
SABHRS Financials Training
[image: image134.png]



Vouchers 

Participant Training Manual

Table of Contents

5Accounts Payable


5Voucher Processing Overview


5Voucher Life Cycle


6Voucher Styles


6Regular


6Template


6Reversal


6Single Payment Vendor


6Voucher Entry


6Regular Voucher


9Invoice Information


12Payments


15Summary


16Multiple Vendor Voucher


16Voucher Header


17Invoice Information


18Payments


19Template Voucher


19Create a Template Voucher


21Copy a Template into a Voucher


24Purchase Order (PO) Voucher


24Copy PO Button


25Copy Purchase Order Only Option


27Finalize Purchase Order


28Recurring Voucher Contract


28Contract Information


30Distribution Information


30Create Releases


32Review Releases


33Close a Recurring Voucher Contract


35Voucher Approval


35Approve a Voucher


35Approval


36Line Information


36Charge Information


36Budget Checking


36Budget Check a Voucher


37Research Budget Check Errors


39Vendors


39Vendor Information


40Identifying Information


40Vendor Comments


40Address


41Contacts


42Location


43Review Vendors


43Review Withholding Payments


44Withholding Adjustment


44Adjust Original Amount Withheld/Add a Withholding Amount


45Change Withholding Class Code


46Voucher Maintenance


46Delete a Voucher


47Close a Voucher


47Voucher and Payment Inquiry


48Payment Inquiry


49Payment Document Status


50Voucher Inquiry


51Voucher Document Status


52Voucher Accounting Entries


53Journal Drill Down




For more information and specific user guides, navigate to:

SABHRS Documentation > Financials > User Guides > Accounts Payable
Accounts Payable

Voucher Processing Overview

SABHRS Accounts Payable module maintains large amounts of information about the cycle of invoices and payments. Accounts Payable also interfaces with other SABHRS modules, including General Ledger, Purchasing, and Asset Management. When you enter vouchers XE "vouchers" , you also enter information about how the voucher is charged, or from an accounting perspective, from where the funding comes. Once the voucher has been approved, it will be budget checked then, providing it passes budget checking, posted to Accounts Payable. Posted transactions are then transferred to the General Ledger in the form of journal entries. Agencies can run reports that summarize account balances, transfers, and total revenues and expenditures, and then use these reports to review, track, and correct daily accounting activities. 
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Voucher Life Cycle

Vouchers are an agency’s remittance for a vendor invoice. Vouchers are a means of paying for goods and services previously ordered or received by the agency. The life cycle of a voucher begins with manual data entry and ends with the successful posting of the voucher and actual payment issued to the vendor. The following is an outline of the steps in a voucher’s life cycle:

1. Enter the voucher, either manually or through integration with another module (purchase order, for example) and save. 

2. Edit the voucher for accuracy in amount and distribution (accounting coding).

3. Submit the voucher for approval.

4. Supervisor approves the voucher.
5. The voucher is picked up through batch processing, budget checked (if not done previously online), and posted. 

6. Payment warrant issued to the vendor(s).

7. Account activity is posted to the General Ledger.

See also the User Guide for Entering a Voucher:  

SABHRS Documentation > Financials > User Guides > Accounts Payable > AP Enter Regular Voucher

Voucher Styles

The voucher style tells the system what type of voucher you wish to create. Most users will only have access to enter Regular and Template Vouchers, as most vouchers used by the state fall under these two categories, however, some users will also have access to Reversal and Single Payment Vendor vouchers (SPVV). 

Regular

A regular voucher is the standard voucher style, and is the type selected by default when you first display the voucher entry screen. Regular voucher is the type you would select to enter a purchase order or multiple vendor voucher. 

Template

Voucher templates allow a user to create a model voucher for a vendor that can be used multiple times to reduce keystrokes and promote efficiency. For example, if you pay a vendor every month, you can create a template voucher with the accounting coding in place so that each month when the payment is due, only the invoice date and number need to be entered. Once created, a template can be used over and over again to save you time.

Reversal

Reversal vouchers create a voucher that reverses existing accounting entries and backs out encumbrances.

Single Payment Vendor

Single Payment Vendor vouchers create a voucher that is a one-time payment to a vendor whose information will not be stored in the system.  The payment and all related information will be stored but the vendor is not created for future use.  Very few agencies have access to enter these types of vouchers.
Voucher Entry

Regular Voucher

To begin entering a regular voucher, navigate to the voucher entry page:


Accounts Payable > Vouchers > Add/Update > Regular Entry

The voucher header screen allows you to enter a new voucher or to search for an existing voucher. By default, the page displayed is the Add a New Value page.
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Although only the Business Unit, Invoice Number, and Invoice Date are required fields, the more information you enter on this page will reduce the number of prompts for information on subsequent pages, thereby saving you time.

	Field Name
	Description

	Business Unit
	(Required) Will display your agency’s 5-digit identifier by default.

	Voucher ID
	Unique number assigned to the voucher you are about to create. By default, the word “NEXT” is displayed, indicating that the system will automatically assign the next available number to this voucher. You can enter a specific value if your agency is not using automatic numbering. However, if you start to assign a number and decide to let the system automatically assign the next number then do not re-type “NEXT” into this field.  This value must come from a database table, if you type “NEXT” in this field, your voucher ID will display as “NEXT”. If you accidentally delete the default “NEXT” out of this field, the best thing to do is to re-navigate to the voucher entry page by clicking Regular Entry on the menu and entering the voucher information again so it can be added correctly.

	Voucher Style
	Will appear by default as Regular Voucher. Most vouchers you enter will be of this type.  You can change this by using the dropdown and selecting what you want.

	Short Vendor

Name
	Shortened name for the vendor. If you know the vendor’s short name, you can enter it here. Another alternative is to use the Lookup icon [image: image3.bmp] to search for the vendor name. For example, if you are paying an invoice from George’s Foods, but you’re not sure what the short vendor name is, you can type “George” in the field and click the lookup button for a list of vendors whose names contain the word George. If you leave the field blank and click the lookup button, a list of all vendors will be displayed, however, only the first 300 rows will be returned. You can leave this field blank if you already know the vendor ID number.

	Vendor ID
	Unique number assigned to each vendor. If you know the vendor ID number, you can enter it here, although if you search for and select a vendor by short vendor name, this field will populate automatically.

	Vendor Location
	Used for vendors with multiple payment methods and banking information. For example, if a vendor has an address in Helena and wants payments to go to a certain bank account, that bank information will have its own Location. If the same vendor has an office in Billings and wants payments to go to a bank account there, the Billings bank information will have a separate Location.

