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Revisions to Manual

October 2016

e Contact and link information updated
e VISION Process Picture updated.

e Accounts Payable FAQs updated.

e Prior Year Payables in the Business Process section updated

e The Enter Regular Voucher with Reportable and Non-Reportable
lines updated reportable vendors to include veterinarian services

April 2012:
g e The Enter Regular Voucher with Reportable and Non-Reportable
lines exercise has been rewritten.
o Looking up Vendors exercise has been updated.
o Additional BDA information has been added to Business Process
section.
e FAQ’s — new FAQ's have been added.

October 2010:
e Looking Up Vendors exercise has been rewritten.

e Duplicate Voucher Detection

e Information has been added to exercises on adding vouchers to detect
duplicate vouchers earlier.

o VISION Procedure #8: Void Check has been added to the Business
Process section of the manual.
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Business Process

Overview of the VISION process:
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There will be a 1 — 1 relationship between a vendor’s invoice and a VISION
voucher. That is, each invoice will become a separate voucher. Vouchers may
contain multiple lines and multiple chartfield distribution lines to allocate costs to
several accounts, funds or departments.

The 1 — 1 relationship will facilitate duplicate invoice checking across all units
within the system, thus minimizing the risk of paying a vendor invoice more than
once. The fields that are checked for duplications are: Vendor ID, Vendor Type,
Vendor Invoice Date, Vendor Invoice Number and Gross Amount. A voucher
identified as a possible duplicate will save and be in Recycle status, but cannot
be posted or paid. A voucher cannot stay in Recycle status. At month end close,
it must be updated so that it can post or be deleted.

Vouchers will need to be approved in VISION before they can be budget checked
and paid. The approval process will be managed at the department level
through VISION security.
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All vouchers will need to pass a budget checking process to check for availability
of funds at the department/agency level prior to being paid. The budget
checking process can be done on individual vouchers or as a batch process, at
the discretion of the department.

USER Online VISION posts
Invoice Voucher accounting entries

Information or PO Check | to General Ledger

Voucher

\ 4
©
c
S
Q
@

\ 4
A 4

Approval

Pay Cycle
to produce
Warrant

TREASURER Y
Payment
made via
Check,
ACH or
Wire

Vouchers will be paid based on the scheduled due date, which is determined by
the vendor invoice date and the vendor payment terms. The default payment
terms will be Net 30 days and should not be changed unless the change complies
with Finance and Management Policy #5 Payment Terms. Checks will be written
and mailed 4 days prior to the due date as long as the voucher is approved and
budget checked. This will allow the check to reach the vendor by the due date.
For more information on payment terms, please review the Finance and
Management document, Operational Guidance (OG) #1, which you can find on
the Finance & Management website at:
http://finance.vermont.gov/training-and-support/vision-job-aids-and-operational-

guidance

All vouchers to be paid to a vendor on any given day will be combined onto one
check, ACH, etc.; this includes adjustment vouchers. All Business Units’ vouchers
are included unless a voucher is marked to be paid separately. Each Business
Unit, Voucher ID and Invoice Information is noted separately on the pay advice
that is sent to the vendor.

Blanket Delegations of Authority (BDA's) are issued by the Office of Purchasing

and Contracting to delegate authority to agencies/ departments to directly
purchase specific types and classes of items with limited or variable availability

Page 7 of 174


http://finance.vermont.gov/policies-and-procedures/finance-and-management-policies
http://finance.vermont.gov/training-and-support/vision-job-aids-and-operational-guidance
http://finance.vermont.gov/training-and-support/vision-job-aids-and-operational-guidance

considerations. BDAs are specific to a department(s) except those identified as
"all agencies”. For a complete list of current BDA numbers, go to the Office of
Purchasing & Contracting website at: http://www.bgs.vermont.gov/purchasing-
contracting/forms/bda. The BDA number should be entered in the Item field of
the voucher. BDA Quick Step Guide can be found on the Finance & Management
website at:
http://finance.vermont.gov/training-and-support/vision-job-aids-and-operational-

guidance
You can also follow the BDA Voucher exercise in this manual.

BDA'’s are not to be used for the following purchases:

» Don't use a BDA when the item is on contract. If unsure check with the Office
of Purchasing and Contracting or use the website:
http://www.bgs.vermont.gov/purchasing-contracting/contract-info/current.
Purchases of office supplies, fuel, envelopes, paper, gloves, paper products,
cleaning products etc. are all on contract.

e Don't use a BDA for personal services, utility payments (electric, cell phones,
telephone, water, etc), payment to other agencies or departments, lodging,
meals, employee expense reimbursement, membership fees, postage, and rental
space.

Void Check Procedure:

VISION Procedure #8: Void check establishes the criteria and procedures for
voiding VISION vendor checks. This procedure can be found on the Finance and
Management website at:
http://finance.vermont.gov/policies-and-procedures/vision-procedures

VISION vendor checks that are determined to be in error or invalid (see criteria
below) must be returned to the Office of the State Treasurer to be voided in
VISION. The Office of the State Treasurer is responsible for processing all void
check requests and storing all voided checks.

Departments are prohibited from depositing VISION vendor checks and
processing them as a refund of expenditure. The erroneous depositing of a
VISION vendor check obscures the audit trail in VISION by creating a record that
indicates the check was issued to and cashed by the vendor; this improper
handling impairs the integrity and accuracy of vendor payment reports and
potentially 1099-MISC forms issued to vendors and the IRS.
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CRITERIA

A check can be voided in VISION when the following two conditions exist:
1. The check was issued and recorded in the VISION financial system.

2. The department (custodian) is in possession of the original check.

A VISION vendor check shall be determined invalid and voided in VISION when
there is a/an:

e error in the payee;

e error in the payment amount;

e printing error or damaged/spoiled check;

e duplicate payment;

e cancellation of the payment request;

e unavailability of the goods/services being purchased;

e or any other reason the check is no longer needed for its intended purpose.

Note: VISION vendor checks that are valid and not in error but are undeliverable
to the vendor (e.g., unknown address) shall not be voided, and are subject to
Vermont’s unclaimed property laws. Contact the Office of the State Treasurer’s
Unclaimed Property Division for more information.

For copies of cancelled checks or checks to pull please contact the Treasurer’s
Office by email at: TRE.ServicesAccounting@vermont.gov.

Special Handling

Under the Payment Method section, you will see a field for *Handling. In this
field you can designate any special handling you require for this payment.

Click on the magnifying glass to the right of this field to see what the choices
are.

Payment Method

*Bank: GOVNT O Pay Group:
*Account: 001 Q, *Handling:
*Method:  |WIR L wire *Netting:

Message: Messages

Message will appear on remittance advice.

A new page will open, showing the available options.
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Look Up Handling

Cancel

b
Search Results
1-Tof 7

SetiD Payment Handling Description Short Description Seguence Humber
STATECA Call Department Zall go
STATECE Held - Office of Child Support  OCS 30
STATEDE Held by Employment & Training DET 20
STATEDP = Department i
STATERE Eegular Pavment Reqgular a0
STATETA Held by Tax Depardment Tax 10
STATETR Sentto Trustee by Treasurer  Treasurer 40

The only ones you would use in a voucher are: CA, DP, and RE. These are used
in the following manner:

CA  This allows a user to receive a call from the Treasurer’s office when the
check has been cut, usually so that it can be picked up by the
department. This may occur when a check is needed in-hand for hotel or
conference registrations, for example.

DP  If a user wants the check sent back to his/her department for sending out
separately, they can select this option.

RE A payment made with no changes to this field, will show the handling of
“RE”, Regular Payment. This is the default for this field.

DO NOT USE these handling codes in a voucher:

Held by the Office of Child Support

Held by the Department of Labor (formerly Employment & Training)
Held by the Tax Department

Sent to Trustee by Treasurer

GS
DE
TA
TR

More payment options can be found in the Payment Options section.

Schedule Payment Payment Options
*Action: Schedule Payment Date: Hold Payme®® [ Separate Payment: [
Pay: Reference: H0ld Reason: QL

Letter of Credit: =

Hold Payment - if you check this box, the payment will not process. When you
check this box, you will also need to designate a Hold Reason. Click on the
magnifying glass to see the list of reasons. This page will display:
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Select one of the following values:

ACC Accounting in Dispute

AMT Amountin Dispute

CCR |[CCR Expired

CRT |Confract Retention

EFT EFTincomplete arnot Prencted

GDE |Goods in Dispute

IPC |Inkound IPAC Required
Q7Y |[Cuantity in Dispute
WTH [Withhaolding Hald

Cancel

A payment that has been put “on hold” will not pay until this box is
unchecked and saved. Then it will process as normal.

Schedule Payment Payment Options
*Action: Schedule Payment Date: Hold Payment: ]| eparate Payment: [
Pay: Reference: Hold Reason: Tl

L o1 Credit: =

Separate Payment — Select this box if this payment needs to go separately to
the vendor. This may be used along with the Payment Handling options of DP
and CA; in that way the check will only pertain to one department’s payment for
that vendor in the paycycle.

International Payments:

When making a payment to a foreign address, choose the handling code of DP.
The check will be sent to the department and the department will need to
correct the address and mail the check. Checks written to foreign addresses
don't print with the correct Postal format because the 3-letter country code
shows in the “remit to” address, but that and the full country name don't print on
the check itself. The other issue is that domestic postage is put on ALL checks
from the Treasurer’s office, which results in insufficient postage for foreign
payments and the checks being returned undeliverable. VISION uses USD
currency only.

Page 11 of 174



Prior Year Payables

Payments for goods or services received in a prior fiscal year must be designated
with a “"PY” in front of the invoice number when entering a voucher. If you fail
to enter the “PY”, the form Vouchers — PY Missing must be filled out and sent to:
VISION.CAFR@vermont.gov. Operational Guidance #4- Prior Year Payables
provides further details of how to identify and process prior year payables.
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Frequently Asked Questions (FAQs)

How do I know if I have any vouchers that need my attention?

Run the VT_MER_VCHRS_NOT_POSTED query for your business unit. This query
will list all vouchers that have not posted in the Accounts Payable Module. For
additional information and guidance, refer to the Month End Closing Instructions
for the Actuals Ledger located on the VISION Procedures page.

When will my voucher get paid?

Vouchers must be approved and budget checked by the start time for each of
the daily Pay Cycles below for them to get picked up for payment. Vouchers paid
by check will be picked up for payment 4 days prior to their due date to allow for
mailing times.

7:30am — Checks and wires to State Departments
10:00am — Wire Transfers to banks

11:00am — ACH payments

11:30am — Satellite payments

How do I enter a voucher for an invoice that I received in the current fiscal
year that is for an item that I received in the prior fiscal year?

When entering a voucher for goods or services received in the prior fiscal year,
the invoice number should be preceded by “PY” to properly indicate that it is
paying for a prior year payable. This practice ensures accurate reporting of
financial data. For more information, see the Prior Year Payables Operational
Guidance #4 document located on the VISION Job Aids and Operational
Guidance page.

Can I change the terms on a voucher to ensure that the vendor gets paid on
time?

You do not need to change the default payment terms to ensure that the vendor
will get paid on time. VISION automatically uses the invoice date and payment
terms to determine when the voucher will get picked up in a Pay Cycle to be
paid. For more information, see the Payment Terms Policy located on the
Finance & Management Policies page and the Changing Payment Terms
Operational Guidance #1 document located on the VISION Job Aids and
Operational Guidance page.
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How come my voucher has not been paid yet?

There are several things that may cause a voucher to not get picked up in a Pay
Cycle. Use the document Things to look at when a voucher does not get paid
located on the Accounts Payable Module Support page.
http://finance.vermont.gov/vision-module-support/accounts-payable

to help determine why a VISION voucher has not paid. If you need further
assistance, contact VISION Support.

Looking up Vendors

Vendor Maintenance for the State of Vermont is managed and executed centrally
by Financial Operations in a single Vendor database within VISION. VISION
users, depending on their security, will have access to view and report on Vendor
information only.

Vendor additions and changes will be emailed to Financial Operations at
VISION.VendorRequests@vermont.gov via a standard form. The form will be
completed by the user requesting the addition/change and submitted to Financial
Operations by the Business Manager for entry into VISION. The VISION Vendor
Request Form can be found on the VISION website at
http://finance.vermont.gov/forms/vision. Complete the form and save a
copy to your computer so that it can be attached to an email request to
VISION.VendorRequests@vermont.gov.

The following explains how Vendors are maintained in VISION and how to find
and use that information. Due to the nature of the Vendor information in
VISION, it is critical that all operators who will use Vendor information have
some understanding of the information contained within the Vendor files and
how the information is used in VISION.
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The best way to search for a vendor is by using the following
navigation:

Navigation: Vendors > Vendor Information > Add/Update > Vendor

ORACLE’

Home | Workist | AddtoFavories | Signo
Fa\fnvnte; Ma\nvMenu > Vendors : Vendor Information > Add/Update > Vendor
New Window | Help | /&,
Vender Information
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Maximum number of rows to return (up to 300): 200
setiD: = - STATE aQ
Vendor ID: begins with ~

Persistence: = hd -
Short Vendor Name: begins with

Our Customer Humber: begins with ~

r LR

Name 1: begins with

[Tinclude History 7| Correct History [ Case Sensitive

Search ‘ Clear ‘E!asicSaarch [E save Search Criteria

Find an Existing Value | Add a New Value

The SetID “STATE" will be used for all vendors, thus making vendors available to
all users.

Vendor Information is stored on effective dated rows.

Vendor numbers will be assigned by the system in “Next” number order.

When searching for vendors, “Persistence” should be set to *“Not =" One Time to
get the best results.

The Our Customer Number field is not used by the State of Vermont.

One-Time Vendors:

You may encounter some vendors whose “Persistence” is equal to “One Time”.
These are vendors that were set up to be used only once and they are in a
status of “Inactive” and are not available for use. If it is the only instance of the
vendor for whom you are searching, you will have to request a new
number. We recommend that you search for a vendor using criteria of
Persistence not = “"One Time” so you do not find these in your search for a
vendor id.
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The recommended way to search for a vendor is by Name 1:

Search using “contains” instead of “begins with” and use the most uncommon
word in the name of the vendor

Example: To look up S.D. Ireland Company

Under Persistence: change “begins with” to “not =" One Time

In Name 1, change “begins with” to “contains” and then type in Ireland and click
Search.

ORACLE’

Home | Workist | AddtoFavorites | Signo
Favuvntengam_Menu » Wendors » Vendor Information > AddfUpdate » Vendor

New Window | Help | \&

Vendor Information

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

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300): 300

SetiD: = - saE Q@
Vendor ID: peginswith ~ [
Persistence: not= = OneTime -
Short Ver/dor Hame: begins with ’70\

‘Our Custgmer Humber: begins with + ’70\
Name 1: \ _ containg  * WO\

[Cinciude History [Clcorrect History [CIcase Sensitive

Search | Clear |BaE\cSearch B save Search Criteria

Search Results

View All First Jf] 1-11of 11 Jf Last
[setiD |vendor D [short Vendor Name Our Customer Humber [Name 1 Persistence|
STATE 0000151638 IRELANDIND-001  (blank) Ireland Industries Inc Regular
STATE 0000059441 IRELANDSDB-001 (blank) Ireland S D Brothers Corporation Permanent
STATE 5 IRELANDSDC-001 (blank) Ireland S D Concrete Construction Corp Reqular
STATE 0000272437 SDIRELANDC-001 (blank) Ireland, 8 D Companies JV Regular
STATE 0000274332 IRELANDAMO-001  (blank) Ireland Amos Regular

Once you've found the correct Vendor ID #, you must check the available
addresses — there may be several! Make note of the Address ID that

corresponds to the address you need to pay and make sure that this address is
active.

Click on the correct Vendor and then click on the Address tab.
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ORACLE’

Favortes | Main Menu > Vendors : Vendor Information : Add/Update : Vendor

Summary | Identifying Information | Address | Contacts | Location

setip:  STATE

Home | Workist | AddioFavortes |  Sign out

New Window | Help | Customize Page | B+

Vendor: 0000007449  ShortVendor Name: FAHC  -002 Name:  Fletcher Allen Health Care

Vendor Address o lugnss oot 1orer O Lag Th|s
Address ID: =] d
Description: \Rs:nil Burlington vendor

Find | view Al First Bl 4 or 4 Bl Lot has 67
Effective Date: 101812007 [ =
Status: Active -
Couty USA @ pea states
Address 1: |BAR - Professional Remits
Address 2  |POBox 1063
Address 3: ‘

City: Burlington
County: Postal: 05402-1063
State: VTR vermont

Email ID: ‘

» Payment/Withholding Alt Names

Phone Information

Address is Active as
of the effective date
of 10-18-2007.

Customize | Find | View Al B | B8 First Bl 1 o1 28

Save | [CLReturn to Search | 1] 4[] Hext in List Notify | & Refresh | [ Add Include History Correct History
L

If you do not find the address you need, you must submit a Vendor Maintenance
request form to either have it added, or to replace the address currently on file.
If the address you need has been inactivated, there is a legitimate reason.
Please contact Financial Operations with questions about why a vendor was
inactivated.

