Value

A =0

New window | Help | =l

Step Action

19.

Click in the Gross Invoice Amount field.

Gross Invoice Amount|

Use the Gross Invoice Amount field to enter the total amount of the invoice.

Date Created: 12/7/2020 7:45:00 AM
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< Home

Voucher

Find an Existing Value Add a New Value

Business Unit| 42700 |Q
Voucher ID NEXT

Voucher Slyle| Regular Voucher

Estimated No. of Invoice Lines 1

Find an Existing Value \ Add a New Value

~
Supplier Name|SUPPLIER,BOX
Short Supplier Name SUPPLBOXF-001 | Q)
Supplier ID|0000000323 | Q
Supplier Location|000001 QQ
Address Sequence Number 1Q
Invoice Number SUPPLY2
Invoice Date[12/01/2020 |[]
Gross Invoice Amount; 0.00
Freight Amount| 0.00|
Misc Charge Amount | 0.00

A =0

New window | Help | =l

Step

Action

20.

The Gross Invoice Amount is the total amount to be paid to the supplier. Enter the
appropriate information into the Gross Invoice Amount field

For this example, type 1000.00.

Gross Invoice Amount|

0.00]

Page 20
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< Home

Voucher

Find an Existing Value Add a New Value

Business Unit 42700 |Q
Voucher ID NEXT

Voucher Style\ Regular Voucher

~

Supplier Name SUPPLIER,BOX
Shert Supplier Name SUPPLBOXF-001 |
Supplier ID0000000323 | Q
Supplier Location 000001 Q
Address Sequence Number 1Q
Invoice Number SUPPLY2
Invoice Date[12/01/2020 |[]
Gross Invoice Amount; 1000.00
Freight Amount| 0.00|
Misc Charge Amount | 0.00
Estimated No. of Invoice Lines 1

Find an Existing Value \ Add a New Value

® =0

New window | Help | =l

Step Action

21. The Estimated No. of Invoice Lines field can be changed to different number here or on

when the voucher is saved.

the voucher Invoice Information page.

If the user over estimates number of lines needed, the system will delete any empty lines

Date Created: 12/7/2020 7:45:00 AM
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< Home

Voucher

Find an Existing Value Add a New Value

Business Unit 42700 |Q
Voucher IDNEXT
Voucher Style[Regular Voucher %
Supplier Name|SUPPLIER,BOX
Short Supplier Name SUPPLBOXF-001 | Q
Supplier ID|0000000323 | Q
Supplier Location 000001 Q
Address Sequence Number 1Q
Invoice Number SUPPLY2
Invoice Date[12/01/2020 |[]
Gross Invoice Amount;

1000.00
Freight Amount| 0.00|
Misc Charge Amount | 0.00

Estimated No. of Invoice Lines 1

Find an Existing Value \ Add a New Value

_

@

New window | Help | =l

Step

Action

22.

For this example, two invoice lines are needed.

Click in the Estimated No. of Invoice Lines field.

Estimated MNo. of Invoice Lines

Page 22
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< Home

Voucher

Find an Existing Value Add a New Value

Business Unit 42700 |Q
Voucher ID NEXT
Voucher Style[Regular Voucher ~
Supplier Name SUPPLIER,BOX
Shert Supplier Name SUPPLBOXF-001 |
Supplier ID0000000323 | Q
Supplier Location 000001 Q
Address Sequence Number 1Q
Invoice Number SUPPLY2
Invoice Date[12/01/2020 |[]
Gross Invoice Amount; 1000.00

Freight Amount| 0.00|
Misc Charge Amount | 0.00
Estimated No. of Invoice Lines

Find an Existing Value \ Add a New Value

® =0

New window | Help | =l

Step Action

23.

For this example, type 2.
Estimated Mo. of Invoice Lines|:|

To provide a clear description of what is being invoiced, two invoice lines will need to be
entered into the Estimated No. Invoice Lines field.

Date Created: 12/7/2020 7:45:00 AM
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< Home

Voucher

Find an Existing Value Add a New Value

Business Unit 42700 |G
Voucher ID NEXT

Voucher Swle\ Regular Voucher

Supplier Name SUPPLIER,BOX

Short Supplier Name SUPPLBOXF-001 | Q

Supplier ID 0000000323 | Q
Supplier Location 000001 Q
Address Sequence Number 1Q
Invoice Number| SUPPLY2
Invoice Date[12/01/2020 |[]
Gross Invoice Amount;
Freight Amount|
Misc Charge Amount |
Estimated No. of Invoice Lines 2

Find an Existing Value \ Add a New Value

1000.00
0.00
0.00

New window | Help | =l

Step

Action

24,

Click the Add button.

< Home

Invoice Information Payments

Voucher Attributes

Business Unit 42700
Voucher ID NEXT

Invoice No SUPPLY2
Accounting Date 12/04/2020

Voucher Style Regular Voucher “Pay Terms N30 o Net 30
Invoice Date |12/01/2020 el Basis Date Type Inv Date
Invoice Received e}
Supplier ID 0000000323 Q Control Group Q
ShortName [SUPPLIBOXF-001 |Q Incomplete Voucher
Location 000001 Q
*Address 1 Q
Save Save For Later Action [v]

Copy From Source Document
PO Unit

Invoice Lines (2

Line 1 [JCopy Down
“Distribute by [Amount_ v/]
Item
Quantity
uom
Unit Price
Line Amount 0.00
Distribution Lines
GL Chart || Exchange Rate || Statistics
ggv"vyn Line Merchandise Amt
HE O 1 0.00)

PO Number

SpeedChart
Ship To AP_0000001

felyel

Description

Packing Slip

Assets

Quantity *GLUnit  “Account Fund

42700 |@ aQ Q
<

| New Window | Help | Personalize Page | I

Invoice Total l
Line Total 0.00 1
*Currency usD|Q L
Miscellaneous 7 !
Freight = !
Total 1,000.00 i
Difference -1,000.00 1
Run Calculate Print
Cony From[fione ]
Find | View All

Personalize | Find | View All | @| E

Fund Src Program Class ng
Q Q aQ Q
W
>

Page 24
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Step Action
25. Use the Invoice Information page to enter invoice information, including invoice header
information, voucher line and distribution information. The voucher header information
includes the key information such as Business Unit, Voucher Style and a place holder for
the Voucher ID.
Accounting Date defaults to the current date the voucher information is initially entered.
The accounting date must be within the current open period.
Invoice Date is the date listed on the actual invoice.
Invoice Received is an optional field that represents the date the invoice was received by
the office (similar to stamping it received).
Pay Terms displays the default payment terms, but can be updated. These terms are
populated from the Payables default hierarchy.
All the enabled Header fields, (i.e. Invoice Date, Invoice Received, Invoice No and
Accounting Date), can be updated until the voucher is posted.
< Home /ﬁ\ = @
| New Window | Help | Personalize Page | T
Invoice Information Payments Voucher Atiributes (n)
Business Unit 42700 Invoice No [SUPPLY2 Invoice Total |
Voucher ID NEXT Accounting Date 12/04/2020 Line Total 0.00
Voucher Style Regular Voucher *Pay Terms |N30 O\ﬁ Net 30 *Currency usD|@,
Invoice Date 12/01/2020 [51) Basis Date Type Inv Date Miscellaneous =
Invoice Received Freight =
SUPPLIER,BOX
Supplier ID GGDDGG_D323 Q Control Group Q D‘ﬂe;ﬁ[:el
ShortName [SUPPLIBOXF-001 |Q Incomplete Voucher
Location 000001 Q.
*Address |1 Q
Save Save For Later Action v Run Calculate Print
Copy From Source Document
PO Unit PO Number Copy From
Invoice Lines (2 Find | View All
Line 1 [Jcopy Down SpeedChart Q
*Distribute by Ship To AP_0000001 Q.
Item Description
Quantity Packing Slip
uom
Unit Price
Line Amount 0.00
Distribution Lines Personalize | Find | View All | 22|
GL Chart Exchange Rate Statistics Assets
SOPY Line  Merchandisc Amt  Quantity AGLUnit  *Account Fund “Dept Fund Src  Program Class Ay
EE O 1 0.00 42700 |Q, Q Q Q Q a q
< v
< >
Step Action
26. The remaining fields in the header section display basic payment information: Invoice

Total, Supplier 1D, ShortName, Location and Address.

When the voucher is in balance, the Difference field displays 0.00.

Invoice Total section displays the sum of the invoice lines and the header total.

Date Created: 12/7/2020 7:45:00 AM
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< Home

Invoice Information Paymenis Voucher Atiributes
Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date 12/01/2020
Invoice Received

a1 =

SUPPLIER,BOX
Supplier ID 0000000323 Q
ShortName SUPPLIBOXF-001 |Q
Location 000001 Q
*Address 1 Q

Save Save For Later

Copy From Source Document
PO Unit

Inveice Lines (2

Line 1 []Copy Down

“Distribute by [Amount ]

Item

Quantity

uom

Unit Price

Line Amount 0.00
Distribution Lines

GL Chart Exchange Rate

Statistics Assets

Copy .
SopY - Line

HE O 1

Merchandise Amt  Quantity

0.00|

Invoice No SUPPLY2
Accounting Date 12/04/2020

*Pay Terms [N30 a a3
Basis Date Type Inv Date
Control Group Q

Incomplete Voucher

Action v
PO Number
SpeedChart Q
Ship Te |AP_0000001 Q
Description
Packing Slip
*GL Unit *Account Fund ‘Dept
42700 @ Q Q
<

LIRS

| New Window | Help | Personalize Page | & ~

Invoice Total I
Line Total 0.00
*Currency usD|Q,
Miscellaneous =
Freight =
Total 1,000.00
Difference -1,000.00
Run Calculate Print
e L T —
Find | View All

Personalize | Find | View All | 7| B2

PCE
Fund Src  Program Class it
Q Q @ Q
v
>

Step

Action

217.

It is important to note that a voucher must include at least one Invoice Line and one

Distribution Line.

If additional Invoice Lines are needed, click the + plus button in the Invoice Line section.

If the entire page is not visible, use the horizontal and vertical scrollbars to display all of

the fields on the page.

Page 26
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< Home E @
| New Window | Help | Personalize Page | & ~
Invoice Information Eaymentis Voucher Atiributes
Business Unit 42700 Invoice No [SUPPLY2 Invoice Total |
Voucher ID NEXT Accounting Date 12/04/2020 &) Line Total 0.00
Voucher Style Regular Voucher *Pay Terms N30 Qﬂ Net 30 *Currency usD/Q !
Invoice Date [12/01/2020 B Basis Date Type Inv Date Miscellaneous oo
Invoice Received Freight =
SUPPLIER,BOX
) - Total 1,000.00| 4
Supplier ID 0000000323 Q Control Group R Difference 1.000.00 .
ShortName SUPPLIBOXF-001 | Q) Incomplete Voucher
Lecation 000001 Q.
*Address |1 Q
Save Save For Later Action ~ Run Calculate Print
Copy From Source Document
PO Unit PO Number Copy Frnm
Invoice Lines (2 Find | View All
Line 1 [copy Down SpeedChart Q
*Distribute by Ship To|AP_0000001 Q.
Item Q Description
Quantity Packing Slip
uom
Unit Price
Line Amount 0.00
Distribution Lines Personalize | Find | View All | 22|
GL Chart Exchange Rate Statistics Assets
COPY |ine  Merchandise Amt Quantity “GLUnit  *Account Fund “Dept Fund Src  Program Class B
Down =] Unit
EHE O 1 0.00) 42700 |@, a Q Q Q Q a
< v
< >

Step

Action

28.

Use the Description field to enter brief description of the charges related to this voucher.

Click in the Description field.
Description| |
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< Home

Invoice Information Paymenis Voucher Atiributes
Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date 12/01/2020
Invoice Received

Supplier ID 0000000323
‘ShortName SUPPLIBOXF-001
Location 000001
*Address 1

Save Save For Later
Copy From Source Document

PO Unit

Inveice Lines (2

Line 1 []Copy Down
“Distribute by [Amount ]
Item
Quantity
uom
Unit Price
Line Amount 0.00

Distribution Lines

GL Chart Exchange Rate Statistics Assets
Copy . " ,
Do) Line Merchandise Amt  Quantity
HE O 1 0.00]

Invoice No SUPPLY2

Accounting Date 12/04/2020 [
*Pay Terms [N30 a a3
Basis Date Type Inv Date
Control Group Q
Incomplete Voucher
Action v
PO Number Copy P
SpeedChart Q
Ship Te |AP_0000001 Q
Description
Packing Slip
*GL Unit *Account Fund “Dept
42700 @ Q Q
<

| New Window | Help | Personalize Page | & ~

Invoice Total I
Line Total 0.00
*Currency usD @, L
Miscellaneous = i
Freight =
Total 1,000.00| 4
Difference -1,000.00 i
Run Calculate Print
Cony From o V]
Find | View All

Personalize | Find | View All | 7| B2

PCE
Fund Src  Program Class it
Q Q @ Q
v
>

Step

Action

29.

The Description is passed to the General Ledger and is useful for inquiries. The field is 30

characters long.

For this example, type Extra Security Guard into the Description field.