	Address Sequence Number
	Identifies the actual physical location of the vendor. If the vendor has more than one address or location, this is the field in which you will designate the address that is applicable to the specific invoice you are about to pay.

	Invoice Number
	(Required) Enter the number displayed on the vendor invoice, or enter a number of your choosing. The system will check to determine whether the invoice number you entered already exists for the vendor, invoice date, and gross invoice amount entered; if so, you will receive an error that a duplicate invoice number was detected and the voucher can be saved but cannot be posted until duplicate values are resolved.  The error message will also list the original voucher the new one matched to.  If you continue with the entry of the new voucher and save it then the error message will display again and the voucher will be placed in a status of “Recycle”; vouchers remain in a recycled status until they are corrected or deleted. For example, a vendor decides to mail and fax an invoice to an agency.  The first voucher entered will be saved with no errors but when the second voucher is entered the system will detect this invoice already exists and notify the user.

	Invoice Date
	(Required) Enter the date reflected on the invoice or another date of your choice. Entering “t” in the date field will populate the field with today’s date.

	Gross Invoice Amount
	Enter the gross amount reflected on the invoice, including shipping, taxes, fees, and other incidentals.

	Total Voucher Lines
	Enter an exact or estimated number of lines you expect to need. More lines can be added and unused lines can be deleted on the invoice information page.



When you have completed all the desired fields in the voucher header screen, click the Add button. The Invoice Information page will be displayed.
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Invoice Information

The invoice information page allows you to enter vendor information, payment confidentiality, invoice line and distribution information, and provides an easy way to copy information from a source document, such as a purchase order or template. If you filled out the invoice and vendor information on the Add page, the Vendor and Invoice sections will already be populated with the information you provided. 

Payment Confidentiality

The payment confidentiality will default into the voucher based on the preferences of the AP Business Unit.  If the AP Business Unit is not confidential then the confidentiality status will default as not confidential; this can be updated if the payment qualifies as a confidential.  
For more information about Payment Confidentiality navigate to:

SABHRS Documentation > Financials > Transparency – Montana Checkbook  
Invoice Lines

The number of invoice lines you selected in the voucher header page is available to view and enter data into; you will only see the first line displayed. You will know which of the lines you are viewing by checking the right side of the Invoice Lines header bar (“1 of 2,” in the example above). Click the [image: image5.bmp] Show Next Row arrow to view the next line, or click the View All link to view all invoice lines on this voucher. If there is only one line, the next arrow and the View All links will not be active. 
You may add additional lines by clicking the [image: image6.bmp] Add New Rows button. A small window will pop up, prompting you to enter the number of rows to be added (you can add one line or many lines). Enter the number of additional rows desired and click OK. Unused rows can be deleted by clicking the [image: image7.bmp] Delete Row button at the associated line.
Distribution Lines

By default, the distribution lines display the fields associated with the GLChart tab. Fill in the fields with the appropriate accounting information. You can either type in a value or select one from a list. You can use the lookup feature to search for valid field values any time you see the [image: image8.bmp] icon. Select the desired value by clicking the associated link for that value. 

[image: image132.wmf]Tip: If you find that you must scroll to the right too much to see the necessary fields in the distribution lines, consider using the Personalize link to tailor the way the page displays. The personalize feature allows you to hide fields you don’t use and to display the fields in the order you want them to appear.  

SpeedCharts

SpeedCharts are a saved set of values that can be used repeatedly when coding transactions. SpeedCharts reduce the number of keystrokes users must enter when inputting data, thus saving precious time. 

To use a SpeedChart, enter the SpeedChart code/name into the SpeedChart field or use the lookup [image: image9.bmp] icon to search for a valid SpeedChart value. Once you have selected the SpeedChart to use, the distribution lines will be populated with the stored SpeedChart information. If you need to change the SpeedChart used for this payment then enter or search for the new one in the SpeedChart field.
[image: image133.wmf]
Note: Once you have selected a SpeedChart to use, any information you previously entered in the distribution lines will be overwritten with the coding from the SpeedChart.  

Multiple SpeedCharts

To use more than one SpeedChart to pay an invoice, click the [image: image10.png]Multi-Speedcharts



 button.  By default, only one SpeedChart line appears. Add as many lines as needed by clicking the Add a New Row button. In the SpeedChart field, enter the desired value or use the lookup [image: image11.bmp] icon to select from a list of available SpeedCharts. Designate the accounts and desired amounts to be charged to each SpeedChart and click the [image: image12.png]


 button to populate the distribution line(s) with the SpeedChart coding.  If you need to change a SpeedChart, click on the [image: image13.png]Multi-Speedcharts



 button, make the changes necessary, and click the [image: image14.png]


 button again to populate the lines with the updated SpeedChart coding. 
Copy Down
If you have many distribution lines to enter that contain the same chartfield information then you can use the Copy Down feature to save time.  Enter the distribution information you wish to copy in one of the distribution lines, click on the Copy Down check box [image: image15.png]


 next to the indicated line, click the [image: image16.bmp] Add New Rows button, enter the number of distribution lines to be added in the popup window, and click OK.  The lines will be added with the distribution information populated from the indicated line.
Assets
If the payment being made is for an item, you can mark the item as an asset here or it can be entered in the Asset Management component. By entering asset information in this screen, you will not need to enter asset information at the end of the month for these items. In the distribution lines section, click the select box next to “Use One Asset ID” to ensure that even if you used multiple funding sources to pay for this item, only one asset identification number will be issued. To activate the asset management fields, go to the Assets tab and click the select box that says Asset. Notice that you can now enter values into the Business Unit, Profile ID, Sequence Number, and Cost Type fields.   
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You will need to populate the Business Unit field to activate the asset id field. 
Withholding

If the payment is 1099 applicable, you need to assign the appropriate withholding code for each invoice line. Click the Withholding link and check the Withholding Applicable select box.
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The default withholding code is 07; you can override this code simply by entering the correct withholding code or using the lookup [image: image19.bmp] icon to select a different one. Please note that if there is more than one invoice line, you must mark each line that withholding is applicable on. To view the other lines, click the [image: image20.bmp] Show Next Row arrow or click the View All link. Click the withholding applicable select boxes for the appropriate lines and change the code if it is not the default. Click the Back to Invoice link to return to the Invoice Information page. 