NOTE: Finance does not have any “quick” method of verifying
active/inactive addresses other than manually searching through the
vendor information, the same as a user would, so please make sure you
have done your own thorough search before contacting Financial
Operations for help.

If you still have questions, or are uncertain about which vendor to use, contact
the VISION vendor request e-mail address at
VISION.VendorRequests@vermont.gov.
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Enter a Regular Voucher

Situations when this function is used: A regular voucher is entered when
you have an invoice to pay that is not associated with a Contract or Requisition.
A regular voucher which needs to be paid using more than one fund or program
will be paid for with split funding (shown in a future exercise) will use multiple
lines and/or multiple distributions.

Required Fields: Vendor ID*
Vendor Name
Location
Address
Invoice Number*
Invoice Date*
Amount*

GL Unit
Account

Fund
Department ID
Pay Terms

The fields marked with an * should be filled in on the Add a New Value
page. When the fields are filled and you click Add, the system will
immediately let you know if a duplicate voucher has been detected.

This saves time by identifying duplicate vouchers before entering all of
the voucher information.

Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

ORACLE’

Favorites . Main Menu > Atcuuntépavab\e > Vuushers > Add/Llpdate > Regular Entry

Hor

Voucher

Business Unit: p1110 @

Voucher ID: NEXT

Voueher Style: Regular Voucher

Short Vendor Nam Q
Vendor ID: Q
Vendor Location: Q
Addi Sequ Number: 0Q

Gross Invoice Amount: 0.00
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Your default BU will appear in the Business Unit field. The Voucher ID will
default as NEXT.

Enter Business Unit

e Leave as user default or
e Enter appropriate business unit.

Enter Vendor ID

e Enter the vendor number, including the leading zeros and tab out of field.
Short Vendor Name, Vendor Location, and Address Sequence Number
automatically populate.

Note: If you need to search for a vendor use the following navigation;
Vendors > Vendor Information > Add/Update > Vendor

Enter Invoice Number

e Enter Vendor’s Invoice number. (If the payment is for goods or services
received in a prior fiscal year then prefix with a “"PY")

Note: If a vendor’s invoice nhumber is not provided, enter relevant
information to correlate the voucher to the payment request; for
payments to grantees and sub-grantees, the grant agreement number
must be entered per the Agency of Administration’s Bulletins #5 and
#5.5.

Enter Invoice Date

e As per the vendor’s invoice

Enter Gross Invoice Amount
ORACLE’

Favorites - Main Menu > Accounts Payable 3 Vouchers > Add/Update > Regular Entry

Voucher

01110 &

NEXT

Regular Voucher

WASHELECTR-001Q,

0000001580 |,

SINGLE Q
12

48972

05/5111 [&

5000

Estimated No. of Invoice Lines: 1

Add

Click Add
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ORACLE’

Home | Workist | AddtoFavortes | Sign out
Faw'ntes:Ma\n'Menu > AccuuntgPayable > Vuughers > Addjuvpdate > Regular Entry

Mew Window | Help | Customize Page | & -

Invoice Information Payments Youcher Attributes

Business Unit: 01110 Invoice Number: 48972
Voucher ID: NEXT Invoice Date: 05/05/2011 [

Voucher Style: Regular

Vendor: puunnmggn Q Misc. Amount: = Non Merchandise Summary
Name: WASHELECTR-00" ), Freight Amount: =
Location: SINGLE Q
*Address: 1Q
Washington Electric Co-op Inc Total: 50.00
POBox 8 Balance: 0.00
E Montpelier, VT 05651

The Invoice Information page loads. The information entered on the Add a New
Value page has populated the fields on the Invoice Information page. The
following information defaults in:

Accounting Date = current date (this must never be changed manually),

Currency = USD,

Distribute by = Amount,

Ship To = default ship to location for your Business Unit,

GL Unit defaults in.

Review the Address information that defaulted in from the vendor. If the
address should be changed, click on the magnifying glass to select the correct
address the payment should be sent to.

Note: Any changes to the address on the Invoice Information page
must also be done on the Payments page. The address on the
Payments page is the address the payment is sent to.

Scroll down the screen and the Invoice Lines box can be seen.

Comments
Advanced Vendor Search
*Pay Terms: Net 15 M= Basis Dt Type: Invoice Date Action: ~ Run
Accounting Date: |g5/06/2011 [5]
Control Group: Q *Currency: uUsD @
Copy from a Source Document
PO Unit: ., Purchase Order: @ CopyPO Worksheet Copy Option: None -
Invoice Lines Find | View All First Bl 4 o1 I Last
Line *Distribute by Iitem Description Quantity UOM Unit Price Extended Amount =l
1 Amount v | Q | I Q | [ 50.00
Ship To SpeedChart
PFMMTPOI L @, [JUse One AssetiD

~ Distribution Lines Customize | Find | First Bl 1 or1 ¥ Last
GL ChartFields 1 [{GLCharrieids 2| | Exchange Rate || Statistics |\ [[Assels

’_Amcmnt Quantity | *GL Unit *Account Fund Department Program |Class Project Affiliate Openltem
1] 50.00 [o1110 @ | Q| Q| Q| Q| Q[ Q| Q Q ] [=]

&) save | [=] Notify | 75 Refresh | [Es Add | B Update/Display

Invoice Information | Pavments | Voucher Attributes
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Enter Line Description
e Enter the description of what you are paying the invoice for

Enter Amount under Distribution Lines

e Enter the full amount of the invoice if you are only using a single line and
distribution or

e Enter the amount of the invoice that you are going to pay for only this line
and/or distribution

Enter Account Number

e Enter the account number or
e Click on the magnifying glass to select from the list

Enter Fund

e Enter the fund or
e Click on the magnifying glass to select from the list

Enter Dept ID

e Enter the Dept ID or
e Enter the last 4 digits of your business unit (to narrow your search) and
click on the magnifying glass to select from the list

Enter Program (If used by your department)
Enter Class (If used by your department)

Enter Project/Grant (If used by your department)
ORACLE’
Fa\'uvriteséMainvMenu > Accountg‘Payab\e » Vuushers > Addelndate » Regular Entry
*Address: ’_1Q

Washington Electric Co-op Inc Total: 50.00
PO Box 8 Balance: 0.00

E Montpelier, VT 05651

Comments

Advanced Vendor Search

*Pay Terms: Met 16 = Basis Dt Type: s Action: - M
Accounting Date: |05/06/2011 [
Control Group: xQ *Currency: usD Q@

Copy from a Source Document
PO Unit: T, Purchase Order: C,  CopyPO Worksheet Copy Option: None -
Invoice Lines Find | View All First | 10f1 L] Last

Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount EI=]
1 Amount ~ | Q | [ Q | [ 50.00

Ship To SpeedChart
PFMMTPOIC, Q []use One AssetID

~ Distribution Lines Customize | Find | View Al & First B 1 or 1 I Last

" GL ChartFields 1 [IGLCharirieids 200 1 Exchange Rate ]| Statistics ) [| ASseis:
[ |amount  |guantitv[-GLunit  |:Account |Fund Department ogram  |Class Project Affiliate
1 50.00 01110 @ [521100 < [10000 @ [111003000 Q Q Q Q Q & [=]

& save | [ notity | Refresh @ FlUpdateDisplay
The page should now look similar to the one above.
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Click on Payments Tab
ORACLE  GCEEESSesSSEmmeseeeeeeeeeeee

Favorites Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Invoice Information Payments Voucher Attributes

Business Unit: 01110 Invoice Number: 43792

Voucher ID: MNEXT Invoice Date: 05/05/2011

Voucher Style: Regular Total: 50.00

Vendor: Washingten Electric Co-op Inc *Pay Terms: Met 15 ~ Schedule Payments
PO Box 8

E Montpelier, VT 05651

Payment Information Eind | View Al First (] 10of1 o Last
=l
Scheduled Payment: 1
*Remit to: = Gross Amount: usD
Location: Discount: uso Discount Denied
*Address: 1|Q, Late Charge
Washington Electric Co-op Inc Scheduled Due:
PO Box 8

Net Due:
E Montpelier, VT 05651
Discount Due:

Accounting Date:

Review Payment information that defaulted in from the vendor.

Gross Amount shows $0, but the correct amount will fill in when the
voucher is saved.

Note: The address selected on the payment information page is the
address that the payment will be sent to — regardless of what address
is on the invoice information page.

Special Handling

Under the Payment Method section, you will see a field for *Handling. In this
field you can designate any special handling you require for this payment.

Click on the magnifying glass to the right of this field to see what the choices
are.

Payment Method

“Bank: Pay Group:

*Account: *Handling: RE !

*Method: Check *Netting:

Message: Messages

Message will appear on remittance advice.

A new page will open, showing the available options.
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Look Up Handling

Cancel

b
Search Results
1-Tof 7

SetiD Payment Handling Description Short Description Seguence Humber
STATECA Call Department Zall go
STATECE Held - Office of Child Support  OCS 30
STATEDE Held by Employment & Training DET 20
STATEDP = Department i
STATERE Eegular Pavment Reqgular a0
STATETA Held by Tax Depardment Tax 10
STATETR Sentto Trustee by Treasurer  Treasurer 40

The only ones you would use in a voucher are: CA, DP, and RE. These are used
in the following manner:

CA  This allows a user to receive a call from the Treasurer’s office when the
check has been cut, usually so that it can be picked up by the
department. This may occur when a check is needed in-hand for hotel or
conference registrations, for example.

DP  If a user wants the check sent back to his/her department for sending out
separately, they can select this option.

RE A payment made with no changes to this field, will show the handling of
“RE”, Regular Payment. This is the default for this field.

DO NOT USE these handling codes in a voucher:

Held by the Office of Child Support

Held by the Department of Labor (formerly Employment & Training)
Held by the Tax Department

Sent to Trustee by Treasurer

B RQR

Message — whatever you type in this field will appear on the check stub.
Though the field is very large, you are limited to 35 characters of information.
Anything more than that will be cut off when the check is printed.

Payment Method

“Bank: Pay Group:

*Account: *Handling: RE Q

*Method: Check *Netting:

Message: Messages

Message will appear on remittance advice.
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More payment options can be found in the Payment Options section.

Schedule Payment Payment Options
*Action: Schedule Payment Date: |l Hold Payment: ] Separate Payment: [
Pay: Reference: Hold Reason: (&}

Letter of Credit: =

- /,_ - -

Hold Payment — if you check this box, the payment will not process. When you
check this box, you will also need to designate a Hold Reason. Click on the
magnifying glass to see the list of reasons. This page will display:

Select one of the following values:

ACC Accounting in Dispute

AMT Amountin Dispute

CCR |[CCR Expired

CRT |Confract Retention

EFT EFTincomplete arnot Prencted

GDE |Goods in Dispute

IP Inkound IPAC Required
QTY |Quantity in Dispute
WTH [Withholding Hold

Cancel

A payment that has been put “on hold” will not pay until this box is
unchecked and saved. Then it will process as normal.

Schedule Payment Payment Options

*Action: Schedule Payment Date: Hold Payment: [ Separate Payment;_ [
Pay: Reference: Hold Reason: Q,
Letter of Credit:

- e e o - - /H

Separate Payment — Select this box if this payment needs to go separately to
the vendor. This may be used along with the Payment Handling options of DP
and CA; in that way the check will only pertain to one department’s payment for
that vendor in the paycycle.

International Payments:

When making a payment to a foreign address, choose the handling code of DP.
The check will be sent to the department and the department will need to
correct the address and mail the check. Checks written to foreign addresses
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don't print with the correct Postal format because the 3-letter country code
shows in the “remit to” address, but that and the full country name don't print on
the check itself. The other issue is that domestic postage is put on ALL checks
from the Treasurer’s office, which results in insufficient postage for foreign
payments and the checks being returned undeliverable.

Once all the payment options have been chosen,

Click Save
e Voucher is saved; Gross Amount has filled in with the voucher amount.

ORACLE’ T

Favorites Main Menu > Accounts Payable > Wouchers : Add/Update » Regular Entry

Summary | Invoice Information | Payments | VoucherAtributes | Error Summary

Business Unit: 01110 Invoice Number:  48792-1

Voucher ID: 00004627 Invoice Date: 05/05/2011

Voucher Style:  Regular Total: 50.00

Vendor: Washington Electric Co-op Inc *Pay Terms: Met 15 ~ | Schedule Payments
PO Box &

E Wontpelier, VT 05651

Payment Information Eind | Wiew Al First Bl 4 o1 I Last

Scheduled Payment: 1
*Remit to: 0000001580 [F3] (Fros AT 50.00/ USD
Location: SINGLE Discount: 0.00] UsD Discount Denjed
*Address: |_1Q Late Charge
Washington Electric Co-op Inc Scheduled Dre—05/20/20
PO Box 8

Net Due: R
E Montpelier, VT 05651

Discount Due:

Accounting Date:

e Voucher ID # has been assigned. You can find the ID # in the upper left
hand side of the page (see below).

ORACLE’ e

Favorites Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Summary Invoice Information Payments Voucher Attributes Error Summary

BOsiness Unit: 09110

Invoice Number: 487921

Voucher ID: 00004627 Invoice Date: 05/05/2011
Voucher Style: Regular Total: 50.00
Vendor: Washingten Electric Co-op Inc *Pay Terms: Net15 ~ | ESledielEayments

PO Box 8
E Montpelier, VT 05651
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Enter a Regular Voucher with a BDA

Situations when this function is used: A regular voucher is entered for a
purchase that requires a Blanket Delegation of Authority (BDA). BDA vouchers
may have a single line and distribution or multiple lines and/or multiple
distributions.

Required Fields: Vendor ID*
Vendor Name
Location
Address
Invoice Number*
Invoice Date*
Amount*

GL Unit
Account

Fund
Department ID
Pay Terms

Item

Line Description

The fields marked with an * should be filled in on the Add a New Value page.
When the fields are filled and you click Add, the system will immediately let
you know if a duplicate voucher has been detected. This saves time by
identifying duplicate vouchers before entering all of the voucher information.

Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

Fa\fo_r'rtes Main'Menu > Accountépavable > \-'oushers > Add,.-’Llpdate > Regular Entry

Voucher

[ | Adaanew vawe |

Business Unit: p1110 &y

Voucher ID: MNEXT

Voucher Style: Regular Woucher -
Short Vendor Hame: L&}

Vendor ID: Q.

Vendor Location: (&}

Address Sequence Number: 03

Invoice Number:
Invoice Date:
Gross Invoice Amount: 0.00

Estimated Ho. of Invoice Lines: 1

Add

Your default BU will appear in the Business Unit field. The Voucher ID will
default as NEXT.
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Enter Business Unit
e Leave as user default or

e Enter appropriate business unit.

Enter Vendor ID
e Enter the vendor number, including the leading zeros and tab out of field.
Short Vendor Name, Vendor Location, and Address Sequence Number
automatically populate.

Note: If you need to search for a vendor use the following navigation;
Vendors > Vendor Information > Add/Update > Vendor

Enter Invoice Number
e Enter Vendor’s Invoice number. (If the payment is for goods or services
received in a prior fiscal year then prefix with a “"PY")

Note: If a vendor’s invoice number is not provided, enter relevant
information to correlate the voucher to the payment request; for
payments to grantees and sub-grantees, the grant agreement number
must be entered per the Agency of Administration’s Bulletins #5 and
#5.5.

Enter Invoice Date
e As per the vendor’s invoice

Enter Gross Invoice Amount
ORACLE

Favorites @ Main Menu > Accounts Payable > “ouchers > Addf/Update = Regular Entry
-~ - -~ - -

Voucher

(g anxising Valus ] Ada 3 now vaie

Business Unit: 01110 G

Voucher ID: MEXT

Voucher Style: Regular Voucher -
Short Vendor Name: STAPLES#16-001 CL

Vendor ID: 0000003393 O

Vendor Location: SINGLE Q

Address Sequence Number: 1S

Invoice Number: 23456

Invoice Date: 05/511

Gross Invoice Amount: 2435.00

Estimated No. of Invoice Lines: 1

Add

Click Add
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Business Unit:
Voucher ID:

Voucher Style:

Vendor:

Name:

Location:
*Address:

Staples #166

*Pay Terms:

‘Control Group:

861 Williston Rd Balance:
S Burlington, VT 05403

ORACLE’

Favn'rite; Main'Menu + Accounts Payable > Vouchers : Add/Update : Regular Entry

Invoice Information

01110 Invoice Number: 23456
NEXT Invoice Date: 05/05/2011 [

Regular

booooo33zaz Q Misc. Amount: =] INon Merchandise Summary
STAPLES#16-001 O Freight Amount: 5]
SINGLE Q
1
Total: 2,435.00
0.00

Comments

Advanced Vendor Search

Net3o  + & BasisDUTYDE: |nyoice Date Action: - _Run |
Accounting Date: |p5/06/2011 [5

Q *Currency: UsD @

The Invoice Information page loads. The following information defaults in:
Accounting Date = current date (this must never be changed manually),

Enter

Enter

Currency = USD,

Distribute by = Amount,

Ship To = default ship to location for your Business Unit,
GL Unit defaults in.