Description|

Page 28
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< Home E
| New Window | Help | Personalize Page | & ~
Invoice Information Eayments Voucher Attributes
Business Unit 42700 Invoice No SUPPLY2 Invoice Total |
Voucher ID NEXT Accounting Date 12/04/2020 [ Line Total 0.00
Voucher Style Regular Voucher *Pay Terms N30 O\ﬂ Net 30 *Currency usD|@, [
Invoice Date [12/01/2020 Gl Basis Date Type Inv Date Miscellaneous oo
Invoice Received Freight =
i Total 1,000.00 L
Supplier ID DO00000323 Q Control Group Q Difference 1.000.00 .
ShortName SUPPLIBOXF-001 |G Incomplete Voucher
Location 000001 Q
*Address 1 Q
Save Save For Later Action ~ Run Calculate Print
Copy From Source Document
PO Unit PO Number PO Copy From[None /|
Invoice Lines (2 Find | View All
Line 1 [ Copy Down SpeedChart Q
*Distribute by Ship To|AP_0000001 Q.
Item Q Description Exira Security Guard
Quantity Packing Slip
uom
Unit Price
Line Amount 0.00
Distribution Lines Personalize | Find | View All | 22|
GL Chart Exchange Rate Statistics Assets
COPY |ine  Merchandise Amt Quantity “GLUnit  *Account Fund “Dept Fund Src  Program Class B
Down =] Unit
EHE O 1 0.00) 42700 |@, a Q Q Q Q a
< b4
< >

Step Action

30. Enter the Quantity of units purchased.

Click in the Quantity field.
Quantity | I
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< Home

Invoice Information Eayments Voucher Attributes
Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date |12/01/2020 [E]
Invoice Received
SUPPLIER,BOX
Supplier ID 0000000323
‘ShortName SUPPLIBOXF-001
Location 000001
*Address 1

Save Save For Later

Copy From Source Document
PO Unit

Inveice Lines (2

Line 1 []Copy Down
“Distribute by [Amount ]
Item
Quantity
uom
Unit Price
Line Amount 0.00

Distribution Lines

GL Chart Exchange Rate Statistics Assets
Copy . " ,
Do) Line Merchandise Amt  Quantity
HE O 1 0.00]

Invoice No SUPPLY2

Accounting Date 12/04/2020 [
*Pay Terms [N30 af erao
Basis Date Type Inv Date
Control Group Q
Incomplete Voucher
Action v

PO Number

SpeedChart
Ship Te |AP_0000001

felye]

Description |Exira Security Guard

Packing Slip

*GL Unit *Account Fund

42700 |@ a Q
<

| New Window | Help | Personalize Page | & ~

Invoice Total I
Line Total 0.00
*Currency usD @, L
Miscellaneous i= i
Freight =
Total 1,000.00| 4
Difference -1,000.00 :
Run Calculate Print
Cony From o V]
Find | View All

Personalize | Find | View All | 7| B2

PCE
Fund Src  Program Class it
Q Q @ Q
v
>

Step

Action

31.

Enter the appropriate units purchased into the Quantity field.

For this example, type 1.

Quantity |

Page 30
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Job Aid

< Home

Invoice Information Eayments Voucher Atfributes
Business Unit 42700
Voucher ID NEXT

Voucher Style Regular Voucher

Invoice Date 12/01/2020 [5)
Invoice Received
SUPPLIER,BOX
Supplier ID 0000000323 Q
ShortName SUPPLIBOXF-001 |Q
Location 000001 Q.
*Address |1 Q,
Save Save For Later

Copy From Source Document
PO Unit

Inveice Lines (2

Line 1 []Copy Down
“Distribute by [Amount ]
Item
Quantity |1
uom
Unit Price
Line Amount 0.00

Distribution Lines

GL Chart Exchange Rate Statistics Assets
Copy . " ,
Do) Line Merchandise Amt  Quantity
HE O 1 0.00]

Invoice No SUPPLY2
Accounting Date [12/04/2020 [
*Pay Terms N30 af et

Basis Date Type Inv Date

Control Group Q

Incomplete Voucher

Action

v

PO Number

SpeedChart
Ship Te |AP_0000001

felye]

Description |Exira Security Guard
Packing Slip

*GL Unit *Account Fund

42700 |@
<

Invoice Total I
Line Total 0.00
*Currency usD @, L
Miscellaneous i= i
Freight =
Total 1,000.00| 4
Difference -1,000.00 :
Run Calculate Print
Cony From o V]
Find | View All

a

| New Window | Help | Personalize Page | & ~

Personalize | Find | View All | 7| B2

PCE
Fund Src  Program Class it
Q @ Q
v
>

Step Action

32.

Click in the Line Amount field.

Line Amount|

0.00|

Enter the total amount to be paid to the supplier in the Line Amount field.

Date Created: 12/7/2020 7:45:00 AM
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Job Aid

< Home

Invoice Information Eaymentis Voucher Atiributes
Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date | 12/01/2020
Invoice Received

= =

SUPPLIER,BOX
Supplier ID 0000000323
ShortName |SUPPLIBOXF-001
Lecation 000001
*Address |1

pLLLL

Save Save For Later

Copy From Source Document
PO Unit

Inveice Lines (2

Line 1 []Copy Down
“Distribute by [Amount ]

Item

Quantity 1

uom

Unit Price
Line Amount 0.00

Distribution Lines

GL Chart Exchange Rate

Statistics Assets

Copy . . .
SopY Line  Merchandise Amt  Quantity

HE O 1 0.00)

Invoice No |SUPPLY2

Accounting Date 12/04/2020

*Pay Terms N30 Y=

Net 30
Basis Date Type Inv Date
Control Group R
Incomplete Voucher
Action v

PO Number

SpeedChart
Ship Te |AP_0000001

felye]

Description |Exira Security Guard

Packing Slip

*GL Unit *Account Fund *Dept

42700 |@ a Q
<

| New Window | Help | Personalize Page | & ~

Invoice Total I
Line Total 0.00
*Currency usD @, L
Miscellaneous i= i
Freight =
Total 1,000.00| 4
Difference -1,000.00 :
Run Calculate Print
Cony From o V]
Find | View All

Personalize | Find | View All | 7| B2

PCE
Fund Src  Program Class it
Q Q @ Q
v
>

Step

Action

33.

Enter the appropriate amount into the Line Amount field.

For this example, type 600.00.

Line Amount|

0.00|
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Job Aid

< Home /ﬁ\ = @
| New Window | Help | Personalize Page | & ~
Invoice Information Eayments Voucher Attributes
Business Unit 42700 Invoice No SUPPLY2 Invoice Total |
Voucher ID NEXT Accounting Date | 12/04/2020 Line Total 0.00
Voucher Style Regular Voucher *Pay Terms N30 O\ﬂ Net 30 *Currency usD|@,
Invoice Date [12/01/2020 Gl Basis Date Type Inv Date Miscellaneous =
Invoice Received Freight =]
SUPPLIER,BOX
N r——— Total 1,000.00|
Supplier ID DO00000323 Q Control Group Q Difference ~400.00
ShortName SUPPLIBOXF-001 |G, Incomplete Voucher
Location 000001 Q
*Address 1 Q
Save Save For Later Action ~ Run Calculate Print
Copy From Source Document
PO Unit PO Number Copy Frnm
Invoice Lines (2 Find | View All
Line 1 [copy Down SpeedChart Q
*Distribute by Ship To|AP_0000001 Q.
Item Q Description Exira Security Guard
Quantity |1 Packing Slip
uoM Q
Unit Price
| tine Amount 600.00/ |
Distribution Lines Personalize | Find | View All | 221 |
GL Chart || Exchange Rate || Stafistics || Assets
SOPY Line | Merchandise Amt | Quantity “GLUnit  *Account Fund Dept Fund Src  Program Class Ay
HE O 500.00) 42700 |@, a Q Q Q Q Q
< b4
< >

Step Action

34.

Users will receive an error message if it does not balance.

The Line Amount field displays the dollar amount for the voucher line. Merchandise
Amount is automatically updated from the Line Amount field.

The total of all distribution line amounts entered for a voucher line must equal the Line
Amount on the parent voucher line.
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Job Aid

< Home

Invoice Information Paymenis
Business Unit 42700

Voucher ID NEXT
Voucher Style Regular Voucher

Invoice Date 12/01/2020 Ei]
Invoice Received
SUPPLIER,BOX
Supplier ID 0000000323 Q
ShortName SUPPLIBOXF-001 |Q
Location 000001 Q
*Address 1 Q
Save Save For Later

Copy From Source Document
PO Unit

Inveice Lines (2

Line 1 []Copy Down
“Distribute by [Amount ]
Item
Quantity 1
uom
Unit Price
Line Amount 600.00

Distribution Lines

GL Chart Exchange Rate Statistics
Copy . N ,
Do) Line Merchandise Amt  Quantity
FE= O 1 600.00

Voucher Atiributes

Invoice No SUPPLY2

Accounting Date 12/04/2020 [
*Pay Terms [N30 a a3
Basis Date Type Inv Date
Control Group Q
Incomplete Voucher
Action v
PO Number
SpeedChart Q
Ship Te |AP_0000001 Q
Description |Exira Security Guard
Packing Slip
*GL Unit *Account Fund “Dept
42700 @ Q Q
<

| New Window | Help | Personalize Page | & ~

Invoice Total I
Line Total 0.00
*Currency usD @, L
Miscellaneous i= i
Freight =
Total 1,000.00| 4
Difference -400.00 i
Run Calculate Print
Cony From o V]
Find | View All

Personalize | Find | View All | 7| B2

PCE
Fund Src  Program Class it
Q Q @ Q
v
>

Step

Action

35.

The Account field is required and is used to allocate this charge to an account within the

agency.

Click in the Account field.

*Account

[ 1
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Job Aid

< Home

Invoice Information Eayments Voucher Attributes
Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date 12/01/2020

=
Invoice Received

Supplier ID 0000000323

‘ShortName SUPPLIBOXF-001
Location 000001
*Address 1

Save Save For Later

Copy From Source Document
PO Unit

Inveice Lines (2

Line 1 []Copy Down
“Distribute by [Amount ]
Item
Quantity 1
uom
Unit Price
Line Amount 600.00

Distribution Lines

GL Chart Exchange Rate Statistics Assets
Copy . N ,
Do) Line Merchandise Amt  Quantity
HE O 1 600.00)

Invoice No SUPPLY2
Accounting Date 12/04/2020
*Pay Terms [N30 af erao

Basis Date Type Inv Date

Control Group Q
Incomplete Voucher

Action v

PO Number

SpeedChart
Ship Te |AP_0000001

felye]

Description |Exira Security Guard

Packing Slip

*GL Unit

42700 |@ a Q
<

*Account Fund *Dept

| New Window | Help | Personalize Page | &

Invoice Total I
Line Total 0.00 ]
*Currency usD @, L
Miscellaneous i= i
Freight =
Total 1,000.00| 4
Difference -400.00 i
Run Calculate Print
Cony From o V]
Find | View All

Personalize | Find | View All | 7| B2

PCE

Fund Src  Program Class s

Q Q Q Q

Step

Action

36.

Enter the appropriate code into the Account field.

For this example, type 123456.

< Home

Invoice Information Payments Voucher Attributes
Business Unit 42700
Voucher ID NEXT

Voucher Style Regular Voucher

Invoice Date |12/01/2020 [5
Invoice Received [&]
SUPPLIER,BOX
Supplier 1D 0000000323 Q
ShortName SUPPLIBOXF-001 |Q
Location 000001 Q
*Address |1 Q
Save Save For Later

Copy From Source Document
PO Unit

Invoice Lines (2

Line 1 [JCopy Down
“Distribute by [Amount_ v/]
Item (&}
Quantity [1.0000
uom
Unit Price [600.00000
Line Amount 600.00

Distribution Lines

GL Chart | Exchange Rate || Statistics | Assels
ggv"vyn Line Merchandise Amt  Quantity
®EE= O 1 600.00,

Invoice No |SUPPLY2
Accounting Date |12/04/2020
*Pay Terms N30 " jetao

Basis Date Type Inv Date

Control Group Q,
Incomplete Voucher

Action v

PO Number
SpeedChart Q
Ship To AP_0000001 Q
Description Exira Security Guard
Packing Slip
*GLUnit  *Account Fund “Dept
1.0000 [42700 |Gy, [123456 aQ a
<

| New Window | Help | Personalize Page | I

Invoice Total l
Line Total 600.00 1
*Currency usD|Q L
Miscellaneous = b
Freight = 1
Total __1,00 00| i
Difference -400.00 1
Run Calculate Print
e L —]
Find | View All

Personalize | Find | View Al | 2| B3

PCE

Fund Src Program Class i

Q Q aQ Q
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Job Aid

Step

Action

37.

The Fund field is required and represents which fund is used to pay the invoice.

Click in the Fund field.
Fund

[ 1]

< Home

Invoice Information Payments Voucher Atiributes

Business Unit 42700 Invoice No |SUPPLY2

Voucher ID NEXT Accounting Date 12/04/2020 [&]
Voucher Style Regular Voucher *Pay Terms |N30 Qﬂ Net 30
Invoice Date 12/01/2020 @ Basis Date Type Inv Date
Invoice Received
Supplier ID 0000000323 Q Control Group Q
ShortName SUPPLIBOXF-001 | Q) Incomplete Voucher
Lecation 000001 Q
*Address |1 Q
Save Save For Later Action V]
Copy From Source Document
PO Unit PO Number Copy PO
Invoice Lines (2
tine 1 [Jcopy Down SpeedChart Q
*Distribute by Ship To|AP_0000001 (&}
Item Description Exira Security Guard
Quantity 1.0000 Packing Slip
uom
Unit Price |600.00000
Line Amount 600.00
Distribution Lines
GL Chart Exchange Rate Statistics Assets
E;% Line Merchandise Amt  Quantity *GLUnit  *Account Fund “Dept
EHE O 1 600.00) 10000  [42700 |@ [123456 |Q Q
<

| New Window | Help | Personalize Page | & ~

Invoice Total I
Line Total 600.00
*Currency usD @, L
Miscellaneous = i
Freight =
Total 1,000.00| 4
Difference -400.00 b
Run Calculate Print
Cony From[Tione V]
Find | View All

Personalize | Find | View All | 22| B2

PCE
Fund Src  Program Class it
Q Q @ Q
v
>

Step

Action

38.