Payments

The payments page displays information such as the recipient of the payment, location, and payment method. Additionally, you are provided a summary of the involved business unit, the assigned voucher ID (which, if you are using auto numbering, will display as “NEXT” until you save the voucher), and the payment terms (when the payment is due).  You can also enter internal payment comments or override payment details and options on this page, such as payment options and methods or scheduling multiple payments.   

The Schedule Payment button works in conjunction with the invoice date and pay terms (Net 00, Net 24, Net 30, etc.). To create the voucher but delay the payment until some point in the future, use the Schedule Payment button. The schedule payment function looks at the invoice date and the pay terms to determine the date on which to issue the payment. For example, if the invoice date is 01/20/14 and the pay terms are Net 30, the payment is not due until 02/19/14. In order to auto-schedule the payment, you would enter 01/20/14 on the Invoice Information page and select Net 30 for the pay terms. You would then go to the Payments page and click the Schedule Payment button, and the Net Due field would be automatically filled in with the date of 02/19/14. Using the Schedule Payment button allows you to determine the payment due date without saving the voucher. If you decide not to schedule the payment but allow it to be paid immediately, you can change the Pay Terms to Net 00 “Due Now” and the payment will be issued at the next batch processing. 
Payment Information

The comments section allows you to make notes in order to communicate or keep documentation internally of any information related to the voucher. Even though the information is not visible to the recipient of the voucher, it is important to ensure that information contained in the comments section is necessary, appropriate, and professional.  To enter a comment or note, simply click the Payment Comments link, enter the desired text (up to 254 characters), and click the OK button. 

[image: image21.png]Invoice Information || Payments || PaymentAdvice || Summary || Error Summary |

Business Unit:

66020
VoucheriD: 00166985
Voucher Style  Regular

Payment Information

Payment '

Remitto: [
Locaton [ —
“address: [—
VILLAGE RENTALS

Jos2 A sT

BILLINGS, MT 59105-2561

Payment Method

Bank: 028 Account: CHKS
Form Type
Owmailer O Non-Mailer @ PPlus.

Payment Method

® Check

Separate Payment:

Paymentinquiry

Total Amount: 50 9

“Pay Terms: [00

Gross Amount: 500.00

Scheduled Due: [P7287201%
Net Due: [07/0172012

Accounting Date: [07/222201%

Schedule Payment

Action:  Schedule Payment

Payment Date: [07/28/2014
Reference: [0000000025

Vendor Bank

Due Now

S P S

Find | ViewAl  First B 10r 1 B Last

Payment Adce

usD

Payment Options

Hold Payment: [
Hold Reason: 2

Payment Comments(0)





The payment advice tab allows you to provide information about the payment to the vendor, as this information is actually printed on the warrant advice. Many agencies use this section to note that the payment should be applied to a particular invoice, or that a single payment is being used to pay for multiple invoices. To enter payment advice, click the Payment Advice link or tab and enter the text (up to 1000 characters, or approximately 14 lines of 70 characters each). You may click the Return to Voucher link or the Payments tab to return to the Payments page of the voucher.

Payee Information

If a vendor has an alternate name (Kelly Marsh DBA Marsh Management Services, for example) you can view the other names by clicking Alternate Names [image: image22.bmp] icon next to the Remit to vendor id in the Payments tab. 

The location field is populated by default with information that was provided initially on the voucher header. To select a different location, type in a different number or use the lookup [image: image23.bmp] icon to select one from a list of values available for this vendor. 

The vendor’s primary address will be displayed next to the Address field by default, unless another address was selected in the voucher header. To change the address, simply type in the number that corresponds with the desired address (if known), or use the lookup [image: image24.bmp] icon to select the desired address from a list of values available for this vendor. 

Payment Method

The payment method section is used to indicate how the vendor will receive the payment for the invoice. The vendor’s preferred method for the location chosen will default into the voucher.  This can be overridden by selecting a different form type.  Although Mailer is the default for payments made with a paper warrant, you can select Non-Mailer, and the payment will not be mailed; the warrant will be printed and be available for the agency to pick up and mail themselves.  You may find this is necessary when additional information needs to be mailed with the warrant. To prevent Non-Mailer payments to the same vendor from being consolidated within a business unit, click the Separate Payment box.  
If the vendor has requested to receive payments utilizing one time use credit cards (Payment Plus) then the form type will default as PPlus.  This may be overridden by selecting a different form type unless the vendor has requested that an override is not allowed; these preferences are defined in the Vendor.
If the vendor has bank account information on the location chosen, is not setup for Payment Plus, and can receive funds through an electronic funds transfer (EFT), the Payment Method will default to EFT. Most vendors have a different location set up for each bank account so you can select the bank account by changing the location on the payments page.  Some may also have more than one bank account for the location selected.  If the default bank account for that location is not the correct one, you may click the Vendor Banks link at the bottom of the page and click on the lookup [image: image25.bmp] icon to select the appropriate bank account to which this payment should be transferred.

If the need arises to stop a payment from being issued, you can check the “Hold Payment” box to suspend the payment. If you hold a payment, you must select a reason the payment is being held. Type the code for the applicable hold reason or click the Hold Reason dropdown box and select one from the list of displayed values. Some examples of reasons you might hold a payment could include: the amount invoiced is in dispute, the goods are in dispute (you received the wrong or inferior quality product), or the vendor owes money to the state. 

Payment Information
The payment information section will show the information you provided in the voucher header, including the gross amount and net due date. 
Save Your Work

When you are done entering voucher information click the [image: image26.png]


 button.  If using auto numbering then a voucher id will be assigned.

Print Voucher
The [image: image27.png]


 icon on the Invoice Information page will generate a printable voucher report that opens in a separate window.  It will contain everything that is located on the Invoice Information page and also any withholding information entered.
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Summary
Once the voucher is saved, the system assigns a voucher ID (if selected) and the Summary tab appears. The Summary tab displays information about and status of the voucher.  This includes vendor information, invoice number, entry status, pay terms, approval status, the user id of who entered the voucher, and when and who last modified it. 
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You may navigate to several inquiry pages by simply selecting the desired inquiry page from the View Related drop down list and clicking the Go link.  Some of these pages may not be available until the voucher has processed completely. 

Once a voucher has been created and saved; it must be approved, pass budget checking, and post in order for a payment to be issued.


Hot Tip: To add another voucher, it is not necessary to re-navigate to the voucher entry page. Simply click the Add button [image: image30.png]


 to display a new voucher header page and begin entering the necessary information. 