Item
Enter the BDA being used for this purchase. If you are unsure of the

correct BDA number to be used, type "BDA" in the Item field and click the
magnifying glass to list all BDAs. Select the correct BDA.

A full list of BDAs, their numbers and uses can be found on the Office of
Purchasing & Contracting website at:
http://www.bgs.vermont.gov/purchasing-contracting/forms/bda

Line Description
Enter the description of what you are paying the invoice for.

The description associated with the BDA will default into the Description
field. (If your business process requires you to use the description field
for some other purpose, you may type in a different description. After the
voucher is saved, the description you type in will remain.)
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Advanced Vendor Search

*Pay Terms: Net 30 » [ Basis Dt Type: Invoice Date Action: - _Run
b5

Accounting Date: |g5/06/2011 [5]
Control Group: Q *Currency: usoD Q

Copy from a Source Document
PO Unit: <, Purchase Order: Q,  CopyPO | Worksheet Copy Option: None -
Invoice Lines FEind | View Al First n 10f1 o Last
Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount =
1 Amount v | Q| [ [ e | [ 2,435.00

Ship To SpeedChart

PFMNTROI G, @ [Juse One AssetID

~ Distribution Lines Customize | Find | View 41| B 2

[ GL ChartFields 1 |JGLChanFieids 20 [[\Exchange Raie | | S A =»

[ |amount [Quantitv[-GLunit [-Account |Fund Department Program  |Cla
1] 243500 | o110 @ | < | a | Q| Q|

First L4 1 of 1 2] Last

Enter Amount under Distribution Lines

e Enter the full amount of the invoice if you are only using a single line and
distribution or
e Enter the amount of the invoice that you are going to pay for only this line
and/or distribution
Enter Account Number
e Enter the account number or
e Click on the magnifying glass to select from the list
Enter Fund
e Enter the fund or
e Click on the magnifying glass to select from the list
Enter Dept ID

e Enter the Dept ID or
e Enter the last 4 digits of your business unit (to narrow your search) and
click on the magnifying glass to select from the list

Enter Program (If used by your department)
Enter Class (If used by your department)
Enter Project/Grant (If used by your department)
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Advanced Vendor Search

*Pay Terms: Met 30 - Basis Dt Type: Invoice Date Action: -

Accounting Date: |g5/06/2011 [
Control Group: Q *Currency: usb @,

Copy from a Source Document

PO Unit: Purchase Order: CopyEd Worksheet Copy Option: Mone -
Invoice Lines Find | Vie First B0 4 of 1 I Last
Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount EI
1 Amount ~ [BDA1 @ [File Cabinets [ Q | [ 2,435.00
Ship To SpeedChart

PFMMTPOI Y, o [[use One AssetID

~ Distribution Lines Customizs | Find Al First 0 4 of 1 B Last
[ GL ChartFields 1 [[JGLChartrieids 2|\ Exchange Rate || Statistics |\ [ [ Asseis
Amount Quantity | *GL Unit *Account Fund Department Program Class Project Affiliate Openltem

1] 243500 | [o1110 @, [522700 @ [10000 4 [1110002000 L | Q| Q| Q| Q| Q &l =]

The page should now look similar to the one above.

Click on Payments Tab

ORACLE TS SSmmmmmmmmeee

Favorites Main Menu > Accounts Payable » Vouchers > Add/Update : Regular Entry

Summary Invoice Information Payments Voucher Attributes Error Summary

Business Unit: 01110 Invoice Number: 23455
Voucher ID: 00004628 Invoice Date: 05/05/2011
Voucher Style:  Regular Total: 243500

Vendor: Staples #166 *Pay Terms: Met 30 - Schedule F’a].rmemsl

861 Williston Rd
S Burlington, VT 05403

Payment Information Find | View Al First B 1 o1 I Last
=
Scheduled Payment: 1
*Remit to: ( Gross Amount:
Location: SINGLE Riscount: Discount Denied
*Address: 111G, Late Charge
Staples #166 Scheduled Due:  |05/04/2011

861 Williston Rd
S Burlington, VT 05403

412011

Net Due:
Discount Due:

Accounting Date:

Review Payment information that defaulted in from the vendor.
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Note: The address selected on the payment information page is the
address that the payment will be sent to — regardless of what address
is on the invoice information page.

Click Save

e Voucher is saved
e Voucher Id # has been assigned. You can find the ID # in the upper left
hand side of the page (see below).

Summary | invoice information | If If 1
Business Unit: 01110 Invoice Number:  |69097468-FIN3
Voucher ID: 00004718 Invoice Date: 04/0112011 3]

Voucher Style: Regular

Vendor: jpoooo42669 aQ Misc. Amount: ]| Non Merchandise Summary
Name: INFORMATIO-021 Q) Freight Amount: =
Location: SINELE Q,
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Enter a Regular Voucher with Split Funding

Situations when this function is used: A regular voucher is entered when
you have an invoice to pay that is not associated with a Contract or Requisition.
A regular voucher which needs to be paid using more than one fund or program
will be paid for with split funding (shown in this exercise) will use multiple lines
and/or multiple distributions.

Required Fields: Vendor ID*
Vendor Name
Location
Address
Invoice Number*
Invoice Date*
Total Amount*
GL Unit
Account
Fund
Department ID
Pay Terms

The fields marked with an * should be filled in on the Add a New Value
page. When the fields are filled and you click Add, the system will
immediately let you know if a duplicate voucher has been detected.
This saves time by identifying duplicate vouchers before entering all of
the voucher information.
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Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

Voucher

| 1 i vaio |

Business Unit: 01110 QL

Voucher ID: MEXT

Voucher Style: Regular Youcher -
Short Vendor Name: o'}

Vendor ID: o}

Vendor Location: Q,

Address Sequence Number: 03,

Invoice Humber:

Invoice Date: el

Gross Invoice Amount: 0.00
Estimated No. of Invoice Lines: 1

Add

Your default BU will appear in the Business Unit field, Voucher ID will default as
NEXT, Voucher Style = Regular Voucher.
Enter Business Unit

e Leave as user default or
e Enter appropriate business unit.

Enter Vendor ID

e Enter the vendor number, including the leading zeros and tab out of field.
Short Vendor Name, Vendor Location, and Address Sequence Number
automatically populate.

Note: If you need to search for a vendor use the following navigation;
Vendors > Vendor Information > Add/Update > Vendor

Enter Invoice Number

e Enter Vendor's Invoice number. (If the payment is for goods or services
received in a prior fiscal year then prefix with a “"PY")

Note: If a vendor’s invoice number is not provided, enter relevant
information to correlate the voucher to the payment request; for
payments to grantees and sub-grantees, the grant agreement number
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must be entered per the Agency of Administration’s Bulletin 5 and
Bulletin 5 Guidance and Procedures.

Enter Invoice Date
e As per the vendor’s invoice

Enter Gross Invoice Amount
Voucher

| [ doaow vae

Business Unit: 01110 3
Voucher ID: MEXT
Voucher Style; Regular Voucher -
Short Vendor Name: WASHELECTR-001C,
Vendor ID: 0000001580 O
Vendor Location: SINGLE QL
Address Sequence Number: 13
Invoice Humber: 453-79826
Invoice Date: 05171 [
Gross Invoice Amount: 150.00|
Estimated No. of Invoice Lines: 1
Add

Click Add

Fa\fnvr'rtes MainvMenu » Accounts Payable > WVouchers > Add/Update > Regular Entry

I 1

Business Unit: 01110 Invoice Number:  |458-79326
Voucher ID: MNEXT Invoice Date: 051712011 [

Voucher Style: Regular

Vendor: fooooo1580 Q Misc. Amount: = Non Merchandise Summary
Name: WASHELECTR-00" G, Freight Amount: i
Location: SIMGLE Q,
*Address: 1Q
Washington Electric Co-op Inc Total: 150.00
PO Box 8 Balance: 0.00

E Montpelier, VT 05651

Comments

Advanced Vendor Search

*Pay Terms: Net 15 v & Basis Dt Type: Invoice Date Action: - _Run
Accounting Date: |g5/49/2014 3

Control Group: Q *Currency: usp @,

The Invoice Information page loads.
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The following information defaults in:
Accounting Date = current date (this must never be changed manually),
Currency = USD,
Distribute by = Amount,
Ship To = default ship to location for your Business Unit,
GL Unit defaults in.

Enter Line Description
e Enter the description of what you are paying the invoice for
Enter Amount under Distribution Lines

e Enter the full amount of the invoice if you are only using a single line and
distribution or
e Enter the amount of the invoice that you are going to pay for only this line
and/or distribution
Enter Account Number
e Enter the account number or
e Click on the magnifying glass to select from the list
Enter Fund
e Enter the fund or
e Click on the magnifying glass to select from the list
Enter Dept ID

e Enter the Dept ID or
e Enter the last 4 digits of your business unit (to narrow your search) and
click on the magnifying glass to select from the list

Enter Program (If used by your department)
Enter Class (If used by your department)
Enter Project/Grant (f used by your department)
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Scroll all the way over to the right of the screen and click on the + box located
at the end of the distribution line
X O oo S e

x |Btos Calendar MSN  Share
Script Prompt:

@ | Enter number of rows to add:
ol

FEVO‘HTES

oLy . e L. [

B or B v oag

Voucher Style: Regular

Vendor: [ooooootseo |y Misc. Amount: [ 15 Non Merchandise Summary
Name: ’m Q, Freight Amount: ,7 =

Location: W Q

*Address: ’71 Q,

Washingten Electric Co-op Inc Total: 150.00
PO Box 8 Balance: 0.00
E Montpelier, VT 05651
Comments
Advanced Vendor Search
*Pay Terms: Net15 - Basis Dt Type: Invaice Date Action: ~ Run
Accounting Date: [05/19/2011 [3]
Control Group: Q *Currency: usD Q
Copy from a Source Document
PO Unit: @ Purchase Order: @, _Copy PO | Waorksheet Copy Option:  None -
Invoice Lines Find | View Al First Kl 4 or1 B Last
Line “Distribute by Item Description Quantity UOM Unit Price Extended Amount =l
1 Amount v | Q| [ Q | [ 150.00

Ship To SpeedChart
[PrumTPoic, [ @ []UseOneAssetid
~ Distribution Lines o
[ GLchartFields 1 [JGIChanriens2)) [[ExchangeRaie

= [ &
’_ Amount Quantity [*GL Unit *Account Fund Department Program |Class Project Affiliate
1] 15000 jo1110 @ | Q\ Q[ Q| Q| a | Q a F =

A prompt box will open asking how many rows to add with a default of 1

First I 4 of 4 I Last

Click OK or change the amount to the number of distribution lines that need to
be added and click OK

PO Unit: l:IQ Purchase Order: Q. CopyFO | Worksheet Copy Option;

Line *Distribute by Item Des|iption Quantity UOM Unit Price Extended Amount
1 [Amount v | o | Il [ | N 150.00|
Ship To SpeedChart

PFMMTPDQ [ ] Ouseoneassetio

CuslnmlzelFdelew NI| First " 12of2 '

GL ChartFields 1 ' GL CharfFields 2 | Exchange Rate | Statistics

Amount Quantity *GL Unit *Account  Fund Degar‘lment Program Class Project Affiliate Openltem
1| 10000 | [01110 | [s21100 | [10000 (@ [1110003000 | | e | la | o | @ |JamEE
e[ 5000 | [a1110 Je [s21100]@ [10000 | [1110004000 | | e | la | la | a[  JamE

Distribution Line 2 opens for Line 1 of the Voucher. The Amount field populates
with the remaining amount that needs to be distributed. The GL Unit, Account,

Fund, and Dept ID automatically populate with the same information as in
distribution line 1.
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Enter Account Number

e Allow default value to remain
e Enter a new account number or
e Click on magnifying glass to select from the list

Enter Fund

e Enter the fund or
e Click on the magnifying glass to select from the list

Enter Dept ID
e Enter the Dept ID or

e Enter the last 4 digits of your business unit (to narrow your search) and

click on the magnifying glass to select from the list

Enter Program (if used by your department)
Enter Class (if used by your department)
Enter Project/Grant (if used by your department)

Click on Payments Tab

Favorites = Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Business Unit: 01110 Invoice Number:  453-79826

Voucher ID: MEXT Invoice Date: 051712011

Voucher Style: Regular Total: 150.00

Vendor: Washington Electric Co-op Inc *Pay Terms: [EEEM - Schedule Payments
PO Box 8

E Montpelier, VT 05651

Payment Information Find | View Al First < 1 of 1 ) | Last
=l
Scheduled Payment: 1
*Remit to: 0000001580 Q.5 Gross Amount: 0.00 USD
Location: SINGLE & Discount: usD Discount Denied
*Address: 13 Late Charge
Washington Electric Co-op Inc Scheduled Due: E‘]
PO Box 8
Net Due:
E Montpelier, VT 05651
Discount Due:
Accounting Date:

Review Payment information that defaulted in from the vendor.

Note: Gross Amount shows $0, but the correct amount will fill in when

the voucher is saved.
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Favorites Main Menu > Accounts Payable » WVouchers > Add/Update > Regular Entry

Summary Invoice Information Payments Voucher Attributes Error Summary

Business Unit: 01110 Invoice Number:  453-79526

Voucher ID: 00004720 Invoice Date: 05172011

Voucher Style: Regular Total: 150.00

Vendor: Washington Electric Co-op Inc *Pay Terms: Met 15 ~ Schedule Payments
PO Box 8

E Montpelier, VT 05651

Payment Information

Find | View Al First | (] 10f1 )| Last

FH[=

Scheduled Payment: 1
*Remit to: oooooo1580 GV 150.00 UsD
Location: SINGLE C = 50T USD Discount Denied
*Address: 1Q, Late Charge
Washington Electric Co-op Inc Scheduled Due:  |06/012011 [
PO Box 8

Net Due: -
E Montpelier, VT 05651

Discount Due:

Accounting Date:

Note: The address selected on the Payments page is the address that

the payment will be sent to — regardless of what address is on the
invoice information page.

Click Save

e Voucher is saved

e Voucher Id # has been assigned. You can find the ID # in the upper left
hand side of the page (see below).

Favorites | Main Menu > Accounts Payable > Vouchers : Add/Update » Regular Entry

Invoice Information

Business Unit. 01110 Invoice Number: |458—?9325

Voucher ID: 00004720 Invoice Date: 05M72011 [#)
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Enter a Purchase Order Voucher

Situations when this function is used: Purchase orders are created from a
Requisition or to draw down on a contract. When the invoice is received, the
information is copied from the purchase order into a voucher to pay the vendor.

Required Fields: Vendor ID
Vendor Name
Location
Address
Invoice Number
Invoice Date
Total Amount
GL Unit
Account
Fund
Department ID
Pay Terms
PO Unit
Purchase Order Number
Distribute By
Description
Quantity
UOM
Unit Price
Ship To

Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

Fa\rclvr'rtes MainvMenu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Voucher

End an SustngValue | Ata 3 ew vaiue

Business Unit: p1110 @

Voucher ID: MNEXT

Voucher Style: Regular Voucher -
Short Vendor Name: Q.

Vendor ID: Q

Vendor Location: [}

Address Sequence Number: 0|

Invoice Number:

Invoice Date:

Gross Invoice Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Your default BU will appear in the Business Unit field; Voucher ID will default as
NEXT; Voucher Style defaults in as Regular Voucher.

Page 39 of 174



Enter Business Unit

e Leave as user default or
e Enter appropriate business unit.

Enter Invoice Number
e Enter Vendor’s Invoice number. (If the payment is for goods or services
received in a prior fiscal year then prefix with a “"PY")

Note: If a vendor’s invoice number is not provided, enter relevant
information to correlate the voucher to the payment request; for
payments to grantees and sub-grantees, the grant agreement number

must be entered per the_Agency of Administration’s Bulletin 5 and
Bulletin 5 Guidance and Procedures.

Enter Invoice Date
e As per the vendor’s invoice

Voucher

| [  iow vaie |

Business Unit; 01110 G
Voucher 1D: MEXT
Voucher Style; Regular Voucher -
Short Vendor Hame: ')
Vendor ID: QL
Vendor Location: QL
Address Sequence Number: o
Invoice Number: 458956
Invoice Date: 0511111 1
Gross Invoice Amount: 0.00
Estimated MNo. of Invoice Lines: 1
Add
Click Add
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Favorites Main Menu > Accounts Payable : WVouchers : Add/Update > Regular Entry

Invoice Information Payments Voucher Attributes

Business Unit: 01110 Invoice Number: 458956
Voucher ID: NEXT Invoice Date: 05/01/2011 [=]

Voucher Style:  Regular

Vendor: | aQ, Misc. Amount: ﬂ Mon Merchandise Summary
Hame: Q Freight Amount: ﬂ

Location:

*Address:

Total: 0.00
Balance: 0.00

Comments

The Invoice Information page loads. The following information defaults in:
Accounting Date = current date (this must never be changed manually),
Currency = USD,

Distribute by = Amount,
Ship To = default ship to location for your Business Unit,
GL Unit defaults in.