Enter the appropriate information into the Fund field.

For this example, type 101.
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Job Aid

< Home

Invoice Information Payments Voucher Atiributes
Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date 12/01/2020
Invoice Received

(= =

SUPRLIERBOX
Supplier ID 0000000323
ShortName |SUPPLIBOXF-001
Location 000001
*Address |1

LLLL

Save Save For Later

Copy From Source Document
PO Unit

Inveice Lines (2

Line 1 []Copy Down
“Distribute by [Amount ]
Item
Quantity |1.0000
uom
Unit Price |600.00000
Line Amount 600.00

Distribution Lines

GL Chart Exchange Rate Statistics Assets
Copy . N ,
Do) Line Merchandise Amt  Quantity
HE O 1 500.00)

Invoice No SUPPLY2
Accounting Date 12/04/2020
*Pay Terms N30

&
S

Basis Date Type Inv Date

Control Group Q

Incomplete Voucher

Action v

PO Number

SpeedChart
Ship Te |AP_0000001

@
Q
Description |Exira Security Guard

Packing Slip

*GL Unit *Account Fund

“Dept

1.0000

142700 |Q 123456
<

q [101 @

Invoice Total I
Line Total 600.00
*Currency usD @, L
Miscellaneous i= i
Freight =
Total 1,000.00| 4
Difference -400.00 i
Run Calculate Print
Cony From o V]
Find | View All

a

| New Window | Help | Personalize Page | & ~

Personalize | Find | View All | (7| B2

PCE
Fund Src  Program Class it
Q @ Q
v
>

Step Action

39.
within the organization.

Click in the Dept field.
*Dept

[ 1]

The Dept field is required and is used to allocate the costs to one or more departments

Date Created: 12/7/2020 7:45:00 AM
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Job Aid

< Home

Invoice Information Payments
Business Unit 42700

Voucher ID NEXT
Voucher Style Regular Voucher

Invoice Date [12/01/2020
Invoice Received [
SUPPLIER BOX
Supplier 1D 0000000323 Q
ShortName SUPPLIBOXF-001 |Q
Location 000001 Q
*Address 1 Q
Save Save For Later
Copy From Source Document
PO Unit
Inveice Lines (2
Line 1 []Copy Down
Item
Quantity |1.0000
uom
Unit Price |600.00000
Line Amount 600.00
Distribution Lines
GL Chart Exchange Rate Statistics
Copy . N
Do) Line Merchandise Amt
HE O 1 500.00)

Voucher Atiributes

| New Window | Help | Personalize Page | &

Invoice No [SUPPLY2 (T 32 UEE !
Accounting Date 12/04/2020 Line Total 600.00 1
*Pay Terms N30 Q= erao “Currency usoja, | |
Basis Date Type Inv Date Miscellaneous = !
Freight =
Total 1,000.00 L
Control Group aQ Difference -400.00 :
Incomplete Voucher ]
Action v Run Calculate Print
PO Numer e L
Find | View All
SpeedChart Q
Ship To |AP_0000001 a
Description |Exira Security Guard
Packing Slip
Personalize | Find | View All | 21| B
Assets
Quantity “GLUnit  *Account Fund “Dept Fund Src  Program Class Ay
1.0000 42700 @ [123456 Q [0 ]Q Q Q a Q

<

Step

Action

40.

Enter the appropriate information into the Dept field.

For this example, type 000416.

< Home

| New Window | Help | Personalize Page | I

Invoice Information Payments Voucher Atiributes
Business Unit 42700 Invoice No SUPPLY2 (D Vel I
Voucher ID NEXT Accounting Date 12/04/2020 Line Total 600.00 4
Voucher Style Regular Voucher *Pay Terms N30 O\E Net 30 *Currency usD|Q |
Invoice Date [12/01/2020 = Basis Date Type Inv Date Miscellaneous LI
Invoice Received [ Freight EE !
SUPPLIER,BOX
———— Total 1,000.00 L
Supplier ID D000000323 Q Control Group aQ Difference 400,00 !
ShortName SUPPLIBOXF-001 |Q_ Incomplete Voucher }
Location 000001 Q
*Address 1 Q
Save Save For Later Action v Run Calculate Print
Copy From Source Document
PO Unit PO Number Copy From[None /|
Invoice Lines (7 Find | View All
Line 1 [JCopy Down SpeedChart Q
“Distribute by [Amount_ v/] Ship To AF_0000001 Q
Item (&} Description Exira Security Guard
Quantity 10000 Packing Slip
uom
Unit Price |600.00000
Line Amount 600.00
Distribution Lines Personalize | Find | view Al | 21| B
GL Chart | Exchange Rate || Statistics | Assels
g‘;"’vyn Line Merchandise Amt  Quantity *GLUNit  *Account Fund “Dept Fund Src Program Class ng
® = O 1 600.00) 1.0000 42700 |@ (123456 Q@ [101 @ |oo0416 Q s} Q Q
<
>
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Job Aid

Step

Action

41.

The Fund Source field is a required and represents the revenue source for the charge and
is also used to track expenditures made against the revenue.

Click in the Fund Src field.

Fund Src

[

< Home

Invoice Information Payments Voucher Attributes
Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date 12/01/2020 ]
Invoice Received [
SUPPLIER,BOX
Supplier ID 0000000323 Q
ShortName SUPPLIBOXF-001 |3
Location 000001 Q
*Address 1 Q

Save Save For Later

Copy From Source Document
PO Unit
Invoice Lines (2

tine 1 [Icopy Down

“Distribute by [Amount____ v/]
Item

Quantity |1.0000

uom

Unit Price |600.00000

Line Amount 600.00

Distribution Lines
GL Chart Exchange Rate

Statistics Assets

Copy .
SopY - Line

EHE O 1

Merchandise Amt  Quantity

600.00|

Invoice No SUPPLY2
Accounting Date 12/04/2020

“Pay Terms [N30 af erso
Basis Date Type Inv Date
Control Group Q

Incomplete Voucher

Action v

PO Number

SpeedChart
Ship Te [AP_0000001

Q
a

Description Exira Security Guard

Packing Slip
*GL Unit *Account Fund “Dept
1.0000 47700 |@, 123456 Q@ [101 |@ |oo0416

<

A =0

| New Window | Help | Personalize Page | & ~

Invoice Total I
Line Total 600.00
*Currency usDjq
Miscellaneous =
Freight =
Total 1,000.00
Difference -400.00
Run Calculate Print
e LT —
Find | View All

Personalize | Find | View All | 22| B2

PCE
Fund Src  Program Class it
Q Q @ Q
v
>

Step

Action

42.

Enter the appropriate information into the Fund Src field.

For this example, type 12345.
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< Home

Invoice Information Paymenis

Business Unit 42700

Voucher Atiributes

Invoice No SUPPLY2

Voucher ID NEXT Accounting Date 12/04/2020 [
Voucher Style Regular Voucher *Pay Terms N30 o Net 30
Invoice Date |12/01/2020 Ei] Basis Date Type Inv Date
Invoice Received
SUPPLIER,BOX
Supplier ID DO00000323 Q Control Group Q
ShortName SUPPLIBOXF-001 |G, Incomplete Voucher
Location 000001 Q
*Address 1 Q
Save Save For Later Action V]
Copy From Source Document
PO Unit PO Number
Inveice Lines (2
Line 1 [ Copy Down SpeedChart Q
*Distribute by Ship To|AP_0000001 Q.
Item Description |Exira Security Guard
Quantity 1.0000 Packing Slip
uom
Unit Price |600.00000
Line Amount 600.00
Distribution Lines
GL Chart Exchange Rate Statistics Assets
EE"’VV“ Line Merchandise Amt  Quantity *GLUnit  *Account Fund “Dept
HE=E O 1 600.00) 1.0000 42700 @ [122456 Q [101 ] [ocoa16

<

| New Window | Help | Personalize Page | & ~

Invoice Total I
Line Total 600.00
*Currency usD @, L
Miscellaneous i= i
Freight =
Total 1,000.00| 4
Difference -400.00 i
Run Calculate Print
Cony From o V]
Find | View All

Personalize | Find | View All | (7| B2

Fund Src  Program Class Ay
Q [12385]Q a Q
v
>

Step

Action

43.

The Program field classifies transactions according to the purpose/reason for the

transaction.

Click in the Program field.

Program

[ ]
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< Home

Invoice Information Eayments Voucher Attributes
Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date 12/01/2020

=
Invoice Received

Supplier ID 0000000323

‘ShortName SUPPLIBOXF-001
Location 000001
*Address 1

Save Save For Later

Copy From Source Document
PO Unit

Inveice Lines (2

Line 1 []Copy Down

“Distribute by [Amount ]
Item

Quantity |1.0000

uom

Unit Price |600.00000

Line Amount 600.00

Distribution Lines
GL Chart Exchange Rate Statistics
SoPY Line

HE O 1

600.00|

Assets

Merchandise Amt  Quantity

Invoice No SUPPLY2
Accounting Date 12/04/2020
*Pay Terms [N30 af erao

Basis Date Type Inv Date

Control Group Q

Incomplete Voucher

Action v

PO Number

SpeedChart
Ship Te |AP_0000001

felye]

Description |Exira Security Guard

Packing Slip

*GL Unit *Account Fund *Dept
1.0000 142700 |Q 123456

<

Q [101|Q [ooos16

| New Window | Help | Personalize Page | &

Invoice Total I
Line Total 600.00 ]
*Currency usD @, L
Miscellaneous i= i
Freight =
Total 1,000.00| 4
Difference -400.00 i
Run Calculate Print
Cony From o V]
Find | View All

Personalize | Find | View All | (7| B2

Fund Src  Program Class Ay
Q [12385]Q a Q
v
>

Step

Action

44,

Enter the appropriate information into the Program field.

For this example, type 0000104.

< Home

Invoice Information Payments Voucher Attributes

Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher

Invoice Date |12/01/2020 [
Invoice Received [
SUPPLIER,BOX
Supplier ID 0000000323 Q,
ShortName SUPPLIBOXF-001 |Q
Location 000001 Q
*Address 1 Q
Save Save For Later
Copy From Source Document
PO Unit
Invoice Lines (2
Line 1 [JCopy Down
“Disrbute by [Amounl ]
Item (&}
Quantity |1.0000
uom
Unit Price |600.00000
Line Amount 600.00
Distribution Lines
GL Chart | Exchange Rate || Statistics | Assels
ggv"vyn Line Merchandise Amt  Quantity
HE O 1 600.00,

Invoice No SUPPLY2
Accounting Date 12/04/2020
*Pay Terms N30 ISV I

Basis Date Type Inv Date

Control Group Q
Incomplete Voucher

Action v

PO Number
SpeedChart Q
Ship To AP_0000001 Q
Description Exira Security Guard
Packing Slip
*GLUnit  *Account Fund “Dept
1.0000 42700 |Q 123456 Q101 Q, 000416

<

| New Window | Help | Personalize Page | I

Invoice Total l
Line Total 600.00 1
*Currency usD|Q L
Miscellaneous = b
Freight = 1
Total __1,00 00| i
Difference -400.00 1
Run Calculate Print
e L —]
Find | View All

Personalize | Find | View Al | 2| B3

Fund Src  Program Class EERE
@ [12345 |@, [oooo10a  |@ a
Y]
2>
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Step

Action

45.

The Class field identifies the unique appropriation budget key.

Click in the Class field.

Clazss

[ 1

< Home

Invoice Information Payments VYoucher Atfributes
Business Unit 42700
Voucher ID NEXT

Voucher Style Regular Voucher

Invoice Date 12/01/2020 [5)
Invoice Received
SUPPLIER,|
Supplier ID 0000000323 Q
ShortName SUPPLIBOXF-001 |
Location 000001 Q.
*Address |1 Q,
Save Save For Later

Copy From Source Document
PO Unit

Invoice Lines (2

tine 1 [Icopy Down
“Distribute by [Amount____ v/]
Item
Quantity |1.0000
uom
Unit Price |600.00000
Line Amount 600.00

Distribution Lines

GL Chart Exchange Rate Statistics Assets

Copy .
SopY - Line

HE O 1

Merchandise Amt  Quantity

600.00|

Invoice No SUPPLY2
Accounting Date 12/04/2020

*Pay Terms N30 af e
Basis Date Type Inv Date
Control Group Q

Incomplete Voucher

Action v

PO Number Copy PO

SpeedChart
Ship Te [AP_0000001

Q
Q

Description Exira Security Guard
Packing Slip

*GL Unit *Account Fund *Dept

1.0000 142700 |Q 123456

<

Q [101 Q, 000416

| New Window | Help | Personalize Page | & ~

Invoice Total I
Line Total 600.00
*Currency usD @, L
Miscellaneous = i
Freight =
Total 1,000.00| 4
Difference -400.00 b
Run Calculate Print
Cony From[Tione V]
Find | View All

Personalize | Find | View All | 22| B2

Fund Src  Program Class Ay
Q, [12345 @, [oooot0a  |qy a
v
>

Step

Action

46.