Multiple Vendor Voucher

Multiple vendor vouchers are generally the same as a regular voucher, but provide an efficient way to create similarly coded payments to numerous different recipients; you can pay as many vendors as desired. For example, if your agency pays travel expenses to a committee or task force every month, you can enter one single voucher to make a payment to each of the task force members that are due reimbursement of travel expenses.  

Navigate to the voucher entry page:


Accounts Payable > Vouchers > Add/Update > Regular Entry
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Voucher Header

As with entry of a regular voucher, the voucher header page is displayed at the Add a New Value tab. Your business unit and the voucher ID populate by default, along with the voucher style of Regular Voucher. If your agency is not using automatic numbering, replace the “NEXT” with the voucher ID number. 

Enter a multiple vendor voucher the same way you would enter a regular voucher, with two exceptions: 

· In the Vendor ID field, enter MLTVNDVCHR. This value functions as a signal to the system that you will be entering more than one vendor to whom a payment will be issued. 

· The Gross Invoice Amount is the total of all vendor payments, not just the gross amount for one vendor. For example, if you have six recipients of a $50.00 payment each, the gross invoice amount will need to be entered as $300.00. 

To save time and keystrokes on the subsequent pages, fill in as many fields as possible. You will enter the actual vendor information on the Payments tab so leave the vendor location and Address Sequence information that defaults in. When you have finished the voucher header, click the Add button to display the Invoice Information page. 

Invoice Information

The invoice information page allows you to enter invoice line and distribution information. If you have established a template, you can copy that information to the voucher on this page. 
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You may enter a description (up to 30 characters) in the Invoice Lines section. The Line Amount and Amount fields will default with the gross amount for this voucher, as entered in the Total.  This can be updated if you need to add additional invoice lines.  For example, you may enter one line that needs to be marked as withholding and one that does not.
Enter the coding information for the appropriate chartfields in the distribution lines. If you are using a SpeedChart, enter the SpeedChart code/name into the SpeedChart field or use the lookup [image: image33.bmp] icon to search for a valid SpeedChart value. Once you have selected the SpeedChart to use, the distribution lines will be populated with the stored SpeedChart information.
To use more than one SpeedChart to pay an invoice, click [image: image34.png]Multi-Speedcharts



.  Add as many lines as needed by clicking the Add a New Row button. In the SpeedChart field, enter the desired value or use the lookup [image: image35.bmp] icon to select from a list of available SpeedCharts. Once the information has been entered, click [image: image36.png]


 to populate the distribution line(s) with the SpeedChart coding. 

Once you have entered the distribution line information, go to the Payments page by clicking the Payments tab.
Payments

In the Remit To field, replace the existing vendor ID number of MLTVNDVCHR with the vendor ID of your first payee or use the lookup [image: image37.bmp] icon to select one. Tab out of the field to populate the location and address fields with the vendor’s information. If the vendor has multiple locations and/or addresses and the default isn’t the one needed then you can use the lookup icon to select a different one. 
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If the vendor’s default form type is not what is desired then choose the correct Form Type and Payment Method in the Payment Method section.
In the Gross Amount field, enter the gross amount to be paid to this vendor. When a new row is added the Gross Amount field will default with the remaining balance left for the voucher.  This can be overridden by overtyping the gross amount.  

If you wish to include information about the warrant in the payment advice to this vendor, click the Payment Advice link or tab. You may enter up to 1000 characters, or approximately 14 lines of 70 characters each for each payment.  To return to the Payments page, you can click the Return to Voucher link or the Payments tab.
In order to enter the next payee, click the Add a New Row [image: image39.png]


 button. Enter the vendor ID of the next recipient or use the lookup icon to select one and tab out of the field. Enter the gross amount to be paid to this vendor. Notice that the gross amount recalculates as each vendor payment is added. You may override this figure by simply entering the payment amount for each vendor. 

Continue inserting a row, adding the correct vendor information, gross amount, and payment advice for each payee until done. When finished, click the Save button. If your agency is using automatic numbering, a voucher ID will be assigned when the voucher is saved. Note that although numerous warrants will be issued, only one voucher ID will be issued for all payees on the voucher. 

Upon approval, the voucher will process like any other voucher and a payment will be issued to each vendor contained in the voucher. 

Template Voucher
A template voucher is simply a worksheet that allows you to make regular payments without re-entering the coding or vendor information every time. Although the template information remains the same, you do have the flexibility to edit the template when the need arises, such as when a vendor goes out of business or if the vendor has an address change. Template vouchers are not budget checked or posted, nor are they processed for payment. Any vouchers created from a template will be treated like a regular voucher and, after approval, will be processed during the nightly batch. 

Create a Template Voucher

To create a template voucher, navigate to:


Accounts Payable > Vouchers > Add/Update > Regular Entry

By default, the Add a New Value page is displayed with your business unit of record, however, you may want to verify that you are at the Add a New Value page.

Accept the system default of “NEXT” if you want the system to assign the voucher ID. If your agency is not using automatic numbering, enter the voucher ID number to be used. From the Voucher Style drop down list, select “Template Voucher.”
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The Vendor ID is a required field, but can be entered here or on the Invoice Information page.  To save time and keystrokes, enter the Vendor ID here, or use the lookup icon to select one. If the Vendor ID is selected from the lookup list, the Short Vendor Name, Vendor Location, and Address Sequence Number fields will populate with the vendor defaults. If the Address Sequence Number or Location needed is not the default, update these fields by inputting the correct number or using the lookup [image: image41.bmp] icon to select a different one.
Although the invoice number is required in a regular voucher, it is not a required field on a template voucher. If you always use the same invoice number (“Travel,” for example), you may want to enter it here.

The invoice date is a required field, and can be entered either here or on the Invoice Information page. 

Enter the Gross Invoice Amount. This required field may be entered here or on the Invoice Information page, however, entering it here will reduce the number of times you will be required to enter it on the other page.

Once you have completed the necessary fields, click the Add button or press the Enter key. 

By default, the Invoice Information page is displayed. Enter a name for the template voucher in the Template ID field (up to 10 characters) located just above the Invoice Lines section. You may also enter a description of up to 30 characters. 
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Enter the appropriate chartfield information.  You may also use a SpeedChart or multiple SpeedCharts to populate the distribution information. 
Click the Payments tab, specify the payment information for this vendor, and enter any Payment Advice desired by clicking the Payment Advice link or tab. To return to the Payments page after entering advice, click the Return to Voucher link or the Payments tab. 

The vendors preferred payment method and form type will default in.  Update the Form Type if necessary. 