Lomments
Advanced Vendor Search
*Pay Terms: = Basis Dt Type: Invoice Date Action: * Run
Accounting Date: |g5/19/2041 [#]
Control Group: Q *Currency: UsD @,
Copy from a Source Document
PO Unit: Q) Purchase Order: @, CopyPO | Worksheet Copy Option: Mone -
Invoice Lines FEind | View Al First Bl 4 or 1 B Last
Line *Distribute by Htem Description Quantity UOM Unit Price Extended Amount =l
1 Amount + | Q| [ a | [ 0.00

Ship To SpeedChart
PRMMTPOIC, | @ [[luse One Asset D

= Distribution Lines Customize | Find | View 41| B | 38

FirsttI 10f1 > Last

" GL ChartFields 1 [GLChartFisids 2| [ Exchange Rate ||| Statistios|\ [ Assets
'_ Amount Quantity | *GL Unit *Account Fund Department Program Class Project Affiliate Openltem
i ow  mmal Q@] al @ Q| a @ @#HE

=] Savel = Nntlfyl 4 Refresh | E Adcll UpdatefDlsplayl
Under Copy from a Source Document

Enter PO Unit
e Or click on magnifying glass to select from the list
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Enter Purchase Order number

e Enter the PO number that corresponds to the invoice and be sure to
include the leading zero’s
e Or click on magnifying glass to select from the list

Click on Copy PO

Favorites | Main Menu > Accounts Payable > Vouchers » Add/Update > Regular Entry
- H - - b -

Invoice Information [ ” ]
Business Unit: 01110 Invoice Number: 458956
Voucher ID: NEXT Invoice Date: 05/01/2011 [3]
Voucher Style: Regular B B
Vendor: bUUU-]E;gg-]-] aQ Misc. Amount: | Mon Merchandise Summary
Name: VERIZONWIR-002 ) Freight Amount: ]
Location: MULTIPFLE &
*Address: 1Q,

The purchase order information is copied into the voucher. Vendor number,
vendor address and the total amount default in from the purchase order. If you
are not vouchering for the full amount of the purchase order, update amount to
the amount of the invoice from vendor.

Review the Address information that defaulted in from the vendor. If the
address should be changed click on the magnifying glass to select the correct
address the payment should be sent to.

Note: Any changes to the address on the Invoice Information page
must also be done on the Payments page. The address on the
Payments page is the address the payment is sent to.

Copy from a Source Document

PO Unit: Purchase Order: Worksheet Copy Option: Nong -
Invoice Lines Find | View Al First o 10f1 ] Last
Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount El
1 Amount ~ 00000000 C, |VERIZOW WIRELESS CEL |1.0000 EA QL 218.17000 218.17
Ship To SpeedChart
PEMMTPOICY, [use One Asset ID
}Tj' e Owverride PO Distribution %

Redistribute by percentage diew PURecener

~ Distribution Lines Customize | Find | View Al B0 B First K 4 or+ Il st

[ Gt Chanriciss + | jGUcHaREE 2 [ EigE e |

1 100.0000 218.17 | 1.0000 (01110 Q& |516659 C (10000 & {1110003000 &

Payment terms default in. Under Invoice Lines Distribute by, Description,
Quantity, UOM, Unit Price and Extended Amount load in from the purchase
order. The Chart Field distribution is also populated from the purchase order.
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Crverride PO Distribution %

Two buttons appear: and Redistribute by percentage .

Copy from a Source Docum>nt
PO Unit: Vurchase Order: Worksheet Copy Option: Mone -
Invoice Lines £ind | View A1 First Kl 4 or 1 I Last
Line *Distribute by Item Description Quantity UOM  Unit Price Extended Amount =
1 Amount ~ (0000000 C [VERIZON WIRELESSCEL [1.0000 [EA G [ 21817000 21817
Ship To SpeedCha
PFMMTPOIC, [ use One Asset 1D

.ﬁj Iy Override PO Distribution %

Redistribute by percentage —_—

~ Distribution Lines Customize | Find | View Al | 2 First Kl 1 o 1 I Last
|
GL ChartFielas 1 [[IGICHarFias 20 [[JEXchange Ratell || Statistics ) | NASseE

liPercenl Amount Quantity | *GL Unit *Account Fund Department Program |Class Project Openltem
11000000 21817 [1.0000 [01110 Q [516659 & [10000 O [1110003000 < | Q| Q| Q| Q Q =

These buttons are used in the following ways:

Override PO Distribution %

Click this button to override the purchase order percentages. After clicking the
button, the Percentage column becomes available for edit. The totals entered
must equal 100. Once reallocated, click the Allocate by Pct button to reallocate
the expenses. This button only appears for vouchers created from purchase
orders or receipts. This will only work if the voucher has a PO line with more
than one distribution line.

Redistribute by percentage
Click this button to reallocate the voucher line’s quantity and amount over the

distributions by the percentage copied forward from the purchase order. This
button only appears for vouchers created from purchase orders or receipts. This
will only work if the voucher has a PO line with more than one distribution line.

Click on Payments Tab

Favorites Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Invoice Information Payments Voucher Atributes

Business Unit: 01110 Invoice Number: 458956

Voucher ID: MNEXT Invoice Date: 05/01/2011

Voucher Style:  Regular Total: 21817

Vendor: Verizon Wireless Services LLC “Pay Terms: Net 30 v
PO Box 15062
Albany, NY 12212-5062

Payment Information Eind | view Al First Bl 4 o 1 B Last
=
Scheduled Payment: 1
*Remit to: 0000169911 QL Gross Amount: 0.00 USD
Location: MULTIPICY, Discount: usbD Discount Denied
*Address: 1Q, Late Charge

Review Payment information that defaulted in from the purchase order.
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Note: Gross Amount shows $0, but the correct amount will fill in when
the voucher is saved.

Faw:uvr'rtes MainvMenu > Accounts Payable > WVouchers > Add/Update > Regular Entry
Summary Invoice Information Payments Voucher Attributes Error Summary

Business Unit: 01110 Invoice Number: 458955

Voucher ID: 00004704 Invoice Date: 05/01/2011

Voucher Style:  Regular Total: 218.17

Vendor: Verizon Wireless Senvices LLC *Pay Terms: h WI
PO Box 15062
Albany, MY 12212-5062

Payment Information Find | View Al First B 4 op ¢ I Last
=l
Scheduled Payment: 1
*Remit to: 0000169911 Q5 e — 21817 USD
Location: MULTIPIC, Discount: 7O UsSD Discount Denied
*Address: 1Q, Late Charge

Note: The address selected on the payment information page is the
address that the payment will be sent to — regardless of what address
is on the invoice information page.

Click Save

e Voucher is saved
e Voucher Id # has been assigned. You can find the ID # in the upper left
hand side of the page (see below).

Fa*.rqrr'rtes MainTMenu » Accounts Payable > Vouchers > Add/Update > Regular Entry

Payments

Business Unit: 01110 Invoice NHumber: 458056
Voucher ID: 00004704 Invoice Date: 05014201
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Enter PO Voucher — Use only some PO lines

Situations when this function is used: Purchase orders are created from a
Requisition or to draw down on a contract. When the invoice is received, the
information is copied from the purchase order into a voucher to pay the vendor.
In some cases, the purchase order may have multiple invoices that need to be
paid against it. The following directions show how to pay an invoice using only
part of a purchase order.

Required Fields: Vendor ID
Vendor Name
Location
Address
Invoice Number
Invoice Date
Total Amount
GL Unit
Account
Fund
Department ID
Pay Terms
PO Unit
Purchase Order Number
Distribute By
Description
Quantity
UOM
Unit Price
Ship To
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Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

Favojtes Mainvrv'lenu » Accounts Payable > Vouchers > Add/Update » Regular Entry
Voucher
[ | Add anew vae
Business Unit: 01110 QY
Voucher ID: MEXT
Voucher Style: Regular Voucher -
Short Vendor Hame: Q,
Vendor ID: a
Vendor Location: a
Address Sequence NHumber: 0Q,
Invoice Number:
Invoice Date: El
Gross Invoice Amount: 0.00
Estimated No. of Invoice Lines: 1
Add

Your default BU will appear in the Business Unit field; Voucher ID will default as
NEXT; Voucher Style defaults in as Regular Voucher.

Enter Business Unit

e Leave as user default or
e Enter appropriate business unit.

Enter Invoice Number
e Enter Vendor’s Invoice number. (If the payment is for goods or services
received in a prior fiscal year then prefix with a “"PY")

Note: If a vendor’s invoice number is not provided, enter relevant
information to correlate the voucher to the payment request; for
payments to grantees and sub-grantees, the grant agreement number
must be entered per the Agency of Administration’s Bulletin 5 and
Bulletin 5 Guidance and Procedures.

Enter Invoice Date

e As per the vendor’s invoice
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Voucher

Find an Existing Value Add a New Value

Business Unit:

01110 | Q

Voucher ID: NEXT

Voucher Style: Regular Youcher -
Short Vendor Name: | Q,

Vendor ID: Ii ')

Vendor Location:

—

Address Sequence Humber: 03,

Invoice Number:

Invoice Date:

1245845

051114 [#]

Gross Invoice Amount: |

Estimated No. of Invoice Lines: 1

Add
Click Add

Invoice Information Payments

Business Unit: 01110
Voucher ID: MEXT
Voucher Style: Regular

Vendor: “— Q
Name: ’— Q
Location:
“Address:

Fa\.fuvr'rtes MainvMenu > Accounts Payable > Vouchers : Add/Update > Regular Entry

Voucher Attributes

Invoice Number: 245845

Invoice Date: 05/01/2011 [3
Misc. Amount: li = MNon Merchandise Summary

Freight Amount: =

Total: 0.00
Balance: 0.00

The Invoice Information page loads. The following information defaults in:
Accounting Date = current date (this must never be changed manually),

Currency = USD,

Distribute by = Amount,

Ship To = default ship to location for your Business Unit,

GL Unit defaults in.
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Advanced Vendor Search

*Pay Terms: = Basis Dt Type: Invoice Date Action: ~ Run

Accounting Date: [p5/19/2011 [
Control Group: ’70\ *Currency: UsD | Q

Copy from a Source Document

PO Unit: ©_  Purchase Order: @ CopyPO | Worksheet Copy Option: None -
Invoice Lines FEind | View Al F\rstn 1 0f 1 o Last
Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount =
1 Amount v | Q | \ Q | [ 0.00
Ship To SpeedChart
pruntroic, [ @ [[UseOne AssetiD
~ Distribution Lines customize | Find | View A1 B B First B0 4 op1 B Last
[ 6L chartrielss 1 G Charrieias 2 [ Exehange rate | || Statistics ) [ NAs==ie ) =
Amount Quantity | *GL Unit *Account Fund Department Program Class Project Affiliate Openltem
1] 000 | 01110 Q| Q| Q| Q| Q| Q| Q| Q| Q B E
=] Savel [=] Notify | L Refresh | E‘+Adc|| 7 Update/Display

Under Copy from a Source Document
Click on Dropdown to the right of Worksheet Copy Option
e Choose Purchase Order only

Copy Worksheet page opens. PO Unit defaults in with the unit entered in Copy
from section. PO Dt Opt defaults as No Date.

Favorites | Main Menu > Accounts Payable > Vouchers » Add/Update » Regular Entry
- o - - - -

Copy Worksheet

Unit: 01110 Voucher:  NEXT Back to Invoice

* PO Lookup Criteria

PO Unit: | Q PO No.: Q, View Matched /Cancelled Only
*PO Dt Opt: Mo Date hd PO Date: ’7@ ooy T fouciier Szarc

Enter PO Unit
e Or click on magnifying glass to select from the list

Enter Purchase Order number

e Enter the PO number that corresponds to the invoice and be sure to
include the leading zero’s

e Or click on magnifying glass to select from the list

Click Search
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Favovr'rtes MainvMenu > Hccountstayab\e b Voucvhers > Addfuvpdate » Regular Entry

Copy Worksheet

Unit: 01110 Voucher: MEXT Backto Invoice

¥ PO Lookup Criteria

PO Unit: 01110 3, Finance & Management POMNo.: 0000000552 O View Matched /Cancelled Only
PO Dt Opt: No Date - PO Date: B Copy To Voucher | Search I
Select PO Lines i A First B 4 or 1 I Last
PO Unit: 01110 PO No.: 0000000552 PO Date: 03/04/2011
Vendor ID: 0000014256 Crystal Rock Bottled Water
Customize | Find | View Al 21| 8 First Bl 12 or2 Bl Last
Line Schedule - Guantity o . UOM |Purchase Order
Select Number | Number Item 1D Description [TEr— UOM |Unit Price |Merchandise Amt |Currency (PO Gty PO Price
CRYSTAL
ROCK
= 1 1 000000000000009103 BOTTLED 1.0000 EA 53.95000 53.95 USD 1.0000 EA 53.95
WATER
FRO
CRYSTAL
ROCK
[l 2 1 000000000000009103 BOTTLED 1.0000 EA 9.50000 9.50 USD 1.0000 EA 9.50
WATER
PRO

Selectall [0 Clearall

PO Line Count: 2 PO Total: $63.45

Select PO Lines opens. All of the lines on the purchase order are listed.

Select the line or lines of the Purchase Order that you are paying on the
voucher by clicking on the Select box next to the line number.

Copy Worksheet

Unit: 01110 Voucher: NEXT Back to Invoice

* PO Lookup Criteria

PO Unit: 01110 2, Finance & Management PO No.: 0000000552 @ View Matched /Cancelled Only
*PO Dt Opt: No Date - PO Date: E‘j Copy To Voucher Search |
Select PO Lines i Firstn 1or1 B Last
PO Unit: 01110 PO No.: 0000000552 PO Date: 03/04/2011
Vendor ID: 0000014256 Crystal Rock Bottled Water
Customize | Find | View Al | El| L First L4 1-2 of 2 n Last
Line Schedule _ Quantity S - UOM |Purchase Order
Select Number | Number Itemn ID Descripti Vouchered UOM |Unit Price |Merchandise Amt (Currency |PO Gty E Price
CRYSTAL
ROCK
[ 1 1 000000000000009103 BOTTLED 1.0000 EA 53.95000 53.95 USD 1.0000 EA 53.95
WATER
PRO
CRYSTAL
ROCK
2 1 000000000000009103 BOTTLED 1.0000 EA 9.50000 9.50 USD 1.0000 EA 9.50
WATER
PRO

SelectAll | clear Al

PO Line Count: 2 PO Total: $63.45

Click on Copy to Voucher
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Fa\.fovritesfMainvMenu » Accounts Payable » Vouchers > Add/Update : Regular Entry

Invoice Information | Payments || Voucher Attributes

Business Unit: 01110 Invoice Number: |24-58=1-5
Voucher ID: NEXT Invoice Date: 05/01/2011 =]

-

Ly

Voucher Style:  Regular B

Vendor: boooo14256 Q, Misc. Amount: = Mon Merchandise Summary
Name: CRYSTALROC-001CL Freight Amount: ﬁ

Location: MULTIPLE @,

*Address: 10Q

Crystal Rock Bottled Water Total: 9.50
PO Box 10028 Balance: 0.00

Waterbury, CT 06725-0028

Comments

Advanced Vendaor Search

The purchase order information for the line selected is copied into the voucher.
Vendor number, vendor address and the total amount default in from the
purchase order.

Review the Address information that defaulted in from the vendor. If the
address should be changed, click on the magnifying glass to select the correct
address the payment should be sent to.

Note: Any changes to the address on the Invoice Information page
must also be done on the Payments page. The address on the
Payments page is the address the payment is sent to.

Payment terms default in. Under Invoice Lines Distribute by, Description,
Quantity, UOM, Unit Price and Extended Amount load in from the purchase
order. The Chart Field distribution is also populated from the purchase order.

Two buttons appear: Crverride PO Distribution % and Redistribute by percentage|.

*Pay Terms: Met 30 - Basis Dt Type: Invoice Date Action: - M

Accounting Date: |g5/19/2011 [+
Control Group: ’70\ *Currency: usD | Q@

Copy from a Source Document
PO Unit: Purchase Order: Worksheet Copy Option: None A
Invoice Lines find | view Al First Bl 4 o 1 I Last
Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount EI
1 Amount ~ (00000000 QL [CRYSTALROCKBOTILE [1.0000 |[EA Q| 9.50000 9.50
Ship To SpeedChart
PFMMTPOIC, [“luse One Asset ID
iH R Override PO Distribution %

View PO/Receiver

Redistribute by percentage

~ Distribution Lines Customize | Find | View Al | IE'\ First Kl 4 of 1 I Last
[ GL ChartFields 1 TIIGICHarFieios 20 [[IExehange Rate Tm Tm

’7Perc=nl Amount Quantity | *GL Unit *Account Fund Department Program |Class Project
1 100.0000 950 [1.0000 01110 € [515000 < 10000 2 [1110003000 Q Q Q Q Q =

These buttons are used in the following ways:
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Override PO Distribution %

Click this button to override the purchase order percentages. After clicking the
button, the Percentage column becomes available for edit. The totals entered
must equal 100. Once reallocated, click the Allocate by Pct button to reallocate
the expenses. This button only appears for vouchers created from purchase
orders or receipts. This will only work if the voucher has a PO line with more
than one distribution line.