Enter the appropriate information into the Class field.

For this example, type 301.
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Job Aid

< Home

Invoice Information Payments Voucher Atiributes
Business Unit 42700
Voucher ID NEXT

Voucher Style Regular Voucher

Invoice Date [12/01/2020 [5)

Invoice Received
SUPPLIE

Supplier ID 0000000323 Q

ShortName SUPPLIBOXF-001 | Q
Location 000001 Q
*Address 1 Q,

Save Save For Later
Copy From Source Document

PO Unit

Inveice Lines (2

Line 1 []Copy Down
“Distribute by [Amount ]
Item
Quantity |1.0000
uom
Unit Price |600.00000
Line Amount 600.00

Distribution Lines

GL Chart Exchange Rate Statistics Assets
Copy . N ,
Do) Line Merchandise Amt  Quantity
HE O 1 500.00)

Invoice No SUPPLY2

Accounting Date 12/04/2020 [+
*Pay Terms N30 Q= e
Basis Date Type Inv Date
Control Group Q
Incomplete Voucher
Action v
PO Number Copy PO
SpeedChart Q
Ship Te |AP_0000001 Q
Description |Exira Security Guard
Packing Slip
*GL Unit *Account Fund “Dept
1.0000 142700 |Q 123456 Q [101 Q, 000416

<

| New Window | Help | Personalize Page | & ~

Invoice Total I
Line Total 600.00
*Currency usD @, L
Miscellaneous = i
Freight =
Total 1,000.00| 4
Difference -400.00 i
Run Calculate Print
Cony From o V]
Find | View All

Personalize | Find | View All | (7| B2

PCE
Fund Src  Program Class it
Q [123a5 | [ooootos  |q o1 |Q
v
>

Step Action

47.

Click the Horizontal scrollbar.

Use the Distribution Lines horizontal scrollbar to move to the right to display the hidden
columns and enter additional chartfield information.
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< Home

Invoice Information Payments
Business Unit 42700

Voucher ID NEXT
Voucher Style Regular Voucher

Invoice Date [12/01/2020 [51)

Invoice Received
SUPPLIERBOX

Supplier ID 0000000323 Q

ShortName SUPPLIBOXF-001 |Q

Location 000001 Q.

*Address |1 Q

Save Save For Later

Copy From Source Document
PO Unit

Inveice Lines (2

Line 1 []Copy Down
“Distribute by [Amount ]
Item
Quantity |1.0000
uom
Unit Price |600.00000
Line Amount 600.00

Distribution Lines

GL Chart Exchange Rate Statistics
Copy . N
Do) Line Merchandise Amt
HE O 1 500.00)

Voucher Atiributes

Invoice No SUPPLY2
Accounting Date 12/04/2020
*Pay Terms N30

S

Basis Date Type Inv Date

Control Group Q
Incomplete Voucher

Action v

PO Number

SpeedChart
Ship Te |AP_0000001

felye]

Description |Exira Security Guard
Packing Slip

Assets

Quantity feBus  project Activity

1.0000 Q a

| New Window | Help | Personalize Page | & ~

Invoice Total I
Line Total 600.00
*Currency usD @, L
Miscellaneous = i
Freight =
Total 1,000.00| 4
Difference -400.00 i
Run Calculate Print
Cony From o V]
Find | View All

Personalize | Find | View All | 7| B2

Source Type  Product Special Purpose  E

Q Q Q 2

Step

Action

48.

PC Bus
Unit

N

Click in the PC Bus Unit field.

Project Costing Business Units field is based on the business unit. If this field is required,
the Project and Activity field may also be required to save the voucher.
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< Home

| New Window | Help | Personalize Page | &

Invoice Information Payments Voucher Atiributes
Business Unit 42700 Invoice No [SUPPLY2 Invoice Total |
Voucher ID NEXT Accounting Date 12/04/2020 Line Total 600.00 '
Voucher Style Regular Voucher *Pay Terms N30 O\ﬂ Net 30 *Currency usD/Q !
Invoice Date [12/01/2020 & Basis Date Type Inv Date Miscellaneous oo
Invoice Received Freight =
SUPPLI|
- frhctatatel Total 1,000.00| 1
Supplier ID 0000000323 Q Control Group Q Difference 400,00 .
ShortName SUPPLIBOXF-001 | Q) Incomplete Voucher 4
Location 000001 Q.
*Address |1 Q
Save Save For Later Action ~ Run Calculate Print
Copy From Source Document
PO Unit PO Number Copy From[None /|
Invoice Lines (2 Find | View All
Line 1 [ Copy Down SpeedChart Q
*Distribute by Ship To|AP_0000001 Q.
Item Description |Exira Security Guard
Quantity 1.0000 Packing Slip
uom
Unit Price |600.00000
Line Amount 600.00
Distribution Lines Personalize | Find | View All | 22|
GL Chart Exchange Rate Statistics Assets
SOPY Line  Merchandise Amt  Quantity feBus  project Activity Source Type  Product Special Purpose  E
EHE O 1 600.00) 1.0000 Q a [ a Q a
< v

Step

Action

49.

For this example, type 42700.

Enter the appropriate information into the PC Bus Unit field.

< Home

Invoice Information Payments Voucher Attributes

Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date | 12/01/2020
Invoice Received

e s

SUPPLIERBOX
Supplier 1D 0000000323
ShortName SUPPLIBOXF-001
Location 000001
*Address 1

LLLRL

Save Save For Later

Copy From Source Document
PO Unit

Invoice Lines (2

Line 1 [JcCopy Down
“Distribute by
Item Q.
Quantity 1.0000
uom
Unit Price 600.00000
ine Amount 600.00
Distribution Lines
GL Chart | Exchange Rate

Statistics || Assets

Copy
Down

EE= O 1

Line Merchandise Amt  Quantity

600.00|

| New Window | Help | Personalize Page | 5

~
Invoice No|[SUPPLY2 LGEED LEE Non
Accounting Date 12/04/2020 Line Total 600.00 Ses
“Pay Terms N30 ™ jeiao “Currency uspjq ~ Con
Basis Date Type Inv Date Miscellaneous il Alta
Freight =i} With
Tem
Total __1,000 0| Adv
Control Group Q Difference -400.00 Sup
Incomplete Voucher Sup
Action v Run Calculate Print
PO Number e T a— R
Find | View All
SpeedChart Q =
™
Ship To AP_0000001 Q
W

Description Exira Security Guard

Packing Slip

PC Bus 3
i Project

1.0000 42700 |Q

<

Personalize | Find | View All |

Activity Source Type  Product Special Purpose  Bud

Q Q Q Q Q

Date Created: 12/7/2020 7:45:00 AM
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Step

Action

50.

voucher.

Click in the Project field.

Project

[ 4

The Project field captures additional information useful for grant and project accounting.
Based on the business unit, the Project and Activity field may be also required to save the

< Home

Invoice Information Payments Voucher Atiributes
Business Unit 42700

Voucher ID NEXT

Invoice No |SUPPLY2
Accounting Date [12/04/2020

Voucher Style Regular Voucher “Pay Terms N30 Qﬂ Net 30
Invoice Date 12/01/2020 Basis Date Type Inv Date
Invoice Received [H
SUPPLIER BOX

Supplier ID 0000000323 Q. Control Group Q.
ShortName [SUPPLIBOXF-001 |Q, Incomplete Voucher

Location 000001 Q

*Address 1 Q

Save Save For Later Action| [v]
Copy From Source Document
PO Unit PO Number Copy
Invoice Lines (7
Line 1 [lcopy Down SpeedChart Q
*Distribute by Ship To AP_0000001 Q
ltem Q Description Exira Security Guard
Quantity 1.0000 Packing Slip
uom
Unit Price 600.00000
Line Amount 600.00
Distribution Lines
GL Chart | Exchange Rate || Stafistics || Assets
gg:x Line Merchandise Amt  Quantity EE.B“‘ Project Activity
= O 1 600.00 1.0000 42700 |@ a
<
<

A =0

| New Window | Help | Personalize Page | 5 P
Invoice Total Non.
Line Total 600.00 Ses
*Currency usD Q, Con
Miscellaneous T | Afa
Freight = With
Tenm|
Total[  1,000.00] A
Difference -400.00 Sup
Sup.
Run Calculate Print

e L ra— RS

Find | View All
=
W
Personalize | Find | View All | | E 1
Source Type  Product Special Purpose  Bud

& Q < Q
W
>

Step

Action

ol.

For this example, type O1.

Enter the appropriate information into the Project field.
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< Home

n Paymentis

pss Unit 42700

cher ID NEXT

er Style Regular Voucher
jce Date | 12/01/2020
eceived

plier 1D 0000000323
ftName SUPPLIBOXF-001
pcation 000001

ddress |1

Save For Later

Source Document

PO Unit
Line 1 []Copy Down
Item
uantity 1.0000
uom
it Price 600.00000
fmount 600.00|
I Lines

Exchange Rate

Line

Voucher Atiributes

[z =

pLLLL

Stafistics
Merchandise Amt  Quantity

1 600.00

Invoice No |SUPPLY2
Accounting Date 12/04/2020
*Pay Terms N30

]
Y=

Basis Date Type Inv Date

Control Group R

Incomplete Voucher

Net30

Action

v

PO Number

SpeedChart
Ship To[AP_0000001

felye]

Description |Extra Security Guard

Packing Slip

PC Bus
Unit

42700 @, 01 Q
<

Project

1.0000|

Activity

| New Window | Help | Personalize Page | =/ ~
Invoice Total Non Merchandise Sum
Line Total 600.00 Session Defaults
*Currency UsD|@, Comments(0)
Miscellaneous = Attachments (0)
Freight = Withholding
Template List
Total 1,000.00 Advanced Supplier Sez
Difference -400.00 Supplier Hierarchy
Supplier 360
Run Calculate Print
e L —
Find | View All First ‘4’ 1of2
M one Asset
Work Order
Calculate
Personalize | Find | View Al |0 | B First (4 1011
Source Type  Product Special Purpose  Bud Ref Affiliat
Q Q Q Q
b4
>

Step Action

52.

For this example, no activity code will be entered.

Each Activity represents a specific task, schedule and status on a project. Based on the
business unit, the Activity field may be required. If applicable enter the appropriate
Activity code.

Date Created: 12/7/2020 7:45:00 AM
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< Home
yments Youcher Atiributes
42700 Invoice No SUPPLY2
NEXT Accounting Date 12/04/2020 [
Regular Voucher *Pay Terms N30 Qﬁ Met 30
12/01/2020 Ei] Basis Date Type Inv Date
SUPPLIER,BOX
000000323 Q Control Group Q
[PUPPLIBOXF-001 |Q Incomplete Voucher
000001 s}
i Q
Save For Later Action ]
Document
PO Number
[Icopy Down SpeedChart Q
[mount | Ship To/AP_0000001 s}
Description |Exira Security Guard
1.0000 Packing Slip
600.00000
600.00|
e Rale Stafistics Assels
Merchandise Amt  Quantity Peous  project Activity
1 600.00| 1.0000| 42700 Q01 Q
<
£

| Mew window | Help | Personalize Page |

=]

Invoice Total Non Merchandise Summary
Line Total 600.00 Session Defaults
*Cumency usD|a, Comments(0)
Miscellaneous =] Attachments (0)
Freight = Withholding
Template List
Total 1,000.00 Advanced Supplier Search
Difference -400.00 Supplier Hierarchy
Supplier 360
Run Calculate Print
L —
Find | View All First ‘4' 10f2 ‘*' Last
[lone Asset =
‘Work Order
Calculate
Personalize | Find | View All| 22| E¥ First (4 10f1 (0 Last
Source Type  Product Special Purpose  Bud Ref Affiliate
Q Q Q Q

Step

Action

53.

information.

Click the Horizontal scrollbar.

Scroll to the right side of the page to review and enter the remaining chartfield
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< Home /ﬁ\ E @
| New Window | Help | Personalize Page | il ~
yments Youcher Atiributes
42700 Invoice No [SUPPLY2 Invoice Total Non Merchandise Summary
INEXT Accounting Date 12/04/2020 Line Total 600.00 Session Defaults
Regular Voucher *Pay Terms N30 Qﬂ Net 30 *Cumrency usD|Q Comments(0)
2/01/2020 Basis Date Type Inv Date Miscellaneous w= Ma:"m?“'s (©
& Freight F3 | Withholding
Template List
SUPPLIER,BOX. Total 1,000.00 Advanced Supplier Search
000000323 Q Control Group Q Difference ~400 00 Supplier Hierarchy
UPPLIBOXF-001 | Incomplete Voucher Supplier 360
00001 [}
Q
Save For Later Action v Run Calculate Print
Document
p— P T —
Find | View All First ‘4' 10f2 ‘*' Last
SpeedChart Q =
Lcopy Down Shi [lone Asset =
Description |Extra Security Guard Work Order
1.0000 Packing Stip Calculate
600.00000
600.00|
Personalize | Find | View All| 22| E¥ First (4 10f1 (0 Last
e Rale || Stafistics || Asseis
Merchandise Amt  Quantity Source Type  Product Special Purpose | Bud Ref fhiliate Fund Affil  Openitem Budget Date
1 00,00 1.0000) [ Q a [2020 Q Q a a|[12/0412020 |5
< v
<

o4.