Click [image: image43.png]


 to save the template voucher. Notice that a voucher ID is assigned once the template has been saved. If editing becomes necessary, you can use this voucher ID number to change the template at a later date.
Copy a Template into a Voucher
Once a template voucher has been created, you can copy it into an actual voucher from which a payment can then be generated. To create a voucher from a template, navigate to:


Accounts Payable > Vouchers > Add/Update > Regular Entry
Your business unit will appear by default in the Business Unit field. The voucher ID is displayed as “NEXT” and the style defaults to “Regular Voucher.” Although we will be copying information from a template, this voucher needs to be a regular voucher, so accept this default.  

If your agency is not using automatic numbering, you may enter your own Voucher ID number here. Accept the default voucher ID if you want the system to automatically assign the next number to this voucher. 

Enter the invoice number, invoice date, and Vendor ID or use the lookup icon to search for a vendor.  The vendor must be the same vendor used in the template you want to copy from. The vendor’s Short Vendor Name, Vendor Location, and Address Sequence Number fields will populate by default.
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Do not enter a gross invoice amount, as you included the amount with the template that was saved. 
Click the Add button or press the Enter key.  The Invoice Information page will display. 
In the Copy From Source Document box, select “Template” from the Copy From dropdown box and click the Go link. 
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Enter the template ID or select it by using the lookup icon.  Only a list of available templates for this vendor will display. 

Click the Copy from template button. 
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The voucher Invoice Information page will display with all information from the template automatically populated.
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You can override the payment amount if the invoice amount has changed. This will have to be updated in the Total field, Line Amount field (in invoice lines), and Amount field (in distribution lines).  Click the Save button to save your work and, if using auto numbering, allow the system to assign a voucher ID number. 

Purchase Order (PO) Voucher

Similar to creating a voucher from a template, PO vouchers are also entered as regular vouchers.  A PO voucher allows you to copy information from an issued purchase order, saving keystrokes, data entry time, and creating less possibility for copying errors. You can copy individual or multiple PO’s, or you can copy individual or multiple lines from a single PO. 

Note: In order to copy information from a PO document, the PO must have already been set up and issued by your agency’s purchasing agent. This section discusses the accounting portion of the purchasing process. 

To enter a PO voucher, navigate to:


Accounts Payable > Vouchers > Add/Update > Regular Entry

By default, your business unit and the voucher style are pre-populated. The Voucher ID displays “NEXT” and the system will automatically assign the next available number to this voucher once it is saved, unless a different voucher ID is typed here. It is not necessary to input any other fields on this page when copying in from a PO. 

Click the Add button or press enter.  The invoice information page will display.
The system provides two ways of copying information from a purchase order. The first method is to enter the PO Unit and the PO id in the PO Number field or use the lookup icon to find the PO you are looking for and click [image: image48.png]


.  The second is to use the Copy From dropdown box, select “Purchase Order Only” and click the Go link.  Once the information has been copied, the remainder of the process is the same, regardless of the copy method chosen. Both copy methods are discussed.
Copy PO Button

Use the Copy PO button to copy an entire single purchase order into a voucher.
In the Copy from a Source Document section, enter a purchase order unit, or select one from the list by using the lookup icon.
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Enter a PO number in the Purchase Order field, or click the lookup icon to select one.  Click the Copy PO button to copy information into the voucher. 
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Copy Purchase Order Only Option

Use the Copy From drop down when copying from multiple purchase orders or when selecting only a partial purchase order. 

Select “Purchase Order Only” from the Copy From drop down list and click the Go link.   
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On the PO lookup page, enter the PO unit or use the lookup icon to select it.  The search button will become available.  Click [image: image52.png]


 to display a list of POs available or use the search features to find a specific PO. 
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To see all available POs and/or lines click the View All link.  
[image: image54.png]Select PO Lines Find | viewan  First Bl 1.0r1 B Last

PO Number:

PO Unit: 66020 0000000120
Vendor 0 0000000173 NATIONAL FIRE PROTECTION ASSOCIATION PO Date: 0700112014
Select PO Lines Personaize | Find | viewau |20 B First B 1 013 ) Last
Main Information || Contract Information Q;
. Line  Schedule i Quantity Merchandise
Select  Unit Price o oo HemiD  Description [ vom o curency  Poaty  uC
[m] 35.00 1 1 Hats EA 1750.00 USD 50,0000 E£
< I >
™ selectar O clearan PO Line Count: 3

PO Total: $21,750.00





Click the select box for each line to be copied from the PO, or click the Select All link to select all the lines. 
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If paying multiple POs, the selected lines must be for the SAME vendor. 

Click [image: image56.png]Copy Selected Lines



 to copy the selected PO lines into the voucher. 
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The Invoice Information page will display.  Enter an invoice number and invoice date in the appropriate fields. The Pay Terms field defaults to Net30, but can be overridden to Net24 or Due Now (00) by typing them in or by clicking the lookup icon and selecting it.
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If making only a partial payment, or if only a portion of the items ordered were actually delivered, you can change the quantity on the voucher.  You should, however, check with your agency purchasing agent to determine whether a change PO needs to be created to retain the history of the transaction. 

Finalize Purchase Order

To prevent additional payments being made against a specific PO or specific line of a PO, it will need to be finalized. 
The Finalize Document icon [image: image59.png]


 and the Undo Finalize button [image: image60.png]


 by the Print Invoice button can be used to finalize the entire document. To finalize only selected invoice or distribution lines you would click the Finalize icon in the Invoice Lines section.
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A dialogue box will appear, prompting you to confirm distribution of all voucher lines or the single distribution line, depending on where it’s finalized. If you click “Yes,” all eligible distribution lines will be marked as “Finalized.” You may click the “Undo Finalize” button until the voucher has been budget checked. 
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 to save your work and obtain a voucher ID number. 

Recurring Voucher Contract

Recurring vouchers are typically used to pay a set amount to the same vendor with the same accounting information on several different occasions. For example, you might use a recurring voucher contract to pay rent for an agency office over the course of a contract. To setup a new recurring voucher contract, navigate to: 


Accounts Payable > Contracts > Add/Update Contracts
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If not already displayed, enter your business unit in the SetID field. 

The Contract ID field displays “NEXT” by default. If you accept the default then, upon saving, the next available contract ID will be assigned by the system; you may assign your own contract ID (up to 25 characters) by entering it in the Contract ID field. 

Click [image: image64.png]Add



 or press the Enter key. 

Contract Information

Enter the vendor or use the lookup icon to select the one you want. 