Redistribute by percentage
Click this button to reallocate the voucher line’s quantity and amount over the

distributions by the percentage copied forward from the purchase order. This
button only appears for vouchers created from purchase orders or receipts. This
will only work if the voucher has a PO line with more than one distribution line.

*Pay Terms: Met 30 A= Basis Dt Type: Invoice Date Action: ~ _Run |
Accounting Date: |p5/19/2011 @
Control Group: Q *Currency: UsD O

Copy from a Source Document

PO Unit: Purchase Order: Worksheet Copy Option: MNone -

Invoice Lines Find | View Al First n 10f1 n Last

Line *Distribute by Item Description Quantity UOM  Unit Price Extended Amount F[E
1 Amount ~ [00000000/Q, [CRYSTALROCKBOTTLE (10000 |[EA @ | 950000 a50
Ship To SpeedChart
PFMMTPOIC), [use one AssetID
B R Override PO Distribution %

Redistribute by percentage SENEIIECEREE

~ Distribution Lines Customize | Find | View Al | B0 First I 4 o+ I Last

| GL chartrieids 1 GICharriens 2 [JExEhange Ratel) || Statstics ) [ NASsEs

'_Percent Amount Quantity | “GL Unit “Account Fund Department Program |Class Project

1100.0000 9.50 |1.0000 01110 @ (515000 < {10000 L 1110003000 O QL Q Q Q Q [=]

& save | [=] wotify ‘ iy Refresh ‘ [Es Add | B Updateisplay

Payment terms default in. Under Invoice Lines Distribute by, Description,
Quantity, UOM, Unit Price and Extended Amount load in from the purchase
order. The Chart Field distribution is also populated from the purchase order.
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Click on Payments Page
Favorites Main Menu > AccountstayabIe b Voucvhers b Add,"vadate » Regular Entry
Invoice Information Payments Voucher Attributes

Business Unit: 01110 Invoice Number: 245345

Voucher ID: NEXT Invoice Date: 05/01/2011

Voucher Style:  Regular Total: 9.50

Vendor: Crystal Rock Bottled Water “Pay Terms: Net30 M wl
PO Box 10028
Waterbury, CT 06725-0028

Payment Information Find | View Al First 4] 1of1 )| Last
=l

Scheduled Payment: 1

*Remit to: 0000014256 O FIres S TTITE 0.00 USD

Location: MULTIPIC, Discount: 0.00] UsD Discount Denied

*Address: 113 Late Charge

Review Payment information that defaulted in from the purchase order.

Note: Gross Amount shows $0, but the correct amount will fill in when
the voucher is saved.
Favovrites MainvMenu > Accountsvpayable B Voucvhers > Addfuvpdate > Reqular Enfry

Summary | Invoice Information | Payments | Voucher Attributes | Error Summary

Business Unit: 01110 Invoice Number: 245845

Voucher ID: 00004705 Invoice Date: 05/01/2011

Voucher Style: Regular Total: 9.50

Vendor: Crystal Rock Bottled Water *Pay Terms: Net 20 + Schedule F'a].fmentsl
PC Box 10028

Waterbury, CT 06725-0028

Payment Information Find | view Al First K 1 of 1 B Last

=]

Scheduled Payment: 1
*Remit to: [oooo014256 | QL
Location: W Q
*Address: |_1 QL

GrossAmount | 950/ USD

JsD Discount Denied

Late Charge

Note: The address selected on the payment information page is the

address that the payment will be sent to — regardless of what address
is on the invoice information page.
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Click Save
e Voucher is saved

e Voucher Id # has been assigned. You can find the ID # in the upper left
hand side of the page (see below).

Favgtes MainvMenu 5 Accountsvpayable 5 Voucvhers 5 Addfuvpdate > Regular Entry

Summary Invoice Information Payments Voucher Attributes Error Summary

Invoice Number: 245845

Invoice Date: 05/01/2011
Total: 9.50
Vendor: Crystal Rock Bottled Water *Pay Terms: Met 30 -+ Schedule F'aymentsl

PO Box 10028
Waterbury, CT 06725-0028
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Matching Purchase Order Vouchers

Situations when this function is used: Some departments have two-way
matching turned on which compares vouchers and purchase orders. If a
department has two-way matching turned on vouchers will need to be “matched”
with purchase orders before they can be approved.

Matching is run as a daily overnight batch process.

Matching can also be run

manually as a batch process for a business unit or several vouchers or online for

one voucher.

Favarites
-

Main Menu > Accounts Payable » Vouchers : Add/Update : Regular Entry

I I I

|

Business Unit:
Voucher ID:
Voucher Style:
Contract ID:

Vendor Name:

Entry Status:
atch Status:
Approval Status:
Budget Header Status:
Non-Prorated Budget Status:

ERS Type:

Close Status Indicator:

01110
00004705
Regular

Crystal Rock Bottled Water
PO Box 10028
Waterbury, CT 06725-0028

Fostable
Mo Match
Pending
Mot Budget Checked
Walid Budget Check

Mot Applicable
Open

B save | [=] Notify | %, Refresh |

Invoice No:
Invoice Date:
Gross Amt:

Pay Terms:

Origin:

Voucher Source:

Post Status:

Entered on:
Created By:
Last Updated:
Updated By:

245845
05/01/2011

9.50 usD

MNet 30

OMNL

Online

Unposted

051972011
TJARVIS
051972011
TJARVIS

S Add | Update/Display |

Departments that do not have two-way matching turned on show a Match Status
= No Match on the voucher Summary page.
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A\

Business Unit:
Voucher ID:
Voucher Style:
Contract ID:

Vendor Name:

Entry § :

Match Status:
Approval Status:
Budget Header Status:

ERS Type:

Close 5Status Indicator:

Summary Invoice Information Voucher Attributes

Holmblad,Ann K Estate of
6 Washington Ave
Schenectady, NY 12305

Valid Budget Check

Hon-Prorated Budget Status:  Valid Budget Check

Favavr'rtengainvMenu b AccnuntEPayable b Vnushers b Add,"L‘J'pdate > Regular Entry

Error Summary

Invoice No:
Invoice Date:

Gross Amt:

Pay Terms:

Origin:
Voucher Source:

Post Status:

Entered on:
Created By:
Last Updated:
Updated By:

Final Payroll Payment Adjustme
06/23/2011
170.62 UsD

Due Mow

Online

Unposted

0612372011
MGRAVES
0612372011

Departments with two-way matching turned on show a Match Status = Ready.
Matching will need to be run successfully before this voucher can be approved.

Matching as a Batch Process:

Navigation: Accounts Payable >Batch Processes > Vouchers > Matching
Fa*.ruvr'rtes Main_Menu > Accuuntg Payable > Batch Pincesses > ‘u’nuEhers > Matching

Match Request

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

Find an Existing Value Add a Mew VYalue

Maximum number of rows to return (up to 300); (200
Run Control ID: begins with - |

[[case Sensitive

Search | Clear |Elasi|:Sear|:h [E] save Search Criteria

Click on Add a New Value
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Enter a Run Control ID
Match Request

Find an Existing Value Add a New Value

Run Control ID: Matching|

Add |

Click Add

Favortes | Main Menu : Accounts Payable » Batch Processes : Vouchers : Matching
- o - - - -

Match Request | Messages

Run Control ID:  Matching Report Manager  Process Monitor

Run

Run Control Parameters

LEEI Matching Match Manager

*Process Frequency: Always Process -

*Options: All Business Units -

E save | [=] Motify | s Refresh | Es Add | | Update/Display

Match Request page opens
Enter Description

Change Process Frequency = Always Process

Favovr'rtes MainvMenu s Accounts Payable » Batch Processes > Vouchers > Matching

Match Request Messages

Run Control ID:  Matching Report Manager  Process Monitor

Run

Run Control Parameters

LR IO Matching Match Manager

*Process Frequency: Always Process -

*Options: All Business Units -

Bl save | [=] Notify | ts Refresh Er Adcll FUpdate/Display

Click on the drop down arrow next to Options
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o If Business Unit is chosen, then matching will process all vouchers within
the business unit that are ready to be matched.

e If Voucher is chosen, then matching will process specific vouchers that are
input into the criteria.

NOTE: NEVER choose All Business Units. This would run matching for all
business units in the State.

Favovrites MainvMenu » Accounts Payable > Batch Processes > WVouchers » Matching

Match Request Messages

Run Control ID:  Matching Report Manager  Process Monitor Run |
Run Control Parameters

*Description: Matching Match Manager

*Process Frequency: Always Process -

*Options: Business Unit -

Business Unit Custormize | Find | View A1 | B0 8 First Bl 4 or 1 B Last

*Business Unit Description

& save | [=] Notify | ks Refresh | Ee Adcl| 4= Update/Display

Enter Business Unit that matching should be run for.

Favorites Main Menu > Accounts Payable 3 Batch Processes > Vouchers > Matching

Match Request Messages

Run Control ID:  Matching Report Manager  Process Monitor ST |
Run Control Parameters

*Description: [Matching Match Manager

*Process Frequency: Always Process -

*Options: Business Unit -

Business Unit customize | Find | View Al BT 88 First Bl 4 op 1 Il st

*Business Unit Description l_l_
01110 QL =

Bl save | [=] Notify | s Refresh | E'q-Adcll 4| Update/Display

Click Run
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Process Scheduler Request

User ID: TJARVIS Run Control I: Matching
Server Name: Run Date: 05119/2011 E
Recurrence: *  Run Time: 314:03PM Resetto Current Date/Time |

Time Zone: x

Process List

Select |Description Process Hame Process Type *Type *Format Distribution

APIPO Matching AP_MATCHING Application Engine  Web v TXT = Distribution
[l Matching Warkflow MTCHWF PSJob (Mone) = (Mone) = Distribution
| Process Match Exceptions MTCH_ERR_WF Application Engine  Web * TXT » Distribution

OK | Cancel | Refrash |

Click onthe " box next to the Description of AP/PO Matching

Click OK

Fa\rovr'rtes Main_Menu b Accountgpayable > Batch Pvrocesses b Voushers > Matching

Match Reguest || Messages

Run Control ID:  Matching ReportManager  Process Monitor i

Process Instance:5300310

Run Control Parameters

*Description: |Matching

Match Manager

*Process Frequency: Always Process -
*Options: Business Unit -
Business Unit Customize | Find | View Al B0 | B8 First B 4 op 4 I Last
*Business Unit Description
01110 Q. Finance & Management (=]
B Savel [=] Notify | 4 Refresh | Er Add | | Update/Display

Click on the Process Monitor link

Fa\rovr'rtes Mainvl'«'lenu > AccountgPayabIe > Batch Pvrocesses > \-’oushers » Matching

Process List Server List

View Process Request For

User ID: |TJARVIS Q. Type: v Last - | 1 Days - Refresh |

Server: > HName: Q Instanoe:| to |

Ruen . Distribution - Save On Refresh
Status: Status:
Process List Customize | Find | View Al First BN 1.2 or2 B st
’; Instance IQ Process Type Process Hame (User Run Date/Time Run Status w Details
5300311 Application Engine AP_MATCHING TJARVIS 05/19/2011 3:53:29PM EDT Queued NIA Details

Click Refresh until the Run Status = Success and the Distribution Status = Posted
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Click on the Details link

Process List Server List

View Process Request For

User ID: TJARVIS 2 Type: + Last - 1 Days -
Server: ¥ HName: ’7 C, Instance: | to |
Run » Distribution - Save On Refresh
Status: Status:
Process List Customize | Find | View A First K 1z or 2 B Last
’; Instance ’; Process Type Process Hame (User Run Date/Time Run Status W Details
5300486 Application Engine AP_MATCHING TJARVIS 07/06/2011 11:42:56AM EDT Success Posted Details
5300481 Application Engine AP_MATCHING TJARVIS 07/06/2011 11:24.13AM EDT Success Posted Details

Click on the Message log link
Process Detail

Process

Instance: 5300311 Type: Application Engine
Hame: AP_MATCHING Description: AP/PO Matching
Run Status:  Success Distribution Status: Posted

Rn ———— — Wupdate Process
Run Control ID: Matching Hold Request
Location: Server Queue Request
SR PSUNX . Cancel Request

) Delete Request

JEETIETEE Restart Request
Request Created On: 05/19/2011 3:53:48PM EDT Parameters Transfer
Run Anytime After:  05/19/2011 3:53:29PM EDT Message Log View Locks
Began Process At 05/19/2011 3:54:01PM EDT Batch Timings
Ended Process At:  05/19/2011 3:54:15PM EDT View Log/Trace
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Message Log

Instance: 5300486 Type: Application Engine
Name: AP_MATCHING Description: AP/FO Matching
Customize | Find | View Al | B | First Kl 14 ora Bl Last
[LogTime  [MessageText ~  [explain
10 11:43.38AM All business units had 1 Vouchers to match. Explain
10 11:43:57AM Vouchers matched successfully: 0, with errors: 1 Explain

11-44-12AM Published message with ID cb&f4422-a7eb-11e0-8d52- Explain

efac21554dfa to create entry in folder GENERAL.
11:44:12AM Successfully posted generated files to the report repository  Explain

The message log tells you how many vouchers were selected to match and then
how many vouchers matched successfully and how many had errors.

In this example, 0 vouchers matched successfully, and 1 with errors.

To find the voucher(s) that has a matching error run the
VT_MER_VCHRS_NOT_POSTED query.

A B o3 D E F G H | J

1 |AP Vouchers not posied

2 [GL unit_]AP Unit_[Acctg Date[voucher ID_JUser ID_ |[Close Status [Entry Status|[Post Status|Match Status |Budget Checking Status [Approval Status
2 02140 02140 5/12/2011 00162626 HMORSE  Open Postable Unposted Not Applicable Not Budget Checked Pending
4 2140 ‘02140 513/2011 00162527 HMORSE  Open Postable Unposted Not Applicable Not Budget Checked Pending
5 01160 ‘01168 5/13/2011 00127999 SFULLER  Open Postable Unposted Not Applicable Not Budget Checked Pending
6 02140 ‘02140 513/2011 00162528 HMORSE  Open Postable Unposted Not Applicable Not Budget Checked Pending
7 01160 ‘01168 513/2011 00128000 SFULLER  Open Postable Unposted Not Applicable Not Budget Checked Pending
g 03460 ‘2460 5/13/2011 00124570 SKELLEY  Open Postable Unposted Not Applicable Not Budget Checked Pending
9 2140 ‘02140 513/2011 00162559 HFLOWERS Open Postable Unposted Not Applicable Not Budget Checked Pending
10 [03460 ‘2460 513/2011 00124571 SKELLEY  Open Postable Unposted Not Applicable Not Budget Checked Pending
11 [03460 ‘2460 513/2011 00124572 SKELLEY  Open Postable Unposted Not Applicable Not Budget Checked Pending
12 [o2140 ‘02140 513/2011 00162560 HMORSE  Open Postable Unposted Not Applicable Not Budget Checked Pending
13 [03460 ‘2460 513/2011 00124572 SKELLEY  Open Postable Unposted Not Applicable Not Budget Checked Pending
14 [03460 ‘2460 513/2011 00124574 SKELLEY  Open Postable Unposted Not Applicable Not Budget Checked Pending
15 [03480 ‘2522 513/2011 00001572 KHETZEL  Open Postable Unposted Not Applicable Not Budget Checked Pending
16 2120 02140 513/2011 00162570 HFLOWERS Open Postable Unposted  Not Applicable Mot Budget Checked Pending
17 [o2100 ‘02100 513/2011 00015196 RPUTNEY  Open Postable Unposted Not Applicable Not Budget Checked Pending
18 [os110 ‘08110 513/2011 00102154 BVERMETT Open Postable Unposted Not Applicable Not Budget Checked Pending
19 [02100 ‘02100 513/2011 00015197 RPUTNEY  Open Postable Unposted Not Applicable Not Budget Checked Pending
20 03480 ‘3495 5/13/2011 00024407 ABULLOCK Open Postable Unposted Not Applicable Not Budget Checked Pending
21 03440 ‘3440 5/13/2011 00708998 RHAWKINS  Open Postable Unposted Not Applicable Not Budget Checked Pending
22 03440 ‘3440 5/13/2011 00709002 RHAWKINS  Open Postable Unposted Not Applicable Not Budget Checked Pending
23 01268 ‘01265 5/13/2011 00024064 JCOSTANT Open Postable Unposted Not Applicable Not Budget Checked Pending
24 04100 ‘04100 51202011 00067418 RMOORE  Open Postable Unposted Match Exceptions Exist Mot Budget Checked Pending

2 ¥ ¥, . [P, - N

The query gives you the voucher number of the voucher with a Match Exception.