Once the voucher is saved, the Budget Reference defaults to the current year and the
Budget Date defaults to the current accounting date.

As necessary, change the Budget Reference and Budget Date to coincide with the budget
date on the transaction. For example, the dates may need to be changed during year-end
when 2 periods are open.

Date Created: 12/7/2020 7:45:00 AM
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< Home
yments Youcher Atiributes
42700 Invoice No SUPPLY2
MNEXT Accounting Date 12/04/2020
Regular Voucher *Pay Terms N30 a5 Net 30
12/01/2020 Basis Date Type Inv Date
[
SUPPLIER,BOX
000000323 Q Control Group Q
PUPPLIBOXF-001 |Q Incomplete Voucher
000001 Q,
1 Q
Save For Later Action | [v]
Document
PO Number Capy PO
[Icopy Down SpeedChart Q
[mount | Ship To/AP_0000001 s}
Description |Exira Security Guard
1.0000 Packing Slip
600.00000
600.00|
e Rale Stafistics Assels
Merchandise Amt  Quantity Activity Source Type  Product
1 600.00 1.0000] Q, Q,
<
£

| New Window | Help | Personalize Page | i/

Invoice Total
Line Total 600.00
*Cumrency usD|Q
Miscellaneous =]
Freight =
Total 1,000.00
Difference -400.00
Run Calculate Print
coy From
Find | View All

Q

Personalize | Find | View All| £ B

Special Purpose  Bud Ref Affiliate

Q, [2020 a

Non Merchandise Summary
Session Defaulls
Comments(0)

Attachments (0)
Withholding

Template List

Advanced Supplier Search
Supplier Hierarchy

Supplier 360
Go
First ‘4 10f2 '} Last
[lone Asset =
‘Work Order
Calculate
First (4 10f1 & Last

Fund Affil  Openitem

Q Q ‘

Step

Action

95.

display the hidden distribution lines.

Click the Show next row button.

First ‘4 10f 2 7 ]Last

Use the Navigation bar View All, Show Previous or Show Next row Arrow links to
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< Home /ﬁ\ E @

| New Window | Help | Personalize Page | & ~
Invoice Information Eayments Voucher Attributes
Business Unit 42700 Invoice No SUPPLY2 Invoice Total |
Voucher ID NEXT Accounting Date 12/04/2020 [ Line Total 600.00
Voucher Style Regular Voucher *Pay Terms N30 O\ﬂ Net 30 *Currency usD|@, [
Invoice Date [12/01/2020 Gl Basis Date Type Inv Date Miscellaneous =g
Invoice Received Freight =
SUPPLIER,BOX
N r———— Total 1,000.00|
Supplier ID DO00000323 Q Control Group Q Difference 400,00
ShortName SUPPLIBOXF-001 |G, Incomplete Voucher
Location 000001 Q
*Address 1 Q
Save Save For Later Action ~ Run Calculate Print
Copy From Source Document
PO Unit PO Number Copy PO Copy From[None /|
Invoice Lines (2 | Find | View Al
me 2 []CopyDown SpeedChart Q
*Distribute by Ship To|AP_0000001 Q.
Item Q Description
Quantity Packing Slip
uom
Unit Price
Line Amount 0.00
Distribution Lines Personalize | Find | View All | 22|
GL Chart || Exchange Rate || Stafistics || Assets
SOPY Line  Merchandise Amt  Quantity “GLUnit  *Account Fund “Dept Fund Src  Program Class e
EHE O 1 0.00) 42700 |@, a Q Q Q Q a
€
< >

Step

Action

56.

For this example, Invoice Line 1 charges are for the Extra Security Guard. Invoice Line 2
charges are for the Regular Security Guard.

The Chartfield string will be the same for both invoice lines except for the department
codes to be charged.
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< Home

Invoice Information Eayments Voucher Attributes

Business Unit 42700

Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date |12/01/2020 [E]
Invoice Received
SUPPLIER,BOX

Supplier ID D000000323

‘ShortName BUPPLIBOXF-001

Location 000001

*Address 1

Save Save For Later
Copy From Source Document

PO Unit

Inveice Lines (2

Line 2 []CopyDown
“Distribute by [Amount ]
Item
Quantity
uom
Unit Price
Line Amount 0.00

Distribution Lines

GL Chart Exchange Rate Statistics Assets
Copy . " ,
Do) Line Merchandise Amt  Quantity
HE O 1 0.00]

Invoice No SUPPLY2
Accounting Date 12/04/2020
*Pay Terms N30

[
o ez

Basis Date Type Inv Date

Control Group Q
Incomplete Voucher

Action v

PO Number Copy PO

SpeedChart
Ship Te |AP_0000001

felye]

Description

Packing Slip

*GL Unit *Account Fund

42700 |@ a Q
<

| New Window | Help | Personalize Page | & ~

Invoice Total I
Line Total 600.00
*Currency usD @, L
Miscellaneous = i
Freight =
Total 1,000.00| 4
Difference -400.00 i
Run Calculate Print
Cony From o V]
Find | View Al

Personalize | Find | View All | 7| B2

PCE
Fund Src  Program Class it
Q Q @ Q
v
>

Step

Action

o7.

Use the Description field to enter brief definition of the charges related to the Invoice Line

for this voucher.

Click in the Description field.

Description|
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< Home

Invoice Information Eayments Voucher Attributes
Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date 12/01/2020

=
Invoice Received

Supplier ID D000000323

‘ShortName BUPPLIBOXF-001
Location 000001
*Address 1

Save Save For Later

Copy From Source Document
PO Unit

Inveice Lines (2

Line 2 []CopyDown
“Distribute by [Amount ]
Item
Quantity
uom
Unit Price
Line Amount 0.00
Distribution Lines
GL Chart Exchange Rate Statistics

Copy
Down i€

HE O 1 0.00)

Assets

Merchandise Amt  Quantity

Invoice No SUPPLY2
Accounting Date 12/04/2020

*Pay Terms [N30 af erao

Basis Date Type Inv Date

Control Group Q

Incomplete Voucher

Action v

PO Number

SpeedChart
Ship Te |AP_0000001

felye]

Description

Packing Slip

*GL Unit *Account Fund *Dept

42700 |@ a Q
<

| New Window | Help | Personalize Page | & ~

Invoice Total I

Line Total 600.00
*Currency usD @, L
Miscellaneous = i
Freight =
Total 1,000.00| 4
Difference -400.00 i

Run Calculate Print
e L T —

Find | View Al

Personalize | Find | View All | 7| B2

PCE
Fund Src  Program Class it
Q Q @ Q
v
>

Step

Action

58.

The Description is passed to the General Ledger and is useful for inquiries. The field is 30

characters long.

For this example, type Regular Security Guard into the Description field.

Description|
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< Home

Invoice Information Eayments Voucher Attributes
Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date 12/01/2020

=
Invoice Received

Supplier ID D000000323

‘ShortName BUPPLIBOXF-001
Location 000001
*Address 1

Save Save For Later

Copy From Source Document
PO Unit

Inveice Lines (2

Line 2 []CopyDown
“Distribute by [Amount ]

Item

Quantity

uom

Unit Price
Line Amount 0.00

Distribution Lines

GL Chart Exchange Rate Statistics
SOPY Line  Merchandise Amt

HE O 1 0.00)

Assets

Quantity

Invoice No SUPPLY2
Accounting Date 12/04/2020
*Pay Terms [N30 oY=

Net 30
Basis Date Type Inv Date
Control Group Q
Incomplete Voucher
Action v

PO Number

SpeedChart
Ship Te |AP_0000001

@
Q
Description Regular Security Guard

Packing Slip

*GL Unit

42700 |@ a Q
<

*Account Fund *Dept

| New Window | Help | Personalize Page | &

Invoice Total I
Line Total 600.00 1
*Currency usD|@, [
Miscellaneous i= i
Freight =
Total 1,000.00| 4
Difference -400.00 b
Run Calculate Print
Cony From o V]
Find | View Al

Personalize | Find | View All | 7| B2

PCE

Fund Src  Program Class s

Q Q Q Q

Step

Action

59.

Click in the Line Amount field.

Line Amount|

0.00|

< Home

Invoice Information Eayments Voucher Attributes
Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date 12/01/2020 [Ex]
Invoice Received
PLII
Supplier ID D000000323
ShortName SUPPLIBOXF-001
Location 000001
“Address 1

Save Save For Later

Copy From Source Document
PO Unit

Inveice Lines (2

Line 2 [JcopyDown
“Distribute by [Amount ]
Item
Quantity
uom
Unit Price
Line Amount 0.00
Distribution Lines
GL Chart Exchange Rate Statistics

Coy
Down  Line

BHE O 1 0.00)

Assets

Merchandise Amt  Quantity

Invoice No SUPPLY2

Accounting Date 12/04/2020 ]
*Pay Terms [N30 af erso
Basis Date Type Inv Date
Control Group Q
Incomplete Voucher
Action v

PO Number

SpeedChart
Ship Te |AP_0000001

a
Q
Description |Regular Security Guard

Packing Slip

*GL Unit

42700 |@ a Q
<

*Account Fund *Dept

| New Window | Help | Personalize Page | T

Invoice Total I
Line Total 600.00 1
*Currency usD|@, [
Miscellaneous 53 i
Freight =i 1
Total 1,000.00| 4
Difference -400.00 b
Run Calculate Print
Copy From
Find | View Al

Personalize | Find | View All | 7| B2

PCE
Fund Src  Program Class it
Q Q Y Q
>
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Step

Action

60.

Enter the appropriate amount into the Line Amount field.

For this example, type 400.00.

Line Amount|

0.00|

< Home

Invoice Information Payments Voucher Attributes

Business Unit 42700

Invoice No SUPPLY2

Voucher ID NEXT Accounting Date 12/04/2020 [H
Voucher Style Regular Voucher “Pay Terms N30 o Net 30
Invoice Date |12/01/2020 Ei] Basis Date Type Inv Date
Invoice Received
Supplier ID D000000323 Q Control Group Q
ShortName SUPPLIBOXF-001 |G, Incomplete Voucher
Location 000001 Q
*Address 1 Q
Save Save For Later Action V]
Copy From Source Document
PO Unit PO Number
Invoice Lines (2
tine 2 [Jcopy Down SpeedChart Q
“Distribute by ship To[AP_0000001 Q
Item Description Reqgular Security Guard
Quantity Packing Slip
uom
Unit Price
Line Amount 400.00
Distribution Lines
GL Chart Exchange Rate Statistics Assets
E;% Line Merchandise Amt  Quantity *GLUnit  *Account Fund “Dept
EHE O 1 0.00) 42700 |@, a Q
<

| New Window | Help | Personalize Page | & ~

Invoice Total I
Line Total 600.00 ]
*Currency usD @, L
Miscellaneous i= i
Freight =
Total 1,000.00| 4
Difference -400.00 b
Run Calculate Print
Cony From[Tione V]
Find | View Al

Personalize | Find | View All | 22| B2

PCE
Fund Src  Program Class it
Q Q @ Q
v
>

Step

Action

61.

Click in the Account field.

=Account

[ ]
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< Home

Invoice Information Eayments Voucher Attributes
Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date 12/01/2020

=
Invoice Received

Supplier ID D000000323

‘ShortName BUPPLIBOXF-001
Location 000001
*Address 1

Save Save For Later
Copy From Source Document

PO Unit

Inveice Lines (2

Line 2 []CopyDown
“Distribute by [Amount ]
Item
Quantity
uom
Unit Price
Line Amount 400.00

Distribution Lines

GL Chart Exchange Rate Statistics Assets
Copy . " ,
Do) Line Merchandise Amt  Quantity
HE O 1 0.00]

Invoice No SUPPLY2
Accounting Date 12/04/2020
*Pay Terms N30

Basis Date Type Inv Date

Control Group

[
o ez

aQ

Incomplete Voucher

Action

v

PO Number

SpeedChart
Ship Te |AP_0000001

Q
a

Description Regular Security Guard

Packing Slip

*GL Unit *Account
42700 |@

<

Fund

| New Window | Help | Personalize Page | &

Invoice Total I
Line Total 600.00 ]
*Currency usD @, L
Miscellaneous i= i
Freight =
Total 1,000.00| 4
Difference -400.00 i
Run Calculate Print
Cony From o V]
Find | View Al

Personalize | Find | View All | 7| B2

PCE

Fund Src  Program Class s

Q Q Q Q

Step

Action

62.

Enter the appropriate code into the Account field.

For this example, type 123456.

< Home

Invoice Information

Payments Vo

Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date | 12/01/2020
Invoice Received

g

SUPPLIER,BOX

Supplier 1D 0000000323

ShortName SUPPLIBOXF-001
Location 000001
“Address 1

PP

Save Save For Later

Copy From Source Document
PO Unit

Invoice Lines (2

Line 2 [JcCopy Down
“Distribute by [Amount_ v/]
Item (&}
Quantity
uom
Unit Price
Line Amount 400.00

Distribution Lines

GL Chart | Exchange Rate || Statistics | Assels
ggv"vyn Line Merchandise Amt  Quantity
®EE= O 1 400.00,

Invoice No SUPPLY2

Accounting Date 12/04/2020
*Pay Terms N30 a3
Basis Date Type Inv Date
Control Group Q
Incomplete Voucher
Action ~
PO Number
SpeedChart

Ship To AP_0000001

aQ
a

Description Regular Security Guard

Packing Slip

*GLUnit  “Account

42700 |Q 123456
<

Fund

Q Q

| New Window | Help | Personalize Page | I

Invoice Total l
Line Total 1,000.00 1
*Currency usD|Q L
Miscellaneous = b
Freight = 1
Total __1,00 00| i
Difference 0.00 1
Run Calculate Print
e L —]
Find | View Al

Personalize | Find | View Al | 2| B3

PCE

Fund Src Program Class i

Q Q aQ Q
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Step

Action

63.