The Begin Date field defaults as the current date and indicates the start date of the contract.  Update the start date of the contract if current date is not correct. Enter the expiration date of the contract. The funding used in Recurring Voucher Contracts must be available from the Begin Date to the Expiration Date entered.  Contracts that cross multiple fiscal years and will not use the same funding for the length of the contract should be entered as a separate contract per fiscal year.  
Optional fields you may also enter include: a description (up to 30 characters), master contract ID (if tied to a master contract), or maximum amount for the contract (amount this contract should not exceed). 
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Enter the AP Business Unit and the Gross Amount for each voucher into the appropriate fields.  You may also enter an invoice number; the system will add a number to the end with the release number.  If an invoice number is not entered then the system will assign one.
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Enter a description and merchandise amount for each invoice line.  Click [image: image67.bmp] and [image: image68.bmp] to add or remove lines as needed. Click the Voucher Distribution [image: image69.png]


 icon to enter the accounting information for the distribution lines in the voucher.
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Distribution Information

Enter the distribution information for each line.  One SpeedChart may be used in each line by typing it in the SpeedChart field or selecting it using the lookup icon.  If multiple SpeedCharts are needed, a separate invoice line will need to be entered for each one.  
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 to return to the Contracts page.  Enter any additional distribution information needed and SAVE the contract so it will be eligible to create releases on.  If using auto numbering a contract number will be assigned.

Create Releases
Click the Contract Releases link to schedule the dates the payments for this contract will be issued. 
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The release schedule section provides a number of options for you to set a schedule for the issuance of the contract payments. 

· Interval determines how frequently the payment is issued.  Your choices are monthly, annually, daily, or weekly. 

· On The field sets which particular day in the interval period the payment is issued.  You can enter the day or click the lookup icon to select one.  

· Every defines whether the voucher should be created every one, two, three, etc. days, months, weeks, and so on. 

Click ONE of the following radio buttons under the Duration section:

· Until – allows you to enter an end date for the releases.
· For – allows you to select a set number of days, weeks, months, or years the releases should last. 

· Times – determines a set number of releases.  For example: if you want the voucher to be released ten times, select this option and enter 10. 

When you have established the release schedule parameters, click the Populate button to view a list of the scheduled release dates. 
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After reviewing the scheduled release dates, SAVE and click the Stage button to populate the release tables.  You will receive a message advising how many releases have been staged and notification that vouchers will generate automatically and be available for approval the following day. 
SAVE the contract after releases are staged or they will not be saved with the contract and vouchers will not be built. 
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Review Releases

Click the Review Releases tab to see a table of all releases with the ability to click into each one and view detailed information for that release.  You can also click the Review Staged Releases link to view the detailed information for all staged releases.
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To view details related to a specific release, click the associated Invoice Date link. 
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Click [image: image78.png]


 to return to the previous page.
An AP Voucher will be built and available the following business day for each release staged.  The voucher id will be stored with the associated release in the Review Releases tab. 
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Close a Recurring Voucher Contract

To cancel unpaid vouchers for a contract that was previously scheduled, staged, and built, navigate to:


Accounts Payable > Contracts > Add/Update Contracts
By default, the Add a New Value page is displayed. Click the Find an Existing Value tab. 

Enter your business unit in the SetID field. 
You may search for a specific contract ID or vendor by entering the value in the appropriate field (or use the lookup icon to select one).  Click the Search button and select the contract to close by clicking one of the links in the associated line. 
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Select Closed from the Status drop down list.
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You will receive a message informing you this action will close all unposted/unpaid vouchers associated with the contract.  Click [image: image82.png]


 to close the recurring voucher contract and delete any unpaid vouchers. 

Voucher Approval
Approve a Voucher

In order for a voucher to be issued, the voucher must be approved, budget checked (which will occur during nightly batch processing if not budget checked online), and posted. To approve pending vouchers, first navigate to the voucher approval page:


Accounts Payable > Vouchers > Approve > Approve Voucher

Conduct a search for vouchers that need to be approved by filling out applicable search criteria. Business Unit is a required field and will be populated with your default business unit. Enter other information known about the voucher, if desired, or leave the remaining fields blank to search for all unapproved vouchers. 

[image: image83.png]Voucher Approval

Enter any information you have and click Search. Leave fislds blank for a st of all values.

[Fnaan Exstmgvane |

~ Search Citeria

Business Unit (G Y
Voucher I0: [T
nvoice Number: [vegnswin V] ]
shortVendor Name: begns win V|| ]
Vendor 0: [oegnsvan V] e
Hame 1: [oegnsvan v
Dlcase Sensitive

Limitthe number of results to (up to 300):

[ Gioar[sssicearcn [ Save Searh Oera

Search Results

View All First [ r-se orss [ Last
Business Unit Voucher ID Invoice Number Gross Invoice Amount Invoice Date Short Vendor Name Vendor 1D Name 1

88020 00166813 February 14, 2014-2 1000 02114/2014 MALTASCHO-001 0000053697 PHILLIPS COUNTY

66020 00166812 623-25 42015 021102014 ITIMPLEM-001 0000122847 I T IMPLEMENTERS INC




Click the link of the first voucher to be approved and the voucher approval page will open. 
There are system edits in place to prevent a user from approving a voucher they have entered.  An error message will be displayed if this is attempted. 

Approval

The approval page provides the basic information pertaining to the voucher, including voucher ID, vendor name and address, gross amount of the voucher, and Payment Confidentiality. The voucher approval and payment confidentiality can be updated on this page. 

Approval Information displays the current status of this voucher as “Pending.” To approve or deny the voucher, simply click the radio button next to the appropriate action and save the voucher. 
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Payment Confidentiality can be updated on the approval page by selecting the updated status, updating the Approval Information, and saving the page.

Line Information

The Line Information page indicates which line(s) of the voucher are 1099 applicable, if any, and the withholding code used. 

Charge Information

Click the Charge Information tab to review distribution information for each line on the voucher and determine the correct accounting coding was used. 

To approve the voucher, navigate back to the Approval page by clicking on the Approval tab, click the Approved radio button, and then click Save. If desired, you may work through the list of vouchers to be approved by clicking the Next in List button and repeating the above steps. 
Budget Checking

Budget Check a Voucher

Vouchers are automatically budget checked during the nightly batch processing, but can also be budget checked by any user with the authority to enter or approve vouchers.  Sometimes users may budget check a voucher to verify the distribution coding is valid and the voucher will get paid that night.  To budget check a voucher online, navigate to the voucher entry page:

Accounts Payable > Voucher > Add/Update > Regular Entry

Click the Find an Existing Value tab or link and search for the desired voucher.
Notice that on the Invoice Information page, the voucher has a budget status of “Not Chk’d,” and the Budget Check icon [image: image85.png]


  is active.   
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Click the Budget Check icon to begin budget checking the voucher. The voucher must achieve a Valid Budget Status in order for a payment to be issued. 
Note: Although the voucher has been budget checked and has a valid status, the chartfields are still active and editable! Changing a chartfield value after the voucher has achieved a valid budget status will require the voucher to be budget checked again.  Budget Checking can happen manually online or during the nightly batch processing.  