Navigate to the voucher and open the summary page.
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Voucher Summary page.
Favorites Main Menu > Accountgpayable 3 Voushers 5 Addfuvpdate » Regular Entry

Summary Invoice Information Payments Youcher Attributes Error Summary
Business Unit: 04100 Invoice No: 89944295
Voucher 1D: 00067418 Invoice Date: 05/06/2011
Voucher Style: Regular Gross Amt: 1,396.00 UsD
Contract ID:
Vendor Name: Lindenmeyr Munroe Pay Terms: 130 Met3

468 Pepsi Road

Manchester, NH 03109-5303 Origin: OrL
Entry Status: FPostable Voucher Source: Online
Match Status: Exceptions Post Status: Unposted

Approval Status: ‘ending

Budget Header Status: Mot Budget Checked

Mon-Prorated Budget Statu Walid Budget Check Entered on: 05122011
Created By: RMOORE

ERS Type Mot Applicable Last Updated: 051132011

Close Status Indicato, Open Updated By: TFURRY

Click on the Exceptions link
Match Manager

Search Criteria

From Business Unit: To Business Unit: From Voucher 1D: To Voucher ID: *Woucher Style:
h4100 Q 04100 Q 00067418 QY 00067418 Q) Regular Youcher -
From Invoice Number: To Invoice Number: Match Status: Buyer:
| Q Q - Q
SetlD: From Vendor Name: To Vendor Name: Voucher Date Type:
| Q| Q| Q -
From Vendor ID: To Vendor ID: Vendor Location: From Date: To Date:
| a | a | Q 0710612011 [3 07/06/2011 3
*Chart Type:
[Tl Show Chart  Bar Chart - Search | Clear | Un-Match |

Search Results Customize | Find | View All | @| i First N 1 of 4 I | ast
Voucher info  [NURmateninte

MuaI:;:h 3::"“955 Voucher ID |Maich Status |Vendor ID Invoice Humber |Gross Amt |Currency PR EoeiEE

[7] 04100 00067418  Exceptions 0000009131 89944295 13596.00 USD O/VO

The Match Manager page opens.

Click on Exceptions Log
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Favc;r'rtes Main_r\-'lenu q.| Accounts Payable > Review Accounts Payable Info » Vouchers > Match Manager

Match Exception Override Back to Match Manager
Unit: 04100 Vendor: Lindenmeyr Munroe

Invoice: 89944295 Gross Amount: 1,396.00 UsSD

Voucher: 00067418 Discount Amount: 13.96 USD

Invoice Date: 05/06/2011 Post Status: Unposted

Due Date: 06/06/2011 Control Group: View Purchase Order
Discount Due:  06/05/2011 Origin: OML

Invoice Line Details Find | view a1 First BN 1 o B Laat

Line: 1

Match Exceptions Find | View All| st B o1 DO Last
Override | Match Rule |Rule 1D Description Override Reason
I:‘ Vaoucher & RULE_R500 Mo UI"II’T]EH(_:I"IEU R_ecelvers_ exist for this Voucher. There is no record of the Override Reason
merchandise being received as of yet. -

Match Exception Override page opens.

Call VISION Support at 828-6700, option 2 for further instructions on how to
handle Voucher Match Exceptions.
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Matching in the Voucher:

Navigation: Accounts Payable > Vouchers > Add Update > Regular Entry

Favgrites = Main Menu > Accounts Payable > Vouchers > Add/Update » Reagular Entry

Voucher

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

o anExistng vawo | )

Maximurm number of rows to return (up to 200); 200

Business Unit: = - 4100 Q
Voucher ID: begins with + |00067418
Invoice Number: begins with -

Short Vendor Hame: begins with -

Vendor ID: begins with Q
Hame 1: begins with -
Voucher Style: = - -

Related Voucher: begins with -
Entry Status: = - -
Voucher Source: = - -

[T case Sensitive

Search | Clear |EasicSearch B save Search Criteria

Click on Find an Existing Value and enter Vendor ID. Click Search or, if you are
in the voucher — as shown below, click on the Invoice Information page.
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* Summary _Invoice Information " Payments | Voucher Attributes |} Error Summary |

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

Entry Status:
Match Status:

Approval Status:

Budget Header Status:
Hon-Prorated Budget Status:

02300
00041195

Regular

Irving Oil
PO Box 11013
Lewiston, ME 04243
Postable

Ready

FPending

Mot Budget Checked
Valid Budget Check

ERS Type: Mot Applicable
Close Status Indicator: Open
B save | [=] Notify | % Refresh

Invoice No:
Invoice Date:

Gross Amt:

Pay Terms:

Origin:
Voucher Source:

Post Status:

Entered on:
Created By:
Last Updated:
Updated By:

Summary | lnvoice Information | Pavments | Youcher Aftributes | Error Summary

TEST3
09/30/2008
1.50

Met 30

ONL

Online

Unposted

09/30/2008
KSYMONDS
09/30/2008
KSYMONDS

[E Add Update/Display

uso

e

—

Business Unit. 02300
00041195
Voucher Style:  Regular

Voucher ID:

Vendor:

0000001293 Q
Name: IRVINGOIL-001 | &,

{ Summary ! Invoice Information Y Fayments Y Youcher Aftributes Y Error Summary \‘

Invoice Number:  |TEST3

Invoice Date:

Misc. Amount:

(0913012008 5

i

Ly

m

]

[ ]

]

Copy from a Source Document

Location: MULTIPLE |

*Address: -Q
Ining Oil Total
PO Box 11013 Balance: 0.00
Lewistan, ME 04243

Advanced Vendor Search

*Pay Terms: Net 30 v = Basis Dt Type: Invoice Date

Accounting Date:
Control Group: |:|Q =Currency:

Mon Merchandise Summary

Comments

Budget Checking
Matching
Voucher Post

e

Click on the drop down arrow and choose Matching.

Click Run

The follow message appears.
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Click Yes

HNew Window | Help | &,

Do you want to wait for the process to be completed? Voucher will be displayed after process ends. (7050,54)

Yes Mo

Business Unit:
Voucher 1D:
Voucher Style:

Vendor:
Name:
Location:

Address:

Irving Oil
FO Box 11013

Pay Terms:

Control Group:

02300
00041195
Regular

0000001293
IRVINGOIL -001
MULTIPLE

10

Lewiston, ME 04243

Advanced Vendor Search

Net 30

[ Summary { Invoice Information | Payments | Voucher Affributes | Error Summary |

Invoice Number:

Invoice Date:

Misc. Amount:

Freight Amount:

Total:

Balance:

Basis Dt Type:

Accounting Date:

Currency:

TEST3
09/30/2008
B R
o] Mon Merchandise Summary
i
1.50
0.00
Comments
Invoice Date Action: Matching ':J
09/30/2008
uso

Click on the green refresh arrows.
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Click on the Summary tab.

Summary Invoice Information Payments Youcher Attributes Error Summary

Business Unit: 01280 Invoice No: 3155154182
Voucher ID: 00000542 Invoice Date: 0512712011
Voucher Style: Regular Gross Amt: 50213 UsD
Contract ID:

Vendor Hame: Staples Contract & Commercial Inc Pay Terms: MNet 30

Staples Advantage

Boston, MA 02241-5256 Origin: oML

Entry Status: Postable Voucher Source: Online
Post Status: Posted

Approval Status: Approved

Budget Header Status: Valid Budget Check

Non-Prorated Budget Status:  Valid Budget Check Entered on: 06/06/2011

Created By: ROOYOM
ERS Type: Mot Applicable Last Updated: 06/07i2011
Close Status Indicator: Open Updated By: MMOZ

Match Status = Matched.
The voucher is now ready to be approved and budget checked for payment.

You have completed the PO Matching Exercise.

Page 66 of 174



Enter an Asset Related Voucher

Situations when this function is used: Entering an Asset related voucher is
similar to creating a Regular Voucher with the addition of entering the asset
related information within the asset tab of the distribution area. Voucher
distribution lines containing Asset Management information are passed directly to
the Asset Management module via the Asset Management /AP interface
processes.

Required Fields: Vendor ID*
Vendor Name
Location
Address
Invoice Number*
Invoice Date*
Description
Quantity
Amount*

GL Unit

Account

Fund
Department ID
Pay Terms

AM Business Unit
Profile ID

The fields marked with an * should be filled in on the Add a New Value
page. When the fields are filled and you click Add, the system will
immediately let you know if a duplicate voucher has been detected.
This saves time by identifying duplicate vouchers before entering all of
the voucher information.
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Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

Fa\.fnvrites Mainvlv'lenu » Accounts Payable > WVouchers » Add/Update : Regular Entry
Voucher
[ | Add a New value
Business Unit: 1110
Voucher ID: MEXT
Voucher Style: Regular Voucher -
Short Vendor Hame: o}
Vendor ID: &}
Vendor Location: Q,
Address Sequence Number: hjle)
Invoice Humber:
Invoice Date: e
Gross Invoice Amount: 0.00
Estimated No. of Invoice Lines: 1
Add

Your default BU will appear in the Business Unit field. Voucher ID will default as
NEXT.

Much of the voucher information can be entered in the voucher add function or
entered later in the voucher pages.

Enter Business Unit
e Leave as user default or

e Enter appropriate business unit

Enter Vendor ID
e Enter the vendor number, including the leading zeros and tab out of field.
Short Vendor Name, Vendor Location, and Address Sequence Number
automatically populate.

Note: If you need to search for a vendor use the following navigation;
Vendors > Vendor Information > Add/Update > Vendor

Enter Invoice Number
e Enter Vendor’s Invoice number. (If the payment is for goods or services
received in a prior fiscal year then prefix with a “"PY")

Note: If a vendor’s invoice number is not provided, enter relevant
information to correlate the voucher to the payment request; for
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payments to grantees and sub-grantees, the grant agreement number
must be entered per the Agency of Administration’s Bulletin 5 and

Bulletin 5 Guidance and Procedures.

Enter Invoice Date

e As per the vendor’s invoice

Enter Gross Invoice Amount

Favorites | Main Menu > Accounts Payable > Vouchers » Add/Update > Regular Entry

Voucher

| ! haa tiew vaus

Business Unit: 01110 @

Voucher ID: MEXT

Voucher Style: Regular Youcher -
Short Vendor Name: BEANCHEVRO-001C,

Vendor ID: 0000000049 |2y

Vendor Location: SINGLE &}

Address Sequence Number: 13,

Invoice NHumber:

Invoice Date: orMaM1 =
Gross Invoice Amount: 15000.00
Estimated No. of Invoice Lines: 1
Add
Click Add
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Favorites | Main Menu > Accounts Payable : Vouchers : Add/Update : Regular Entry
L4 H - - hd -

Invoice Information | Payments || Voucher Attributes

Business Unit: 01110 Invoice Number: |5587r‘
Voucher ID: MNEXT Invoice Date: 07132011 |[#]

Voucher Style:  Reqular

Vendor: 0000000049 Q Misc. Amount: = Mon Merchandise Summary
Name: BEANCHEVRO-00°C), Freight Amount: |

Location: SINGELE Q
*Address: 1)@

Bean Chevralet Total: 15,000.00
PO Box 576 Balance: 0.00
Morthfield, VT 05663-0576
Comments
Advanced Vendor Search
*Pay Terms: Met 30 - = Basis Dt Type: Invoice Date Action: ~ Run

Accounting Date: |g7/19/2011 [+
Control Group: Q *Currency: usD Q

The Invoice Information page loads. The information entered on the Add a New
Value page has populated the fields on the Invoice Information page. The

following information defaults in:
Accounting Date = current date (this must never be changed manually),

Currency = USD,
Distribute by = Amount,
Ship To = default ship to location for your Business Unit,

GL Unit defaults in.

Scroll down the screen and the Invoice Lines box can be seen.

Copy from a Source Document

PO Unit: 2, Purchase Order: @, CopyPO | Worksheet Copy Option: MNone -
Invoice Lines FEind | View All Flrstn 1 of1 n Last
Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount =
1 Amount v | Q | [ Q | 15,000.00
Ship To SpeedChart
PFMMTPOIC, Q [[Juse One Asset ID

~ Distribution Lines Customize | Find |
[ GL ChartFields 1 [IGLChanFicids 2 TExd'mgeMe T_

’_Amount Quantity (*GL Unit *Account Department ogram  |Class Project Affiliate Openltem

1| 15,000.00 | [o1110 | Q| Q|

Enter Line Description
e Enter the description of what you are paying the invoice for
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Enter Quantity
e Enter the number of items on the invoice

Enter Account Number

e Enter the account number or

e Click on the magnifying glass to select from the list
Enter Fund

e Enter the fund or

e Click on the magnifying glass to select from the list
Enter Dept ID

e Enter the Dept ID or
e Enter the last 4 digits of your business unit (to narrow your search) and
click on the magnifying glass to select from the list

Enter Program (If used by your department)
Enter Class (If used by your department)
Enter Project/Grant (If used by your department)

Copy from a Source Document

PO Unit: <, Purchase Order: 3, CopyFO | Worksheet Copy Option: None -

Invoice Lines Find | View Al First K 4 op 4 I Laet
Line “Distribute by Item Description Quantity UOM  Unit Price Extended Amount =
1 Amount v | Q | [ Q | [ 15,000.00

Ship To SpeedChart
PFMMTPOIC, Q [[luse One AssetID
¥ Distribution Lines Customize | Find | View Al | EH F|r st B 4 op 1 I Lot
| GL ChartFields 1 T GL ChartFiekds 2 T Exchange Rate | Statistics T sssets S

1| 15,000.00 | 1 |01110 Q [s522600 QL [10000 \1110003000 Q | Q|

Click on the Assets Tab
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Advanced Vendaor Search

*Pay Terms: Met 30 v | = Basis Dt Type: Invoice Date Action; v | Run |

Accounting Date: | gg2/2008 El
ConwolGroup: [ |a ccumeneii  [Usplq

PO Unit: I:IQ Purchase Order: G, CopyPO | Worksheet Copy Option: | MNone v|

Invoice Lines Eind|View Al First [1] 1 ot 1 [*] Last
Line *Distribute by Item Descriptign Quantity UOM Unit Price Extended Amount B [=]
1 [Amount «] | | [2007 chétboletimpala |[10000 || | | | 15,000.00]
Ship To SpeedChart
[FFInTPOlC, | | Cuse one Assetin

~ Distribution Lines Customize | Find | View All | 8 First * 1of1 " Lasi
GL CharfFields 1 ' GL CharFields 2 ' Exchange Rate Y Statistics Assets

Asset Business Unit Profile ID Asset D Sequence Number Cost Type

O E [

Assets tab opens.

Click on Use One Asset ID
e Assigns a single Asset ID to multiple distribution lines

Click on the Asset checkbox
e New fields open to enter asset information

Copy from a Source Document

PO Unit; C,  Purchase Order: & CopyPO | Worksheet Copy Option; MNone -
Invoice Lines Eind | View Al First Bl 4 or 1 I Last
Line *Distribute by Item Description Quantity UOM  Unit Price Extended Amount =
1 Amount ~ | €y 2008 Chevy pick up |1 Q | | 15,000.00
Ship To SpeedChart
||:l|:MMT|:|g|Q | Q ¥|Use One Asset ID

~ Distribution Lines Customize | Find | View Al | @| F.rq'll 1 of 1 n Last

" GL ChartFields 1 | GL ChartFields 2 TExdmgeRate TStahshcs TAss:ts

Asset |Business UHﬁ’WW Sequence Number Cost Type
| Q| Q NEXT Q et =]

Enter Asset Management Business Unit
e Enter the AM Business Unit or

e Click on the magnifying glass and select from the list
Enter Asset Profile ID

e This field determines the depreciation of the asset. Profile id that starts
with “E” is used for items with a cost less than $5,000. Profile id that
starts with “"D" is used for items with a cost of $5,000 or more.

Leave Asset ID as "NEXT"”
e This allows the AM system to assign the next appropriate Asset_ID for the
given Business Unit.
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Copy from a Source Document

PO Unit: Q. Purchase Order: Q. CopyPO | Worksheet Copy Option: None -

Invoice Lines First 4] 1of1 o Last
Line *Distribute by tem Description Quantity UOM Unit Price Extended Amount [=]
1 Amount ~ | Q |2008 Chewy pick up 1 Q | | 15,000.00
Ship To SpeedChart
|PFMMTF’U|Q | @\ Use One Asset ID

¥ Distribution Lines Customize | Find | View 41| B0 8 First B 4 op 1 B (5st
L
Gl ChartFields 1 | GLChartFields 2 | ExchangeRate | Statistcs | Assets

Asszet |Business Unit |Profile ID AssetID Sequence Humber
01110 @ |DTruck Q NEXT Q 1 | Q [=]

Click Save

Warning Message Appears

You have entered an itern walued at 5,000 or more. Should you have
docurnentad this itern as an asset? If so, please fill in the related asset
information.

Ok I Cancel |

Click OK
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Favgrites = Main Menu > Accounts Payable » WVouchers » Add/Update : Regular Entry

(Simima | invorce nformaton | | ] 1
Business Unit: 01110 Invoice Number:  |G587
Voucher ID: 00004706 Invoice Date: 05M9/2011 [=

Voucher Style: Regular

Vendor: 0000000049 Q Misc. Amount: = Mon Merchandise Summar
Name: BEANCHEVRO-00"C Freight Amount: =
Location: SIMNGLE Q,
*Address: 1/Q,
Bean Chevrolet Total: 15,000.00
PO Box 576 Balance:

0.00
Morthfield, VT 05663-0576

Voucher is saved and a Voucher ID has been assigned. When voucher has been
approved and budget checked, batch processes will run overnight to interface
the asset information entered on the voucher into the Asset Management
module. The asset will need to be updated in Asset Basic Add to include
required information that does not flow in from the Accounts Payable
module such as Tag #, Location ID as well as any other information the
department chooses to add.