Click in the Fund field.

Fund

[

< Home

Invoice Information Eayments Voucher Attributes

Business Unit 42700 Invoice No SUPPLY2
Voucher ID NEXT Accounting Date 12/04/2020 Ei]
Voucher Style Regular Voucher *Pay Terms N30 o Net 30
Invoice Date |12/01/2020 Eﬂ Basis Date Type Inv Date
Invoice Received
Supplier ID DO00000323 Q Control Group Q
ShortName SUPPLIBOXF-001 |G Incomplete Voucher
Location 000001 Q
*Address 1 Q
Save Save For Later Action V]
Copy From Source Document
PO Unit PO Number
Inveice Lines (2
Line 2 [ copy Down SpeedChart Q
*Distribute by Ship To|AP_0000001 Q.
Item Q Description Regular Security Guard
Quantity Packing Slip
uom
Unit Price
Line Amount 400.00

Distribution Lines
GL Chart Exchange Rate Statistics Assets

E:% Line Merchandise Amt  Quantity *GL Unit *Account Fund *Dept
BHE O 1 400.00] 42700 | [123856 |Q Q
<

| New Window | Help | Personalize Page | T ~

Invoice Total I
Line Total 1,000.00
*Currency usD @, L
Miscellaneous = i
Freight = i
Total 1,000.00| 4
Difference 0.00 i
Run Calculate Print
Cony From o V]
Find | View Al
Personalize | Find | View Al | 21| B
Fund Src  Program Class Ay
Q Q a a
b4
>

Step

Action

64.

Enter the appropriate information into the Fund field.

For this example, type 101.
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Page 57




Job Aid

< Home

Invoice Information Eayments Voucher Attributes

Business Unit 42700 Invoice No SUPPLY2

Voucher ID NEXT Accounting Date | 12/04/2020 &)
Voucher Style Regular Voucher *Pay Terms |N30 O\ﬁ Met 30
Invoice Date 12/01/2020 @ Basis Date Type Inv Date
Invoice Received
SUERLI
Supplier ID|3000000323 Q Control Group Q
ShortName SUPPLIBOXF-001 | @ Incomplete Voucher
Location 000001 Q.
*Address 1 Q
Save Save For Later Action V]
Copy From Source Document
PO Unit PO Number
Inveice Lines (2
Line 2 []CopyDown SpeedChart Q
*Distribute by Ship To|AP_0000001 Q.
Item Description Regular Security Guard
Quantity Packing Slip
uom
Unit Price
Line Amount 400.00
Distribution Lines
GL Chart Exchange Rate Statistics Assets
EE"’VV“ Line Merchandise Amt  Quantity *GLUnit  *Account Fund “Dept
EHE O 1 400.00) 2700 |@ (123256 @ [101 @

<

| New Window | Help | Personalize Page | &

Invoice Total I
Line Total 1.000.00 ]
*Currency usD @, L
Miscellaneous i= i
Freight =
Total 1,000.00| 4
Difference 0.00 i
Run Calculate Print
Cony From o V]
Find | View Al

Personalize | Find | View All | 1| B2

PCE
Fund Src  Program Class it
Q Q @ Q
v
>

Step

Action

65.

Click in the Dept field.
*Dﬂ'ﬂt

[ =
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Job Aid

< Home

Invoice Information Eayments Voucher Attributes
Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date 12/01/2020

=
Invoice Received

Supplier ID D000000323

ShortName BUPPLIBOXF-001
Location 000001
*Address 1

Save Save For Later

Copy From Source Document
PO Unit

Inveice Lines (2

Line 2 []CopyDown

“Distribute by [Amount ]

Item

Quantity

uom

Unit Price

Line Amount 400.00
Distribution Lines

GL Chart Exchange Rate

Statistics Assets

Copy
Down i€

HE O 1

Merchandise Amt  Quantity

400.00|

Invoice No SUPPLY2
Accounting Date 12/04/2020
*Pay Terms N30

Basis Date Type Inv Date

Control Group

o ez

aQ

Incomplete Voucher

Action

v

PO Number

SpeedChart
Ship Te |AP_0000001

Q
a

Description Regular Security Guard

Packing Slip

*GL Unit *Account
142700 |Q 123456

<

Fund “Dept

q [101 @

| New Window | Help | Personalize Page | &

Invoice Total I
Line Total 1.000.00 ]
*Currency usD @, L
Miscellaneous i= i
Freight =
Total 1,000.00| 4
Difference 0.00 i
Run Calculate Print
Cony From o V]
Find | View Al

Personalize | Find | View All | 1| B2

PCE

Fund Src  Program Class s

Q Q Q Q

Step

Action

66.

Enter the appropriate information into the Dept field.

For this example, type 00000680.

< Home

Invoice Information

Payments Vo

Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date | 12/01/2020
Invoice Received

g

SUPPLIER,BOX

Supplier 1D 0000000323

ShortName SUPPLIBOXF-001
Location 000001
“Address 1

PP

Save Save For Later

Copy From Source Document
PO Unit

Invoice Lines (2

Line 2 [JcCopy Down
“Distribute by [Amount_ v/]
Item (&}
Quantity
uom
Unit Price
Line Amount 400.00
Distribution Lines
GL Chart || Exchange Rate

Statistics || Assets

Copy |; A .
G Line Merchandise Amt  Quantity

®EE= O 1

400.00|

Invoice No SUPPLY2

Accounting Date 12/04/2020
*Pay Terms N30 a3
Basis Date Type Inv Date
Control Group Q
Incomplete Voucher
Action ~
PO Number
SpeedChart

Ship To AP_0000001

aQ
a

Description Regular Security Guard

Packing Slip

*GLUnit  “Account

42700 |Q 123456
<

Fund “Dept

Q101

Q (00000680

| New Window | Help | Personalize Page | I

Invoice Total l
Line Total 1,000.00 1
*Currency usD|Q L
Miscellaneous = b
Freight = 1
Total __1,00 00| i
Difference 0.00 1
Run Calculate Print
e L —]
Find | View Al

Personalize | Find | View Al | 2| B3

PCE

Fund Src Program Class i

Q Q aQ Q
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Step

Action

67.

Click in the Fund Src field.

Fund Src

[ Q]

< Home

Invoice Information Payments

Voucher Attributes

| New Window | Help | Personalize Page | I P

Business Unit 42700 Invoice No|SUPPLY2 Invoice Total |
Voucher ID NEXT Accounting Date | 12/04/2020 Line Total 1,000.00
Voucher Style Regular Voucher “Pay Terms N30 QE Net 30 *Currency usD|Q |
Invoice Date[12/01/2020 & Basis Date Type Inv Dale Miscellaneous = o
Invoice Received [ Freight| =
SUPPI
Pl Total _1,000‘00 i
Supplier 1D 3000000323 Q Control Group Q Difference 0.00 !
ShortName SUPPLIBOXF-001 |Q Incomplete Voucher }
Location 000001 Q
*Address 1 Q
Save Save For Later Action v Run Calculate Print
Copy From Source Document
PO Unit PO Number Copy PO Copy From[None /|
Invoice Lines (7 Find | View Al
Line 2 [JCopy Down SpeedChart Q
“Distribute by [Amount_ v/] Ship To AF_0000001 Q
Item (&} Description Regular Security Guard
Quantity Packing $lip
uom
Unit Price
Line Amount 400.00
Distribution Lines Personalize | Find | view Al | & | B2
GL Chart | Exchange Rate || Statistics | Assels
gg\% Line Merchandise Amt  Quantity *GLUnit  *Account Fund *Dept Fund Src  Program Class ng
® = O 1 400.00, 42700 (@ (123456 @ [101 |@ [ooooosso  |&y s} a aQ
< v
< >

68.

Enter the appropriate information into the Fund Src field.

For this example, type 12345.
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Job Aid

< Home

Invoice Information Eayments Voucher Attributes
Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date 12/01/2020

=
Invoice Received

Supplier ID D000000323

ShortName BUPPLIBOXF-001
Location 000001
*Address 1

Save Save For Later

Copy From Source Document
PO Unit

Inveice Lines (2

Line 2 []CopyDown

“Distribute by [Amount ]

Item

Quantity

uom

Unit Price

Line Amount 400.00
Distribution Lines

GL Chart Exchange Rate Statistics Assets

Copy . . .
SopY Line  Merchandise Amt  Quantity

400.00|

HE O 1

Invoice No SUPPLY2
Accounting Date 12/04/2020 [
*Pay Terms [N30 af erao
Basis Date Type Inv Date
Control Group Q
Incomplete Voucher
Action v

PO Number

SpeedChart

@
Ship To|AP_0000001 a

Description Regular Security Guard

Packing Slip

*GL Unit *Account Fund

“Dept

Q@ 00000630

142700 |Q 123456 Q [101

<

| New Window | Help | Personalize Page | &

Invoice Total I
Line Total 1.000.00 ]
*Currency usD @, L
Miscellaneous i= i
Freight =
Total 1,000.00| 4
Difference 0.00 i
Run Calculate Print
Cony From o V]
Find | View Al

Personalize | Find | View All | 7| B2

PCE

Fund Src  Program Class s

Q 12345 | [sY a

Step Action

69.

Program

[ &

Click in the Program field.
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< Home

Invoice Information Eayments Voucher Attributes
Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date 12/01/2020

=
Invoice Received

Supplier ID D000000323

ShortName BUPPLIBOXF-001
Location 000001
*Address 1

Save Save For Later
Copy From Source Document

PO Unit

Inveice Lines (2

Line 2 []CopyDown
“Distribute by [Amount ]
Item
Quantity
uom
Unit Price
Line Amount 400.00

Distribution Lines

GL Chart Exchange Rate Statistics Assets
Copy . N ,
Do) Line Merchandise Amt  Quantity
HE O 1 400.00)

Invoice No SUPPLY2
Accounting Date 12/04/2020
*Pay Terms N30

Basis Date Type Inv Date

Control Group

[
o ez

aQ

Incomplete Voucher

Action

v

PO Number

SpeedChart
Ship Te |AP_0000001

Q
a

Description Regular Security Guard

Packing Slip

*GL Unit *Account
142700 |Q 123456

<

Fund

“Dept

q, [101_|@ [00000680

| New Window | Help | Personalize Page | &

Invoice Total I
Line Total 1.000.00 ]
*Currency usD @, L
Miscellaneous i= i
Freight =
Total 1,000.00| 4
Difference 0.00 i
Run Calculate Print
Cony From o V]
Find | View Al

Personalize | Find | View All | 7| B2

PCE

Fund Src  Program Class s

Q 12345 | [sY a

Step

Action

70.

Enter the appropriate information into the Program field.

For this example, type 0000104.

< Home

Invoice Information

Payments Vo

Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date | 12/01/2020
Invoice Received

g

SUPPLIER,BOX

Supplier 1D 0000000323

ShortName SUPPLIBOXF-001
Location 000001
“Address 1

PP

Save Save For Later

Copy From Source Document
PO Unit

Invoice Lines (2

Line 2 [JcCopy Down
“Distribute by [Amount_ v/]
Item (&}
Quantity
uom
Unit Price
Line Amount 400.00

Distribution Lines

GL Chart | Exchange Rate || Statistics | Assels
ggv"vyn Line Merchandise Amt  Quantity
®EE= O 1 400.00,

Invoice No SUPPLY2
Accounting Date 12/04/2020
*Pay Terms N30 a3
Basis Date Type Inv Date
Control Group Q
Incomplete Voucher
Action ~
PO Number
SpeedChart

Ship To AP_0000001

aQ
a

Description Regular Security Guard

Packing Slip

*GLUnit  “Account

42700 |Q 123456
<

Fund

“Dept

@ [101|@ [oooooss0

| New Window | Help | Personalize Page | I

Invoice Total l
Line Total 1,000.00 1
*Currency usD|Q L
Miscellaneous = b
Freight = 1
Total __1,00 00| i
Difference 0.00 1
Run Calculate Print
e L —]
Find | View Al

Personalize | Find | View Al | 2| B3

PCE

Fund Src Program Class i

Q [12345 |@, [ooo010a  |@ a
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Step Action

71. Click in the Class field.

Clazs

[

< Home

| New Window | Help | Personalize Page | I P
Invoice Information Payments Voucher Attributes
Business Unit 42700 Invoice No SUPPLY2 Invoice Total |
Voucher ID NEXT Accounting Date | 12/04/2020 Line Total 1,000.00
Voucher Style Regular Voucher *Pay Terms N30 O\ﬂ Net 30 *Currency usD|Q |
Invoice Date [12/01/2020 [} Basis Date Type Inv Date Miscellaneous = o
Invoice Received [ Freight| =
SUPPLIEI
———— Total 1,000.00] L
Supplier 1D 0000000323 Q Control Group Q Difference 0.00 !
ShortName SUPPLIBOXF-001 |Q_ Incomplete Voucher }
Location 000001 Q
*Address 1 Q
Save Save For Later Action v Run Calculate Print
Copy From Source Document
PO Unit PO Number Copy PO Copy From[None /|
Invoice Lines (7 Find | View Al
Line 2 [JCopy Down SpeedChart Q
*Distribute hy Ship To AP_0000001 Q
Item (&} Description Regular Security Guard
Quantity Packing $lip
uom
Unit Price
Line Amount 400.00
Distribution Lines Personalize | Find | view Al | & | B2
GL Chart | Exchange Rate || Statistics | Assels
gg\% Line Merchandise Amt  Quantity *GLUnit  *Account Fund *Dept Fund Src  Program Class ng
® = O 1 400.00, 42700 | [123456 @ [101 | [ooocos80  |@ [12345 |@ [oooo104  |@y aQ
< v
< >

72.