If the voucher fails budget checking, the Voucher Budget Exception icon [image: image87.png]


 will appear. A payment will not be issued for any voucher with a Budget Status of Error.  The voucher or budget will have to be corrected before the voucher will be processed.  
Research Budget Check Errors

To view the budget error(s) associated with a voucher, click the Voucher Budget Exceptions icon [image: image88.png]


 and then click the Go to Transaction Exceptions link.
[image: image89.png]Commitment Control

Commitment Control Details
‘Source Transaction Type:

‘Budget Checking Header Status:
Commitment Control Amount Type:
Commitment Control Tran ID:

Commitment Control Tran Date:
Override Transaction

Budgel Check o
o Transaction Excepions

| ToR———anee | Refresh |

Voucher
Errorin Budget Check

Actuals, Recognize and Collect
0020850777

08/112014

GoTo Actvity Log





The Exception column provides the reason for the budget checking error. Once you have identified the reason for the budget checking error, you can then resolve the problem and re-budget check the voucher. 
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A number of icons and links on the Voucher Exceptions page will assist you in resolving budget checking issues by quickly navigating you to other pages associated with the error. 

The View Related Links icon [image: image91.bmp] will allow you to view the voucher transaction that resulted in the budget error. Click the Go to Source Entry link to return to the voucher, or click the Go to Source Inquiry link to navigate to the voucher inquiry search page. 

Navigate to the Payables Voucher Line Drill Down page by clicking the [image: image92.png]


 icon in the Details column of the Budget Override Tab. This page provides transaction line information such as the transaction coding, status, line amounts, etc. Click the OK button to return to the Voucher Exceptions page. 

Hot Tip: There is no need to re-approve the voucher after corrections have been made to the distribution information or budget. Once the errors have been corrected, simply budget check the voucher again, and if in a valid status, it will be posted and the payment issued. 

Vendors

Every voucher is issued to a vendor in exchange for products and services received from that vendor. A vendor can be a person, a business, a governmental entity, an employee, etc. A vendor may have a number of people associated with the business and to whom you may issue a voucher.
Vendor Information

The SABHRS system stores information about vendors, including name, address, Tax Identification Number (TIN), physical location, bank information, 1099 (withholding) information, and much more. The State Accounting Bureau (SAB) of the Department of Administration adds and maintains information about vendors in the State vendor table. To search for a vendor, navigate to:

Vendors > Vendor Information > Add/Update > Vendor
Enter the information known about the vendor and click the Search button. The system will only return the first 300 results that meet the criteria you specify.  To narrow the scope of your search, it is recommended that you enter as much criteria as you can.  The more information that is entered, the more efficient the search becomes, and therefore, the faster your search results will be displayed.
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Identifying Information

The Identifying Information page displays information about the vendor such as: the vendor’s name, short name, classification, vendor ID number, status, and persistence (type of vendor). 
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Vendor Comments

Click the arrow [image: image95.bmp] to the left of the Comments title bar to view any comments that have been stored about the vendor.
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Address

The address page displays the physical addresses on file for the vendor, including the date the address was added and whether the status is Active or Inactive. Click the View All link or the next arrow [image: image97.bmp] to view the other addresses on file for the vendor.
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If the vendor has EFT and has selected to receive e-mail advice, the Email EFT Advice will be checked and the Email ID will contain their information.

Click the arrow [image: image99.bmp] to the left of the Payment/Withholding Alt Names title bar to view the name(s) that payments/withholding will be issued to when this address sequence is used in a voucher payment. 
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Contacts
The contacts page displays contact information that has been entered for the vendor points of contact. 
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Location

The location page provides information about how the state conducts business with the vendor.  Vendor bank preferences are established here.  For example, a vendor may have multiple locations and each set up for EFT to a different bank account.
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Review Vendors

Another tool used to search for vendors is located at the following path: 

Vendors > Vendor Information > Add/Update > Review Vendors

Enter any known information about the vendor and click the Search button. 
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If known, you may also search by the vendor’s withholding tax ID. 

Review Withholding Payments
Users may search for withholding payments made to a vendor using the vendor ID, name range, and/or date: 
Vendors > 1099/Global Withholding > Review > Withhold Payment 
Enter the search criteria and click the Search button.
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Review payments to the vendor by clicking the View All link or review each by using the next arrow [image: image105.bmp]. 

Withholding Adjustment

You may occasionally need to adjust a vendor’s withholding balance. For example, you may need to enter an adjustment if only part of the payment was withholding applicable and withholding was applied to the entire payment. You may also need to enter an adjustment if withholding was not applied to any of the payment, but some or all of the payment was withholding applicable. To enter an adjustment, for whatever reason, navigate to the withholding adjustment page:

Vendors > 1099/Global Withholding > Maintain > Adjust Withholding 

Enter the ID number of the vendor for whom you need to make an adjustment, the desired start and end dates, and click the Search button. 
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The Adjustments section displays the original payment and any other adjustments processed for this vendor. The original payment is listed as “Original,” and any other adjustments are listed as “Legacy.”
Adjust Original Amount Withheld/Add a Withholding Amount
If the withholding for a vendor was incorrectly recorded or not recorded at all when it should have been, you can enter an adjustment to correct the record for this vendor. 
Insert a new row by clicking the Add a new row [image: image107.bmp] button. Ensure the withholding class code is correct and enter the amount by which the original payment should be adjusted in the Basis Amt field. If the payment amount is to be increased or added, enter a positive amount; if the amount is to be decreased, enter a negative amount.  

Change the payment date to the date the original payment being adjusted was issued. 
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If desired, enter up to 250 characters in the description field located on the Adjustment Reason tab.

When finished click the Save button.