For more information on assets, review VISION Procedure #1 (the
Asset Management Procedure) at:
http://finance.vermont.gov/policies-and-procedures/vision-procedures
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Enter Vouchers to State Agencies Set up as Vendors

Situation when this function is used:

The entry and processing of a voucher for an invoice from a Department/Agency
that is set up as a vendor is the same as that for any other vendor. Invoice will
include vendor number to use.

Listing of State Departments set up as Vendors and their
Vendor Number

AHS-Administrative FUNd.........cocuuiiiiiiiici e 0000073814
AOT-Dept Motor VEICIES ......ccceveiiiiiiiin e eern e 0000133778
AOT- Central Garage........eeierusierniirrrissennssrsnsssrssssnnssssnssssnsens 0000266981
AUditor Of ACCOUNES ..vuuiiiiiiiiiiecere e e e e e e e enae e 0000073815
BGS-Catamount Health ........coceuiiiiiiii e, 0000270421
BGS-EQUIPMENT ...ieviiiiiii i cris s s s s s e ra s nn s e 0000043673
BGS-Federal SUIPIUS ........oiiiieiic e 0000043663
BGS-FEe fOr SPaCe......ccuuuiiiiiieie e ceere e 0000043672
BGS-Fleet Management .........ccoviiiiiii i 0000147508
AOA Risk Management........cooveeeuuirierrenrierernnsserrnns s e reenseseeennns 0000043668
BGS-POStAl ... ieeiiiiie e e 0000043657
BGS-Print SNOP....cicveiiiiiiiiiiiis i 0000043658
BGS-Property Management..........oocvuviiiinniiiinnninissn e 0000043665
BGS-Purchasing Card ..........ccouuuiriiiiinee e ee e 0000045300
BGS-State SUMPIUS .....ivveiiiiiieicis e r e aa e enas 0000043664
BGS-State Resource Mgmt FUNd ........ovviiiiiiiiiie e 0000191873
Criminal Justice Training CouNnCil ...........ccouueiiiiiienie e 0000004454
VTHR-Unemployment COmMP .....coeuiiiiiiiiiicccicei e ere e 0000073813
HR et 0000071433
Information & Innovation-CIT-Telecomm.........cceevvevnieiennieeennnneenn. 0000043669
Information & Innovation-CIT-Cust SUPP ......ovvvvriiirrniniernnsiennneenns 0000043671
Information & Innovation-Systems Mgmt.........cccoovvviiiiiiiiinnnenn, 0000043670
] ] = 1 1= PSPPSR 0000075905
PUDIIC Safely ..ovveiiii s 0000073816
SeC. Of State .ovvuiiiei s 0000073818
TAX DEPL e 0000068723
! PP RPTP PP 0000041408
L7 L PP PPTP PP 0000047023
VISION/HR Development ........cceuoiieeeemiiieeeeneeeeeeee e e eeee s eeeenns 0000075693
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Navigation: Accounts Payable>Vouchers>Regular Entry>Add a New Value

Favu:g'rtes rdainiﬂenu b Accnuntipavable 5 Voucvhers 5 Adu:l,l'uvpdate > Reqular Entry

Voucher

[ | Addatew value |

Business Unit: D110 G

Voucher ID: MEXT

Voucher Style: Regular Youcher -
Short Vendor Hame: Q

Vendor ID: Q

Vendor Location: Q.

Address Sequence Number: 0|3

Invoice Number:

Invoice Date: A

Gross Invoice Amount: 0.00
Estimated MNo. of Invoice Lines: 1

Add

Your default BU will appear in the Business Unit field. The Voucher ID will
default in as NEXT.

Much of the voucher information can be entered in the voucher add function or
entered later in the voucher pages.

Enter Business Unit
e Leave as user default or
e Enter appropriate business unit

Enter Vendor ID
e Enter the vendor number, including the leading zeros and tab out of field.
Short Vendor Name, Vendor Location, and Address Sequence Number
automatically populate.

Note: If you need to search for a vendor use the following navigation;
Vendors > Vendor Information > Add/Update > Vendor

Enter Invoice Number
e Enter Vendor’s Invoice number. (If the payment is for goods or services
received in a prior fiscal year then prefix with a “"PY")
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Note: If a vendor’s invoice number is not provided, enter relevant
information to correlate the voucher to the payment request.

Enter Invoice Date
As per the vendor’s invoice

Enter Gross Invoice Amount

Favnvrites Mainyenu 5 AccountEPavabIe b Voushers b Add,lepdate > Regular Entry

Voucher

| 1 a3 owvaus

Business Unit:

Voucher ID:

Voucher Style:

Short Vendor Name:
Vendor ID:

Vendor Location:

Address Sequence Number:
Invoice Number:

Invoice Date:

Gross Invoice Amount:

Estimated No. of Invoice Lines:

Add |

Click Add

Favorites
-

01110 3

MEXT

Regular Voucher
LIBRARIES-001
0000075905 QL

Q

MULTIPLE @
13
26887
051911 [3
86.00
1

Main Menu > Accounts Payable : Vouchers » Add/Update » Regular Entry

Invoice Information

I

|

Business Unit: 01110
Voucher ID: MNEXT

Voucher Style: Regular
Vendor: poooo75905
Name: LIBRARIES-001
Location: MULTIPLE Q@
*Address: 1Q

Yermont Dept of Libraries
Accounting Sernvices

135 State 5t 2nd Fir

Montoelier. VT 05633-7401

26887
05/19/2011 [31

Invoice Number:

Invoice Date:

aQ, Misc. Amount: = Mon Merchandise Summary
Q Freight Amount: =

Total: 86.00

Balance: 0.00
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The Invoice Information page loads. The information entered on the Add a New
Value page has populated the fields on the Invoice Information page. The
following information defaults in:

Accounting Date = current date (this must never be changed manually),

Currency = USD,

Distribute by = Amount,

Ship To = default ship to location for your Business Unit,

GL Unit defaults in.

Scroll down the screen and the Invoice Line box can be seen.

Copy from a Source Document

PO Unit: C,  Purchase Order: Q,  CopyPO Worksheet Copy Option: None -

Invoice Lines Find | View All First |4 10f1 )| Last
Line *Distribute by [tem Description Quantity UOM Unit Price Extended Amount =]
1 Amount ~ | Q| [ Q| \ 86.00

Ship To SpeedChart

PEMMTPOIC), aQ [[Juse One Asset ID
~ Distribution Lines Customize | Find | View Al] 2] #
[ GLchartFields 1 [|GLiCRaRrieias 2] [[JExehange Rate ]|t Tm TAsses

Flrstn 1of1 a Last

,_ Amount Quantity | *GL Unit “Account Fund Department Program Class Project Affiliate Openitem
1] 8600 | [o1110 @ | Q| Q| Q| Q| Q| Q| Q| Q F] =]

Enter Line Description
e Enter the description of what you are paying the invoice for

Enter the Amount under Distribution Lines
e Enter the full amount of the invoice if you are only using a single line and
distribution or
e Enter the amount of the invoice that you are going to pay for only this line
and/or distribution

Enter Account Number
e Enter account number or

e Click on the magnifying glass to select from the list

Enter Fund
e Enter the fund or

e C(lick on the magnifying glass to select from the list

Enter Dept ID
e Enter the Dept ID or
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e Enter the last 4 digits of your business unit (to narrow your search) and
click on the magnifying glass to select from the list

Enter Program (If used by your department)
Enter Class (If used by your department)
Enter Project/Grant (If used by your department)

Copy from a Source Document

PO Unit: @ Purchase Order: 3, CopyPO | Worksheet Copy Option: None -

Invoice Lines

F\r&tn 10f1 o Last

Line *Distribute by ltem Description Quantity UOM Unit Price Extended Amount B =]
1 Amount v | Q, [books [ Q | [ 86.00
Ship To SpeedChart

PEMWTPOIC), q, [Cluse One Asset D

~ Distribution Lines customize | Find | View Al B0 88 First Bl 4 op 4 Bl Last

" GL ChartFields 1 [(GLCharFieids ) [ Exchange Rate || Statisties | [ Assets

’_ Amount Quantity | *GL Unit *Account Fund Department Program Class Project Affiliate Openltem
1] 86.00 | [o1110 @ 521500 @ [10000 O 1110003000 O | Q| Q| Q| Q| Q =

The page should now look similar to the one above

Click on Payments Tab
Review payment information that defaulted in from the vendor.

Note: Gross Amount shows $0, but the correct amount will fill in when
the voucher is saved.

Favorites Main Menu > Accounts Payable : Vouchers > Add/Update > Regular Entry

Summary Invoice Information Payments Voucher Attributes Error Summary

Business Unit: 01110 Invoice Number: 26887

Voucher ID: 00004707 Invoice Date: 05192011
Voucher Style: Regular Total: 86.00
Vendor: Vermont Dept of Libraries *Pay Terms: ~ | Schedule Payments

Accounting Senvices

Montpelier, VT 05633-7401

Payment Information First T 4 of 1 I Last

Find | View Al

Scheduled Payment: 1 . El
*Remit to: 0000075905 Q. Gross Amount: 86.00 USD
Location: MULTIPIC, 0.00 = Discount Denied
*Address: 1Q, Late Charge
Vermaont Dept of Libraries Schaduled ue: 071192011 [
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Click Save

e Voucher is saved
Voucher Id # has been assigned. You can find the ID # in the upper left

hand side of the page (see below).

Favorites Main Menu > Accounts Payable > Wouchers > Add/Update > Regular Entry
Error Summary

Voucher Attributes

Invoice Information Payments

Summary
Invoice Number: 26887

Invoice Date: 051912011
Total: 86.00

*Pay Terms: ~| Schedule F'aymentsl

Qooo47oy

Regular

Voucher ID:
cher Style:

Yermoaont Dept of Libraries
Accounting Services
Montpelier, VT 05633-7401

Vendor:
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Enter Regular Voucher with 1099-M Reportable and
Non-Reportable Lines

Situations when this function is used: When a payment is made to a
reportable vendor, the user must make sure that the invoice lines on the voucher
are marked as reportable and non-reportable as applicable, with the correct
withholding class.

What is a "Reportable” Vendor?

A “reportable vendor” is a vendor that is set up in VISION as withholding
applicable. This means that payments made to these vendors will be reported
on a form 1099-Misc unless the withholding check box is unchecked on the
voucher invoice lines.

The State is required by IRS rules and regulations to report certain payments to
vendors on a form 1099-Misc. If these payments are not reported correctly, the
State may be subject to certain fines and penalties.

It is the departments’ responsibility when entering a voucher to
determine if the payment being made is a reportable payment and to
make sure that the withholding box, on the voucher invoice lines, is

checked or unchecked appropriately and that the withholding class is
correct for all reportable invoice lines.

Vendors that are set up in VISION as “reportable” vendors:
The following vendors are set up as “reportable” in VISION because of the
potential for them to receive a reportable payment:

e Individuals, Sole Proprietors, Partnerships

All payments for services to individuals, sole proprietors and partnerships
are required to be reported on a 1099-M. Therefore, all regular vendors
that are individuals, sole proprietors or partnerships are set up as
reportable vendors in VISION.

e All Vendors Providing Medical Services (Including Veterinarians)

All payments for medical services including dental services, counseling
services and veterinarian services are required to be reported on a 1099-
M. Therefore, all regular vendors which provide medical services are set
up as reportable vendors in VISION. (With the exception of tax exempt
hospitals and hospitals owned by a government entity — these are not set
up as reportable.)
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e All Vendors Providing Legal Services

All payments for legal services are required to be reported on a 1099-M.
Therefore, all regular vendors which provide legal services are set up as
reportable vendors in VISION.

Please note that vendors that are Limited Liability Companies (LLC’s) are set up

based on their tax classification (partnership, or corporation) and follow the rules
above.
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Payments that are Reportable vs. Not Reportable:

The following types of payments are reportable to the vendor on a 1099-Misc
with the indicated withholding class.
Payment Type: Being Paid To: Withholding Class:
Services (except medical) Individuals 07
Per Diem Sole Proprietors
Partnerships
Witness Fees Individuals 07
Expert Testimony Sole Proprietors
Partnerships
Medical and Health Care All vendors (with the 06
Services exception of tax exempt
. hospitals or hospitals
e includes Dental,
owned by a government
Counseling, and entity)
Veterinarian Services
e does not include medical
supplies or
pharmaceuticals
Attorney Fees / Legal Attorneys 07
Services
Law Firms
Other providers of legal
services
Gross Proceeds paid in Attorneys 14
connection with legal
services Law Firms
Other providers of legal
services
Prizes and Awards to non- Individuals 03
employees
Sole Proprietors
Partnerships
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Payment Type:

Being Paid To:

Withholding Class:

Punitive Damages

Individuals
Sole Proprietors

Partnerships

03

Rental of Space or Building

Individuals
Sole Proprietors

Partnerships

01

Rental of Equipment without
an operator

Individuals
Sole Proprietors

Partnerships

01

Rental of Equipment with an
operator — invoice bills
equipment and operator
separately

Individuals
Sole Proprietors

Partnerships

Equipment portion =
01

Operator portion = 07

Rental of Equipment with an Individuals 07
operator — invoice bills as
one price for both Sole Proprietors
Partnerships
Grants - if paid in Individuals 07

conjunction with the vendor
providing a service

Sole Proprietors

Partnerships
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The following payments are not reportable to the vendor on a 1099-Misc.

Payment Type:

Being Paid To:

All Payments

Tax exempt organizations

Government Entities

Services (except medical and legal)

Corporations

Bonuses

Awards

Corporations

Punitive Damages

Corporations

Rents of any kind

Corporations

Medical and Health Care Services

(includes Dental Services and Counseling

Tax exempt hospitals

Hospitals owned by a government

Services) entity
Refunds All vendors
Reimbursements for meals, lodging, All vendors
mileage or other expenses
State Benefits (i.e. fostercare, state All vendors
assistance)
Purchases of Merchandise (including All vendors

medical supplies and pharmaceuticals)
Telegrams
Telephone services

Freight
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Payment Type:

Being Paid To:

Grants — paid as reimbursements

All vendors

Grants — state aid

All vendors

Grants — Scholarship or Fellowship All vendors

Please note: The lists above are not all inclusive — if you are making a payment
and are not clear as to whether the payment is reportable on a 1099-Misc or not,
please contact Financial Operations for clarification.

What to do when entering a voucher to a reportable vendor:
When a voucher is entered to a reportable vendor, a blue Withholding link
(Transfer to Withholding Detail) will be available on the Invoice Information tab
of the voucher.

ORACLE’
Home | Wworkist | AddtoFavorites | Signout

Favorites  Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

New Window | Help | Customize Page | 5,

Invoice Information |Eﬂymells |yax1|eerrilxtEi

Business Unit: 01110

Invoice Number: \

Voucher ID: NEXT Invoice Date: [

Voucher Style: Regular

Vendor: 0000007449 Q Misc. Amount: n Mon Merchandise Summary
Name: FAHC 002 Q Freight Amount: =5 M
Location: MULTIPLE Q k

“Address: 1)Q

Fletcher Allen Health Care Total: 0.00

BAR - Professional Remits Balance: 0.00

PO Box 1063
Burlington, VT 05402-1063

Comments

Advanced Vendor Search

Action:l <] _Run

“Pay Terms: lm = Basis Dt Type: Invoice Date
Accounting Date: [04/03/2012 [:
, Control Grounp: Q “Currencv: Hen O 1 ‘LI

Above shows a reportable vendor — withholding link is available.
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ORACLE Homs- | Workiist | AddtoFavorites | Sign out
Favu'rites MainvMenu > Accounts Payable > Vouchers > Add/Update > Regular Entry
New Window | Help | Customize Page | & 2
Invoice Information Payments Voucher Aftributes
Business Unit: 01110 Invoice Number: |
Voucher ID: NEXT Invoice Date: By
Voucher Style: Regular
Vendor: 000041039 Q Misc. Amount: = Non Merchandise Summary
Name: FLETCHERTO-004 O Freight Amount: =
Location: MULTPLE @
“Address: 1Q
Fletcher Town School District Total: 0.00 _
% Franklin West Sup Union Balance: 0.00
4497 Highbridge Rd
Fairfax, VT 05454
Comments
Advanced Vendor Search
*Pay Terms: lDue Now =] 59 Basis Dt Type: Invoice Date Action: I 'I Run
A ting Date: [04/03/2012 3
Control Groun: Q *Currencv: en LI

Above shows non-reportable vendor — withholding link not available.

When the blue Withholding link is available, the user must determine if the
payment being made is a reportable payment. (Please see tables of reportable
and non-reportable payments above.) If the payment or any part of the
payment is not reportable, the user must click on the blue Withholding link and
uncheck the Withholding Applicable check box for each invoice line of the
voucher that is not reportable.