For this example, type 301

Enter the appropriate information into the Class field.
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Job Aid SAo

< Home

| New Window | Help | Personalize Page | & ~
Invoice Information Eayments Voucher Attributes
Business Unit 42700 Invoice No SUPPLY2 Invoice Total |
Voucher ID NEXT Accounting Date 12/04/2020 [ Line Total 1,000.00
Voucher Style Regular Voucher *Pay Terms N30 O\ﬂ Net 30 *Currency usD|@, [
Invoice Date [12/01/2020 Gl Basis Date Type Inv Date Miscellaneous =g
Invoice Received Freight =
SUPPLIER,BOX
i e ——— Total 1,000.00 L
Supplier ID DO00000323 Q Control Group Q Difference 0.00 .
ShortName SUPPLIBOXF-001 |G, Incomplete Voucher
Location 000001 Q
*Address 1 Q
Save Save For Later Action ~ Run Calculate Print
Copy From Source Document
PO Unit PO Number Copy PO Copy From[None /|
Invoice Lines (2 Find | View Al
Line 2 []CopyDown SpeedChart Q
*Distribute by Ship To|AP_0000001 Q.
Item Q Description Regular Security Guard
Quantity Packing Slip
uom
Unit Price
Line Amount 400.00
Distribution Lines Personalize | Find | View All | 22| 2
GL Chart Exchange Rate Statistics Assets
SOPY Line  Merchandise Amt  Quantity “GLUnit  *Account Fund “Dept Fund Src  Program Class Ay
EHE O 1 400.00) 42700 @ (123456 Q [101|Q (00000680 |Q [12345|Q [0000104  |Q 301 |Q
< b4
< >

Step Action

73. Use the Distribution Lines horizontal scrollbar to move to the right to display the hidden
columns and enter additional chartfield information.

Click the Horizontal scrollbar.
I ( II
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< Home

Invoice Information Eayments

Business Unit 42700
Voucher ID NEXT

Voucher Attributes

Invoice No SUPPLY2

Accounting Date 12/04/2020

Voucher Style Regular Voucher

Invoice Date 12/01/2020

=
Invoice Received

Supplier ID D000000323 QU
ShortName SUPPLIBOXF-001 | Q
Location 000001 Q
*Address 1 Q

Save Save For Later

Copy From Source Document
PO Unit

Inveice Lines (2

Line 2 []CopyDown
“Distribute by [Amount ]
Item
Quantity
uom
Unit Price
Line Amount 400.00

Distribution Lines

GL Chart Exchange Rate Statistics Assets
Copy . N ,
Do) Line Merchandise Amt  Quantity
HE O 1 400.00)

Ship Te |AP_0000001
Description Regular Security Guard

Packing Slip

PC Bus

Unit Project

felye]

Activity

*Pay Terms [N30 af erao
Basis Date Type Inv Date
Control Group Q
Incomplete Voucher
Action v
PO Number
SpeedChart

| New Window | Help | Personalize Page | &
Invoice Total I
Line Total 1.000.00 ]
*Currency usD|Q,
Miscellaneous i= i
Freight =
Total 1,000.00
Difference 0.00
Run Calculate Print
Cony From o V]
Find | View Al
Personalize | Find | View All | 21| B
Source Type  Product Special Purpose B!
Q @ Q Q
>

Step

Action

74.

Click in the PC Bus Unit field.

PC Bus
Unit

E
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< Home

Invoice Information Eayments
Business Unit 42700

Voucher ID NEXT
Voucher Style Regular Voucher

Invoice Date 12/01/2020 [5)
Invoice Received
Supplier ID 2000000323 Q
ShortName SUPPLIBOXF-001 |2
Location 000001 (&}
*Address |1 Q
Save Save For Later
Copy From Source Document
PO Unit
Invoice Lines (2
Line 2 []Copy Down
Item
Quantity
vom
Unit Price
Line Amount 400.00
Distribution Lines
GL Chart Exchange Rate Statistics
CORY Line  Merchandise Amt
HE O 1 400.00)
£

Voucher Affributes

Assets

Quantity

Invoice No SUPPLY2
Accounting Date 12/04/2020

*Pay Terms N30 et
Basis Date Type Inv Date
Control Group Q

Incomplete Voucher

Action ~

PO Number

SpeedChart
Ship To|AP_0000001

pL

Description|Regular Security Guard

Packing Slip

PC Bus .
e Project

Q Q

Activity

| New Window | Help | Personalize Page | i) ~
Invoice Total Non.
Line Total 1.000.00 Ses
*Currency USsD @ Con
Miscellaneous = Atta
Freight = With
Tem
Total 1,000.00 Adv
Difference 0.00 Sup
Sup
Run Calculate Print

O L —

Find | View All
[
W
Personalize | Find | View All | 20| B |
Source Type  Product Special Purpose  Bud F

Q Q Q Q
b4
>

Step

Action

75.

For this example, type 42700.

Enter the appropriate information into the PC Bus Unit field.

< Home

Invoice Information Payments
Business Unit 42700
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date |12/01/2020 [
Invoice Received [E
SUPPLIER,BOX

Supplier 1D 1000000323 Q
ShortName SUPPLIBOXF-001 | Q@
Location 000001 Q
*Address 1 Q

Save Save For Later

Copy From Source Document
PO Unit

Invoice Lines (2

Line 2 [Jcopy Down
“Distribute by
Item Q.
Quantity
uom
Unit Price
ine Amount 400.00
Distribution Lines
GL Chart | Exchange Rate || Statistics

Copy
Down

EE= O 1

Line Merchandise Amt

400.00|

Voucher Aftributes

Assets

Quantity

Invoice No SUPPLY2
Accounting Date 12/04/2020

*Pay Terms N30 5%
Basis Date Type Inv Date
Control Group Q,
Incomplete Voucher
Action v

PO Number

SpeedChart
Ship To AP_0000001

L L

Description Regular Security Guard

Packing Slip

Project

PC Bus .
i Activity

42700 @, a
<

| New Window | Help | Personalize Page | 5 P
Invoice Total Non.
Line Total 1,000.00 Ses|
*Currency usD|Q, Con
Miscellaneous = Altal
Freight =i} With
Tem
Total __1,000 0| Adv
Difference 0.00 Sup
Sup.
Run Calculate Print

e L r— RS

Find | View All
&
W
Personalize | Find | View All | |
Source Type  Product Special Purpose  Bud F

Q Q Q Q
W
>
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Step

Action

76.

Project

[ ©

Click in the Project field.

< Home

| New Window | Help | Personalize Page | 5

~
Invoice Information Payments Voucher Aftributes
Business Unit 42700 Invoice No SUPPLY2 LGEED LEE Non
Voucher ID NEXT Accounting Date 12/04/2020 Line Total 1,000.00 Ses
Voucher Style Regular Voucher *Pay Terms N30 Qﬂ Net 30 *Currency usD|Q Con
Invoice Date [12/01/2020 5 Basis Date Type Inv Date Miscellaneous 7 | Ata
Invoice Received [E Freight; = Wi
Tem
SUPPLIE
— Total 1,000.00 Adv
Supplier 1D 0000000323 Q Control Group Q, Difference 0.00 Sup
ShortName SUPPLIBOXF-001 | Q@ Incomplete Voucher Sup
Location 000001 Q
*Address 1 Q
Save Save For Later Action v Run Calculate Print
Copy From Source Document
PO Unit PO Number Copy PO CopyFrom[None  v| o
Invoice Lines (7 Find | View All
Line 2 [ICopy Down SpeedChart Q B
*Distribute by Ship To AF_0000001 Q
ltem Q. Description Regular Security Guard w
Quantity Packing Slip
uom
Unit Price
Line Amount 400.00
Distribution Lines Personalize | Find | view Al | 0| B
GL Chart || Exchange Rate || Statistics || Assets
E‘;:Vn Line Merchandise Amt  Quantity Eﬁf“ Project Activity Source Type  Product Special Purpose  Bud F
E= O 1 400.00 42700 | Q) a aQ a Q. a
< v
< >

77.

For this example, type O1.

Enter the appropriate information into the Project field.
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< Home

n Paymentis Voucher Atiributes
ss Unit 42700

cher ID NEXT

pr Style Regular Voucher
ke Date 12/01/2020
pceived

(= =

plier ID 2000000323
[tName SUPPLIBOXF-001
cation 000001

[ddress 1

LLLL

Save For Later

Source Document

PO Unit

Line 2 []Copy Down
Item
juantity
uom
it Price
fmount 400.00|
I Lines

Exchange Rate Stafistics

Line

1 400.00

Assels

Merchandise Amt  Quantity

Invoice No SUPPLY2
Accounting Date |12/04/2020 [+

*Pay Terms N30 QT etao
Basis Date Type Inv Date
Control Group Q
Incomplete Voucher
Action v
PO Number Copy PO
SpeedChart (¥
Ship To[AP_0000001 a
Description | Regular Security Guard
Packing Slip
eBus project Activity
42700 |, [01 Q
<

| New Window | Help | Personalize Page | =/ ~
Invoice Total Non Merchandise Sum
Line Total 1,000.00 Session Defaults
*Currency UsD|@, Comments(0)
Miscellaneous = Attachments (0)
Freight = Withholding
Template List
Total 1,000.00 Advanced Supplier Sez
Difference 0.00 Supplier Hierarchy
Supplier 360
Run Calculate Print
e L —
Find | View All First '4' 2 of 2
M one Asset
Work Order
Calculate
Personalize | Find | View Al |0 | B First (4 1011
Source Type  Product Special Purpose  Bud Ref Affiliat
Q Q Q Q Q
b4
>

Step

Action

78.

Activity code.

Each Activity represents a specific task, schedule and status on a project. Based on the
business unit, the Activity field may be required. If applicable enter the appropriate

For this example, no activity code will be entered.
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< Home
n Paymentis Voucher Atiributes
ss Unit 42700 Invoice No SUPPLY2
icher ID NEXT Accounting Date 12/04/2020 [H)
br Style Regular Voucher *Pay Terms N30 Qﬁ Net 30
ke Date|12/01/2020 Ei] Basis Date Type Inv Date
bceived
SUPPLIER,BOX
plier ID 2000000323 Q Control Group Q
[tName SUPPLIBOXF-001 |Q Incomplete Voucher
cation 000001 Q
[ddress |1 Q
Save For Later Action ™)
Source Document
PO Unit PO Number
Line 2 [Icopy Down SpeedChart Q
bute by Ship To|AP_0000001 Q
Item Description | Regular Security Guard
uantity Packing Slip
uom
it Price
fmount 400.00|
I Lines
Exchange Rate Stafistics Assels
Line  Merchandise Amt Quantity eBus project Activity
1 400.00 142700 |3 |01 Q
<
£

| New Window | Help | Personalize Page | =/ ~
Invoice Total Non Merchandise Sum
Line Total 1,000.00 Session Defaults
*Currency UsD|@, Comments(0)
Miscellaneous = Attachments (0)
Freight = Withholding
Template List
Total 1,000.00 Advanced Supplier Sez
Difference 0.00 Supplier Hierarchy
Supplier 360
Run Calculate Print
e L —
Find | View All First '4' 2 of 2
M one Asset
Work Order
Calculate
Personalize | Find | View Al |0 | B First (4 1011
Source Type  Product Special Purpose  Bud Ref Affiliat
Q Q Q Q
b4
>

Step

Action

79.

<

Click the Horizontal scrollbar at the bottom of the page.

Scroll to the right side of the page to display the Withholding link in the header section.
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< Home

n Paymentis

ss Unit 42700

cher ID NEXT

pr Style Regular Voucher
ke Date 12/01/2020
pceived

==

SUPPLIER,BOX
plier ID 2000000323
[tName SUPPLIBOXF-001
cation 000001

[ddress |1

pLLeLp

Save For Later

Source Document

PO Unit

Line 2 []Copy Down
Item
juantity
uom

it Price
fmount 400.00|

I Lines

Exchange Rate

Stafistics

Line

1 400.00

Voucher Atiributes

Assels

Merchandise Amt  Quantity

Invoice No SUPPLY2
Accounting Date 12/04/2020
*Pay Terms N30

Basis Date Type Inv Date

Control Group

(&)
o

Q

Incomplete Voucher

Net30

Action

v

PO Number

SpeedChart
Ship To[AP_0000001

felye]

Description | Regular Security Guard

Packing Slip

Source Type  Product

a

Special Purpose  Bud Ref

Q

Q

| New Window | Help | Personalize Page | =/

Invoice Total Non Merchandise Sum
Line Total 1,000.00 Session Defaults
*Currency UsD|@, Comments(0)
Miscellaneous = Attachments (0)
Freight = Withholding
Template List
Total 1,000.00 Advanced Supplier Sez
Difference 0.00 Supplier Hierarchy
Supplier 360
Run Calculate Print
e L —
Find | View All First '4' 2 of 2
M one Asset
Work Order
Calculate

Personalize | Find | View All| (3| [

First

¥ 10f1 )

Affiliate

a

Fund Affil  Openitem

Q

Budget Date

Q [12/04/2020

b4

Step

Action

80.