Change Withholding Class Code

To adjust the class code used on a payment to a vendor, you will need to create an adjustment line to decrease the withholding of the original code used and also an adjustment line to add the amount for the class code that should have been used. 
Insert a new row by clicking the Add a new row [image: image109.bmp] button. Enter a negative amount in the Basis Amt field to reduce the amount of the original withholding transaction. Change the payment date to the date of the original payment.
Insert another new row and change the withholding class to the correct code.  Enter the payment amount in the Basis Amt field, and change the payment date to the date of the original payment.
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Save your work by clicking the Save button. 

Voucher Maintenance

Vouchers may be deleted only if they have not posted. Instead of deleting a voucher, some agencies will change the information and use the voucher to pay a different vendor.  Once deleted, the voucher cannot be viewed or accessed. 

Delete a Voucher

To delete a voucher, navigate to:

Accounts Payable > Vouchers > Add/Update > Delete Voucher 
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Retrieve the voucher to be deleted by entering known information about the voucher and clicking the Search button.

To delete the voucher, click the Delete button. 
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Because a voucher cannot be “un-deleted,” a warning message appears, advising the voucher will be deleted if you continue.  Clicking the Cancel button will return you to the previous page. Click the OK button to delete the voucher. If the voucher has previously been budget checked, the budget processor will run automatically and delete any budget transactions related to this voucher.  
Close a Voucher

If a voucher has already been posted but not paid, you must close it instead of deleting it.  To close a voucher, navigate to: 

Accounts Payable > Vouchers > Add/Update > Close Voucher 

Retrieve the voucher to be closed by entering known information about the voucher and clicking the Search button.
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To close the voucher, click the select box next to Mark Voucher for Closure and save your work. 

If you want the voucher to be closed and accounting entries posted on a particular date, such as before or after month-end processing, enter the desired close date in the Manual Close Date field.
Voucher and Payment Inquiry

Sometimes a vendor may call to check on the status of a payment, the reason a voucher was issued, or because the warrant was not redeemed in time so it cannot be cashed.   Inquiry pages assist users in answering questions like these.  There are numerous ways to access the same information in the SABHRS system; therefore, the specific situation will determine which page will yield the most useful results. 
Payment Inquiry

To conduct a payment inquiry, navigate to:


Accounts Payable > Review Accounts Payable Info > Payments > MT


Payment Inquiry
The Remit SetID is a required field; “STATE” will default in but can be retyped if it is not correct.  To perform the search you must also enter criteria into one of the following fields: the payment reference number, the Remit Vendor number, or the Vendor Name.  When finished entering the required information click the Search button. 
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If multiple results display then click on the one you would like to view.  
The Vouchers For a Payment page will display with information about the payment and the voucher.  There will also be several icons that navigate you to the accounting information generated to create the payment, the invoice lines entered on the voucher, and the payment advice entered on the voucher.
The Payment Method indicates how the invoice was paid (system check, EFT, or Payment Plus).  The Reconcile Date indicates if and when the payment was reconciled by the bank.  The Cancel Action indicates if the payment has been cancelled.  The page also contains some Staledate information and if/when the payment was marked as Staledated.   
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Payment information such as voucher ID, invoice number, invoice date, and paid amount are provided on this page. Click the Detail Lines icon to open a new window to the voucher Invoice Line(s) or the View Advice button to navigate to the payment advice that was entered on the voucher.  You can also click the Acctg Entries icon to open a new window and see the voucher accounting entries.
Payment Document Status

To inquire on the status of a payment document, navigate to:

Accounts Payable > Review Accounts Payable Info > Payments > Document Status 

Enter the criteria upon which you wish to search and click the Search button. 
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Clicking the Payment Reference link will display the MT Payment Inquiry page. Click the blue link under the DOC ID column to view the Voucher Inquiry page. Click the Document Status Inquiry icon [image: image117.png]


 to display the Voucher Document Status.  

All pages open in a new window.  To return to the Payment Document Status Inquiry page, click on the window it is located in.
Voucher Inquiry

To conduct a search by a voucher ID number or invoice number, navigate to:

Accounts Payable > Review Accounts Payable Info > Vouchers > Voucher
The voucher inquiry search page provides a number of different fields upon which you may search to locate a specific voucher. Enter the search parameters and click the Search button.
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Click the Acctg Entries icon [image: image119.png]


 to view the voucher accounting entries in a separate window. 
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Click the Payment Information icon [image: image121.png]


 to navigate to the voucher line and distribution information.
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Return to the previous page by clicking the Back to Voucher Inquiry link. 

Voucher Document Status

The voucher document status allows you to inquire and cross-reference documents related to the voucher. Navigate to:

Accounts Payable > Review Accounts Payable Info > Vouchers > Document Status
Input your search criteria to refine the results and click the Search button.
The related document is described in the Document Type column. Clicking the link in the Doc ID column will open a new window with the associated inquiry page displayed. For example, if the Document Type is listed as a payment, clicking the document ID link will display the MT Payment Inquiry page.  
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To view the document status inquiry page for the transaction, click the Document Status Inquiry icon [image: image124.png]


.  A new window will open to the Payment Document Status Inquiry page. 
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To return to the Voucher Document Status page, close the new window or click on the window it’s located in.
Voucher Accounting Entries

To view the accounting entries associated with a voucher, navigate to:

Accounts Payable > Review Accounts Payable Info > Vouchers > Accounting Entries
Enter the Business Unit and Voucher ID and/or Invoice Number and click Search.
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Click the Chartfields tab to view the chartfield coding for each transaction or the Journal tab to view the journals affected by the transaction, including the journal date and ID number. 
Journal Drill Down

To inquire upon specific lines and transactions in a journal, navigate to:

Accounts Payable > Review Accounts Payable Info > Vouchers > Journal Drill Down
Enter the General Ledger Business Unit, not the Accounts Payable business Unit, and any other known information about the journal you wish to review and click the Search button. 
From the list of results, click the link for the line you wish to review, or select the first line and move through the list of lines by clicking the Next in List button. 
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Click the Voucher ID link to open a separate window into the Voucher Accounting Entries page. 
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Click the GL Journal link to drill down to the journal. 
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Click the link of a journal line number to return to the previous page. 
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Voucher: 


A written authorization or certificate, exchangeable for cash; 


A written record of expenditure, disbursement, or completed transaction.





Note: You can navigate to Commitment Control through the menu via this path: 





Commitment Control > Review Budget Check Exceptions > Accounts Payable > Voucher





If you choose to navigate through the menu, you can find your voucher by entering your business unit, the voucher ID number, and clicking the Search button. If you do not know the voucher ID number, you can enter only your business unit, click Search, and a list of all vouchers in an error status will be displayed. Click the link associated with your voucher to view the budget check exceptions.
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