[withnoidind

Click the Withholding link.

The Withholding information for the 1099 voucher needs to be entered. The Withholding
link is located on the upper right hand side of the Invoice Information page.

Page 70

Date Created: 12/7/2020 7:45:00 AM




Job Aid

< Home

=0

| New Window | Help | Personalize Page | il
Withholding Information
Back to Invoice
Business Unit 42700 Invoice Number SUPPLY2 VAT Entity
Voucher ID NEXT Supplier 0000000323 SUPPLIER,BOX Invoice Date 12/01/2020
Withholding Option
Postpone Withholding
Invoice Line Withhold Information Find | View All F|
Line 2 Description Regular Security Guard
Withholding Code Q. ¥ withholding Applicable
Withholding Details Personalize | Find | View All | | [ First ‘&' 1of1 ‘» Last
*Entity “Type * Jurisdiction *Class f;ﬁ"&‘.’}:ﬁ:gf““ E‘E’;‘e‘r’;’rﬂe Rule Override c\}l’mumm Applicable
‘Withhold at
= |[E
1[Rs @, [1099n |@ [FED Q01 aQ Q payment & [+ [=]
£ >

81.

Use the Withholding Information page to review or override the withholding for
individual voucher lines for a withholding-applicable voucher.

Use the Postpone Withholding check box to delay withholding for vouchers. If this

option is 'On' or checked, withholding is not calculated when the voucher is paid. It is
calculated when the regular voucher is created.
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=0

| New Window | Help | Personalize Page | il

< Home

Withholding Information
Back to Invoice

Business Unit 42700 Invoice Number SUPPLY2

VAT Entity
Supplier 0000000223 SUPPLIER,BOX

Invoice Date 12/01/2020

Voucher ID NEXT
Withholding Option

Postpone Withholding
Invoice Line Withhold Information Find | View All F|
Line 2 Description Regular Security Guard
Withholding Code s} ¥ withholding Applicable
Withholding Details Personalize | Find | View All | | [ First ‘&' 1of1 ‘» Last
*Entity “Type * Jurisdiction *Class f;ﬁ"&‘.’}:ﬁ:gf““ E‘E’;‘e‘r’;’rﬂe Rule Override c\}l’mumm Applicable
1|IRs @ [1099n |, [FED a o1 a s} ‘F’,\';;"r:g‘lﬂ a =] [+ [=]

Step Action

82. In this example, the voucher has two lines. Display all of the Invoice Line Withholding

Detail lines associated with this voucher.

Click the View All link.

EYV A
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< Home /ﬁ\ E @
| New Window | Help | Personalize Page | il
Withholding Information
Back to Invoice
Business Unit 42700 Invoice Number SUPPLY2 VAT Entity
Voucher ID NEXT Supplier 0000000323 SUPPLIER,BOX Invoice Date 12/01/2020
Withholding Option
Postpone Withholding
Invoice Line Withhold Information Find | View 1 First]
Line 1 Description Extra Security Guard
! Withholding Code Q Wimhn\ding Applicable
Withholding Details Personalize | Find | View All | | [ First ‘&' 1of1 ‘» Last
*Entity “Type * Jurisdiction *Class f;ﬁ"&‘.’}:ﬁ:gf““ E‘E’;‘e‘r’;’rﬂe Rule Override c\}l’mumm Applicable
1|IRs @ [1099n |, [FED a o1 a g Withhold at [+ [=]
Payment
Linc 2 Regular Secyniv Guard
Withholding Code Q Withholding Applicable
Withholding Details Personalize | Find | View All | 2| Q First ‘4" 10f1 ‘} Last
~Entity “Type *Jurisdiction *Class :‘m‘m:::gf“is g::e[::::e Rule Override Apply Withholding  Applicable
1[irS @, [1099n |@, [FED a (o1 a @, Withhold at Payment F =
£ >

The system expands the Invoice Line Withhold Information section to display the two
lines associated with the invoice. Withholding Code defines the values that default in the
Withholding Details information such as 'Entity', "Type', ‘Jurisdiction’, and 'Class'. As
necessary, the Withholding Code can be changed.

The Withholding Applicable checkbox defaults to 'On' or checked if the supplier is set up
as a withholding applicable supplier. This indicates that the payment for this voucher line
will be included on the 1099 statement that is issued for this supplier.

If a user turns 'Off' or clears the Withholding Applicable checkbox the lines on the voucher
will not be included in the amount of the supplier's 1099 statement.
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< Home /ﬁ\ — @

| New Window | Help | Personalize Page | il
Withholding Information
Back to Invoice

Business Unit 42700 Invoice Number SUPPLY2 VAT Entity
Voucher D MEXT Supplier 0000000223 SUPPLIER,BOX Invoice Date  12/01/2020
Withholding Option

Postpone Withholding

Invoice Line Withhold Information Find | View 1 First]
Line 1 Description Extra Security Guard
Withholding Code Q. ¥ withholding Applicable
Withholding Details Personalize | Find | View All | | [ First ‘&' 1of1 ‘» Last
*Entity “Type * Jurisdiction *Class \mwﬁuf““ E‘E’;‘e‘r’;’rﬂe Rule Override c\}l’mumm Applicable
‘Withhold at
H|[=
1[Rs @, [1099n |@ [FED 01 aQ Q payment & [+ [=]
Line 2 Description Regular Security Guard
Withholding Code Q ] Withholding Applicable
Withholding Details Personalize | Find | View All | 2| Q First ‘4" 1of1 '} Last
~Entity “Type *Jurisdiction *Class :C';'g?}:::gf“is g::e[::::e Rule Override Apply Withholding | Applicable
1[Rs Q, [109N |@, [FED 01 Q @, Withhold at Paymer] =i} [+ =]
£ >

84.

The Withholding Details section displays the withholding Entity, Type, Jurisdiction, and
Class specified for the supplier at the supplier location level.

If the Withholding Class is changed, the new class must be added to the 1099 supplier if it
is not already there.

Use the Applicable checkbox to indicate any line on the voucher that should not be
included in the amount the supplier receives on a 1099 statements.

Note: Information regarding the type of expense that should be included on a 1099
statement can be found on the IRS web site.
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< Home

LC,

| New Window | Help | Personalize Page | il

Withholding Information
Back to Invoice

Business Unit 42700 Invoice Number SUPPLY2

Voucher ID NEXT Supplier 0000000323 SUPPLIER,BOX
Withholding Option

VAT Entity
Invoice Date 12/01/2020

Postpone Withholding

Invoice Line Withhold Information

Find | View 1 First]

Line 1 Description Extra Security Guard
Withholding Code a, & withholding Applicable
Withholding Details Personalize | Find | View All | | [ First ‘&' 1of1 ‘» Last
*Entity “Type * Jurisdiction *Class Awr':l'wmf““ ﬁ:;‘e"'r;fze Rule Override Gﬁmumm Applicable
‘Withhold at
= |[E
1[Rs @, [1099n |@ [FED Q01 aQ Q payment & [+ [=]
Line 2 Description Regular Security Guard
Withholding Code Q ] Withholding Applicable
Withholding Details Personalize | Find | View All | 2| E First ‘4" 10f1 ‘} Last
~Entity “Type *Jurisdiction *Class fmmﬂgf“is g:;‘e"r':ie Rule Override Apply Withholding  Applicable
1[irS @, [1099n |@, [FED a (o1 a @, Withhold at Payment ~ F =

Step Action
85.

The system expands the Invoice Line Withhold Information section to display the two
lines associated with the invoice.

Click the Back to Invoice link.
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< Home
| New Window | Help | Personalize Page | il ~
Information Payments Youcher Atiributes
Business Unit 42700 Invoice No [SUPPLY2 Invoice Total Non Merch
Voucher ID NEXT Accounting Date |12/04/2020 [ Line Total 1,000.00 Session Del
Voucher Style Regular Voucher *Pay Terms N30 O\ﬂ Net 30 *Cumrency usD@, Comments(:
Invoice Date [12/01/2020 5] Basis Date Type Inv Date Miscellaneous §E | Attachment:
Invoice Received Freight 51 | Withholding
Template Li
SUPPLI|
) — Total 1,000.00 Advanced
Supplier ID 0000000323 Q Control Group Q Difference 0.00 Supplier Hie
ShortName SUPPLIBOXF-001 |Q Incomplete Voucher Supplier 361
Location 000001 Q
*Address 1 (e}
Save Save For Later Action ] Run Calculate Print
py From Source Document
PO Unit PO Number Capy PO CopyFrom[None  ~| @o
e Lines (2 Find | View 1 First 4
Line 1 []copy Down SpeedChart Q Fone A
*Distribute bv Ship To|AP_0000001 Q.
Item Description [Extra Security Guard Work Ord
Quantity [1.0000 Packing Slip Cale
uom
Unit Price |600.00000
Line Amount 600.00|
Distribution Lines Personalize | Find | View All | @\ E First 4
| Chart Exchange Rale Stalistics Assels
SOPY i Merchandise Amt  Quantity “GLUnit  *Account Fund *Dept Fund Src Program Class peous prgj
= O 1 600.00) 1.0000) 42700 |, [101004 @, 10112 |@, [4270401416 |, 02113 |Q [ooo010a  |Q 301 |@ [42700 @ [o1
< v
£ >

Step

Action

86.

Click the Save button.

< Home
| New Window | Help | Personalize Page | I
Summary Related D Invoice Pay Voucher Atfributes Error Summary |
Business Unit 42700 Invoice No SUPPLY2 Invoice Total |
Voucher ID 00013132 Accounting Date [12/04/2020 Gl Line Total 1,000.00 !
Voucher Style Regular Voucher *Pay Terms N30 O\ﬂ Net 30 *Currency usD/Q !
Invoice Date |12/01/2020 [E] Basis Date Type Inv Date Miscellaneous = L
Invoice Received Freight = ‘
, Pl Total __1,000‘00 i
Supplier ID DO00000323 Q Control Group Q Difference 0.00 i
ShortName SUPPLIBOXF-001 |G Incomplete Voucher )
Location 000001 Q.
*Address 1 Q
B2 Action ~ Run Calculate Print
Copy From Source Document
PO Unit PO Number Copy From[None /|
Invoice Lines (7 Find | View 1
Line 1 [JCopy Down SpeedChart Q
*Distribute hy Ship To AP_0000001 Q
Item Description Exira Security Guard
Quantity 10000 Packing Slip
uom
Unit Price |600.00000
Line Amount 600.00
Distribution Lines Personalize | Find | view Al | & | B2
GL Chart | Exchange Rate || Statistics | Assels
gg"’vy“ Line Merchandise Amt  Quantity *GLUnit  *Account Fund “Dept Fund Src Program Class ng
® = O 1 600.00 1.0000 42700 (@ 101004 @ [10112 |@ [4270401416 |Q [02113 |Q [oooot0a (@ [301  |@ 427
< v
< >
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Step

Action

87.

If the voucher passes validation, the Voucher ID changes from NEXT to a system assigned

number.

The following three tabs: Summary, Related Documents and Error Summary appear
after the voucher is saved.

The Summary page displays the processing that the system has performed on the voucher.
This page is helpful for a quick review of a voucher's information without navigating

multiple tabs.

Related Documents displays attached documents that are associated with this voucher.

The Error Summary lists voucher processing errors, duplicate invoices out-of-balance
and combination edit errors on the voucher.

£ Home /ﬁ\ E @
| New Window | Help | Personalize Page | I P
Summary Related Documents Invoice Information Payments Voucher Atfributes Error Summary
Business Unit 42700 Invoice No [SUPPLY2 Invoice Total |
Voucher ID 00013132 Accounting Date | 12/04/2020 G Line Total 1,000.00
Voucher Style Regular Voucher *Pay Terms |N30 O\ﬁ Net 30 *Currency usD/Q
Invoice Date 12/01/2020 [51) Basis Date Type Inv Date Miscellaneous =
Invoice Received Freight =
SUPPLIER,BOX
-~ CrTTTmmT Total 1,000.00
Supplier ID 0000000323 Q Control Group Q Difference 0.00
ShortName [SUPPLIBOXF-001 | @ Incomplete Voucher
Location 000001 Q.
*Address |1 Q
B2 Action ~ Run Calculate Print
Copy From Source Document
PO Unit PO Number Copy From
Invoice Lines (7 Find | View 1
Line 1 [JCopy Down SpeedChart Q
“Distribute by Ship To[AP_0000001 a
Item (&} Description Exira Security Guard
Quantity 10000 Packing Slip
uom
Unit Price |600.00000
Line Amount 600.00
Distribution Lines Personalize | Find | view Al | & | B2
GL Chart | Exchange Rate | Stafistics | Assets
gg\% Line Merchandise Amt  Quantity *GLUnit  *Account Fund *Dept Fund Src  Program Class ng
E= O 1 600.00 1.0000 42700 |@, [101004 @ [10112 |@ [4270401416 | @ [02113 |Q [oo0ot0a  |@ [301  |@ [a27
< v
< >

88.

Congratulations! You have completed the Creating a Voucher - 1099 topic.

End of Procedure.
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