ORACLE’ . .
Home | workist | AddtoFavorites | Signout

Favgrites Main'Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

New Window | Help | Customize Page | /&

Withholding Information

Back to Invoice

Unit: 01110 Invoice: Vendor: Fleicher Allen Health Care
Voucher: NEXT Date: ID: 0000007449
Withholding Option
Postpone Withholding: [~

Invoice Line Withhold Information First [ (] 101 > | Last

Line Description

Withholding Details Customize } Find | View Al | @l i First u 1001 )| Last

Customize 1=
o .. et I Withholding Basis |Contract  |Rule Apply -
“Entity “Type Jurisdiction “Class Amt Override Reference |Override |Withholding [A licable

1R C|1099M O [FED & =]
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When making a reportable payment, the user must also determine if the
withholding class listed on the Withholding Information Page is correct for the
payment being made. (Please see table of reportable payments and the
applicable withholding class above.) If the withholding class is not correct, it
must be changed to the one applicable to the payment being made.

ORACLE’

Favorites | Main Menu > AccountgPayable > Voushers > Add]gpdate > Regular Entry

Home | \Workiist | Addto Favorites

New Window | Help | Customize Page | &,

Withholding Information

Back to Invoice

Unit: 01110 Invoice: Vendor: Fletcher Allen Health Care
Voucher: NEXT Date: ID: 0000007449

Withholding Option

Postpone Withholding: ™

Invoice Line Withhold Information

Withholding =
Code

. Q =

“Withholding Applicable

Customize | Find | view anl | | # First Bl 1 or 1 Bl st

N\ Withholding Basis [Contract Rule Apply o
0|Class Ay rence |Override |Withholding | ARRlicable
aymen ~ [=]

[ [ [ [ | [ [. Trustedsites | Protected Mode: Off [Fo=[H135% ~

Exercise 1
Enter a Voucher for an Invoice with Reportable and Non-
Reportable lines

Situation: An invoice has been received for $556.00 consisting of contractual
services in the amount of $500 and mileage in the amount of $56.00.

Follow steps for entering a regular voucher until the Invoice
Information Page

On the Invoice Information Page:

Enter Line Description

e Enter the description of what you are paying for on this line of the invoice — in this
case “contractual services”

Change Extended Amount

e change the Extended Amount to reflect the amount of line 1 that is being paid — in
this case $500.00
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Change Amount
e change the amount of line 1 to reflect the amount being paid — in this case
$500.00

Enter Account Number
e Enter the account nhumber or
» Click on the magnifying glass to select from the list

Enter Dept ID

e Enter the Dept ID or

e Enter the last 4 digits of your business unit, (to narrow your search) and click on
the magnifying glass to select from the list.

Enter Fund

Enter Program (If used by your department)
Enter Class (If used by your department)

Enter Project/Grant (If used by your department)

Scroll all the way to the right of the screen and click on the + box located
at the end of the Line under Invoice Lines

NOTE: Please note that reportable and non-reportable amounts must
be entered on separate invoice lines of the voucher — NOT separate
distribution lines. You must click the + box under Invoice Lines not
under Distribution Lines.

ORACLE’
Home | Workist | AddtoFavorites | Signout

Fava'rites MainvMenu > Accounts Payable > Vouchers > Add/Update > Regular Entry

S Al

Advanced Vendor Search

*Pay Terms: | DueNow | 7 Basis Dt Type: Invoice Date Action: I =] _Run
Accounting Date: 04/03/2012 [
Control Group: Q *Currency: UsSD @

Copy from a Source Document

PO Unit: © Purchase Order: @ _CopyPO Worksheet Copy Option: I None =

Invoice Lines Find | View All First B 4 or2 O Last
S . : . o =
Line “Distribute by Item Description Quantity UOM Unit Price Amount ‘u
1 [Amount x| | @, [Contraciual Services I Q | 500.00

Ship To SpeedChart

PEMMTPO Q) @ [~ Use One AssetID

~ Distribution Lines a8 st B oy B s
GL ChartFields 1 |[GL ChariFiel h :

Amount Quantity | *GL Unit ‘Account Department Program Class Project

1] 50000 | 01110 & [507200 < 10000 € 1110003000 O | Q| Q | Q|

& save | =] Notity | L) Refresh | [E5 Add | UpﬂalelDwsp‘LI
f '

A prompt box will open asking how many rows to add with a default of 1
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Click OK

ORACLE
Home | Workiist | AddtoFavorites | Signout

Favorites = Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry
A

Copy from a Source Document

PO Unit: . Purchase Order: Q,_ _ Copy PO Worksheet Copy Option: | None ~
Invoice Lines Find | View All First Kl 12012 Bl Lasf
Line “Distribute by Item Description Quantity UOM Unit Price Extended Amount =l
1 [Amount | |  [contractual services [ Q | [ 500.00
Ship To SpeedChart
PFMMTPO @ [ Use One Asset ID
¥ Distribution Lines Customize | Find | view Al | 2] 88 First B0 4 or4 B Lot
GL ChartFields 1 || GL ChartFields 2 | Exchange Rate | Statistics
Amount Quantity | *GL Unit *Account Fund Department Program Class Project Openitem
1| 50000 | 01110 Q507200 < [10000 €3 1110003000 < | Q Q | Q| Q Q £
Line “Distribute by Item Description Quantity UOM Unit Price Extended Amount EI
2 ol | Q | \ Q| \ 56.00
Ship To SpeedChart
PEMMTPO @ [~ Use One Asset D %
~ Distribution Lines customize | Fing [ view Al | B B8 First B 4 or4 B Lot
GL ChartFields 1 | GL ChartFields 2 |[| Exchange Rate ||| Statistics Assels =H
Amount Quantity |*GL Unit *Account Fund Department Program Class Project Affiliate Openitem

1l 5600 01110 Q| Ql Ql Q| Q Q| Ql Q Q

=l

Invoice Line 2 opens. The Amount field populates with the remaining amount that
needs to be paid on the voucher.

Enter Line Description
e Enter description of what you are paying on Line 2 — in this case “reimburse
mileage”

NOTE: When entering invoice lines for a refund or reimbursement of
expense, you must include the word “"Refund” or “"Reimburse” or
“Reimb” in the Invoice Line Description field. This aids Financial
Operations in their review of reportable and non-reportable payments.

Enter Account Number
e Enter the account number or
e Click on the magnifying glass to select from the list

Enter Fund
e Enter the fund or
e Click on the magnifying glass to select from the list

Enter Dept ID

e Enter the Dept ID or

e Enter the last 4 digits of your business unit (to narrow your search) and click on
the magnifying glass to select from the list.

Enter Program (If used by your department)
Enter Class (If used by your department)
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Enter Project/Grant (If used by your department)

ORACLG Home | Workist | AddtoFavorites | Signout
Favorites ~ Main Menu > Accnuntg Payable > VnuEhers > AddjLipdate > Regular Entry
‘ PO Unit: | ‘4 Purchase Order: | 4 _Yopyry | Worksheet Copy Option: | None ;I
Invoice Lines Find | View First Kl 12 012 B Last
Line ‘Distribute by Item Description Quantity UOM Unit Price Extended Amount =l
1 [Amount =] | @ [contractual services I Q| [ 500.00
Ship To SpeedChart
PEMMTPO Q) @ " Use One AssetID

First n 10f1 . Last

~ Distribution Lines Customize | Find | View A1l |5
GL ChartFields 1 GL ChariFields 2 Exchange Rate Statistics

Amount Quantity | *GL Unit *Account Fund

Openltem

1] 500.00 | [01110 € 507200 <y 10000 \mooosooo Q\ Q \ Q \ Q[ Q| Q E
Line ~Distribute by Item Description Quantity UOM Unit Price El
2 |Amount =] | C, |reimburse mileage Q | 56.00
Ship To SpeedChart
PFMMTPO &, Q [ Use One Asset ID

~ Distribution Lines Customize | Find | view All | ) & First K0 1 or 1 B Last
GL ChartFields 1 | GL ChartFields 2 Exchange Rate Statistics
Amount Quantity | *GL Unit *Account Fund Department Program Class Project Affiliate Openitem
1] 56.00 | 01110 < |518300 < 10000 X mmoosooo | Q | Q| Q[ Q Q
&) save | =] Notity | L) Refresh | [E% Add Updale:_l
| E= R

This screenshot shows a two-line voucher payable to a reportable vendor. Line 1 is
paying $500.00 of contractual services, which is reportable. Line 2 is paying $56.00
of mileage reimbursement, which is not reportable.

ORACLE’

Favorites ' Main Menu > Accountgpayable > VDuEhers > AddjLipdate > Regular Entry

Worklist Add to}

New Window | Help | C

Invoice Information Payments Voucher Attributes

Business Unit: 01110 Invoice Number: \999755
Voucher ID: NEXT Invoice Date: 04/02/2012 Eﬂ

Voucher Style: Regular

Vendor: 0000052056 Q Misc. Amount: = Non Merchandise Summary
Name: SMITHJOHN-004 Freight Amount: = Withholding

Location: SINGLE Q
“Address: 1Q

Smith,John Total: 556.00

34 Water St Balance: 0.00
Barre, VT 05641

Comments

Advanced Vendor Search
“Pay Terms: IDue Now | & Basis Dt Type:
Accounting Date: /4/03/2012 [
, Control Group: Q “Currencv: 18N O

Click on Withholding link
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Withholding information page opens.

ORACLE

Favtgiles MainvMenu > Acmuntg Payable > Vquhers > Addjlipdate > Regular Entry

New Window | Help |

Withholding Information

Back to Invoice

Unit: 01110 Invoice:  999.55 Vendor:  Smith John

Voucher: NEXT Date: 04/02/2012 ID: 0000052056
Withholding Option

Postpone Withholding: [~

Invoice Line Withhold Information Find | View All First K 2012 Bl Lot

Line Description

Code

2 reimburse mileage Q

. " . e
Withholding Details Customize | Find | View All | @l L] First B 1 or 1 B st

P t -1 = . = Withholding Basis |Contract Rule Apply v
Enti e JJurisdiction “Class Amt Override Reference |Override |Withholdinyg Applicable
(=]

1“IRS Q|\1099MQ||FED Q o7 ) |Payment ica

\
|

Click on View All to see all of the invoice lines

ORACLE

Favorites  Main Menu > Acmunl.ipayable > VDuEhers > Add/lipdate > Regular Entry

Voucher: NEXT Date: 04/02/12012 ID: 0000052056
Withholding Option

Postpone Withholding: [~

Invoice Line Withhold Information Find | View 1 First Kl 1.2 o1 2 B Last
- ) +
Line Description With “Withholding Applicabl =l
Code
1 contractual services Q =

" " " s
Withholding Details Customize | Find | View Al | E]l ] First B 4 or 1 B Last

e - Ao T | Withholding Basis |Contract Rule Apply
Entity  TType “lurisdiction|Class | xpns override Reference |Override |Withholding | 2

1“IRS QH1099MQHFED Q o7 @ | Payment ical [+]|[=]

Line Description *Withholding Applicable
2 reimburse mileage Q ol

Withholding Details Customize | Find | View All | E]| ]

st BB
. . e Withholding Basis [Contract  |Rule Apply
Entity “Type Jurisdiction |CIass | sy override Reference |Override wuthhnluin;‘ Applicable

1Rs G j100eM Q [FED Q& ‘

N
Uncheck the “"Withholding Applicable” box on line 2 and the “Applicable”
box under Withholding Details for line 2.

e This will remove the amount on line 2 (reimbursement) from the 1099-Misc for this
vendor

e Leaving line 1 (contractual services) checked will add this amount to the 1099-Misc
total for this vendor
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cracLe

Favnlrkes Main'MEnu > Accounts Payable > Vouchers > AddfUpdate > Regular Entry

Back to Invoice

Unit: 01110 Invoice: 999-55 Vendor:  Smith John
Voucher:  NEXT Date: 04/02/2012 1D: 0000052056
Withholding Option

Postpone Withholding: ™

Invoice Line Withhold Information Find | View 1 First [ 4] 1-20f2 n Last
] A [+][=]
Line Description Withholding  «wijthholding Applicable e
Code
1 contractual services Q i

Withholding Details

“le qugqu“FED Q||o? q|| QPaymem i

Line Description *Withholding Applicable

2 reimburse mileage

Withholding Details Customize | Find | View All | lEll L First <] 10f1 [} ] Last

Withholding Basis |Contract Rule [%
“Entity Dlurisdicdion | "Class Amt Override Reference |Override Wlﬂlholdm Applicable

1]Rs qugqu“FED Q o7 I I Q |Payment r

The panel should now look similar to the one above.

Click Back to Invoice link

Click Save

e Voucher is saved

¢ Voucher ID # has been assigned. You can find the ID # in the upper left hand side
of the page.

If you realize that a payment was marked as withholding or not
withholding in error and paid, please contact VISION Support at
VISION.finhelpdesk@vermont.gov.

Exercise 2
Enter a Voucher for an Invoice with Reportable Lines —
Default Withholding Class is Not Applicable for Payment

Situation: An invoice has been received for $600.00 for the rental of office
space.

Follow steps for entering a regular voucher until the Invoice
Information Page

On the Invoice Information Page:
Enter Line Description
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e Enter the description of what you are paying for on this line of the invoice — in this
case “rent of office space”

Extended Amount
e Extended amount defaults as amount of invoice

Change Amount
¢ Amount defaults in as amount of invoice

Enter Account Number
e Enter the account number or
» Click on the magnifying glass to select from the list

Enter Dept ID

e Enter the Dept ID or

e Enter the last 4 digits of your business unit, (to narrow your search) and click on
the magnifying glass to select from the list.

Enter Fund

Enter Program (If used by your department)
Enter Class (If used by your department)

Enter Project/Grant (If used by your department)

ORACLE’

Favn_rles Ma\n'Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Home | Workist | Addto Favoiites

Comments

Advanced Vendor Search

“Pay Terms: DueNow =| Basis Dt Type: Invoice Date Action: 1=l M
Accounting Date: [04/03/2012 |31
Control Group: Q “Currency: usD

Copy from a Source Document

PO Unit: Q. Purchase Order: Q_ _ Copy PO Worksheet Copy Option: |None =
Invoice Lines Find | \ A First L] 10f1 D | Last
Line “Distribute by Item Description Quantity UOM Unit Price Extended Amount =]
1 [Amount =] | @, |rent of office space | Q | [ 600.00
Ship To SpeedChart

¥ Distribution Lines
GL ChartFields 1

PFMMTPO(C, Q [ Use One Asset ID

Amount

1 600.00 01110 qlsmuuu q 10000 Q\muuoaouo . Q Q Q Q Q =

& Save | [=] Notify | % Refresh | % [E4 Add | ] UpdatelDisplay
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ORACLE’

Invoice Information Payments

Business Unit: 01110
Voucher ID: NEXT

Voucher Style: Regular

Vendor: 0000052056 Q
Name: SMITHJOHN-004 O
Location: SINGLE Q
“Address: 1Q,
Smith,John
34 Water St
Barre, VT 05641
Advanced Vendor Search
*Pay Terms:

DueNow x| 7

Control Group: Q

Voucher Attributes

S

Favorites | Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry
- - > - -

New Win

Invoice Number:

Invoice Date:

Misc. Amount:

Freight Amount:

Total:

Balance:

Basis Dt Type:
Accounting Date:

*Currency:

|388-87

04/02/2012 31

’7 ﬂ Non Merchandise Summa
[ = Withholding
600.00
0.00
Comments
Invgite Date Action: x| Run
ba2012 3
SD @

Click on Withholdin
ORACLE'

Withholding Information

Back to Invoice
Unit: 01110

NEXT

Invoice: 888-87

Voucher: Date:

link

S ————

Favmvrtes Ma\nvMenu > Accounts Payable > Vouchers > Add/Update > Regular Entry
- - -

04/02/2012

Withholding Option
Postpone Withholding: (]

New

Vendor:

ID:

Smith, John
0000052056

Invoice Line Withhold Information

Line Description

1 rent of office space

Withholding Details

Class

Withholding
Code

[ &

thholdln Basis |Contract Rule Applicable
Amt()vemde Reference |Override Wllhhﬂldln HEEREE

First 4] 10f1 ) | Last
*Withholding Applicable
Ical

Customize | Find | V \'-‘-»-nll|£||'lEE First I 1.0r 1 I Last

“le Q“ 098M & [FED Q) ||07

< |Payment v

)
—

[

Withholding information page opens — default class is 07

You are paying this vendor for office space. You know from the table above that
payments for rental of office space is reported on a 1099-Misc as 01. The class
that has defaulted on the payment is 07. You must change the withholding class
on this payment so it is reported correctly on a 1099-Misc.

Click the drop down for the Class field above and choose 01.
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Cracle

Favu'rites Mavaenu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Look Up Class

Vendor SetlD: STATE
Vendor ID: 0000052056
Vendor Location: SINGLE
Withhelding Entity: RS
Withholding Jurisdiction: FED
Withholding Type: 1099
Withhelding Class: [begins with =] |

Look Up Clear | Cancel |BasmLanup

MNon-Employee Compensation
Gross Proceeds to Attorneys

NOTE: If when changing Class on the Withholding Information page,
you find that the appropriate withholding class for the payment is not
available, you must send a request to
VISION.VendorRequests@vermont.gov to add the withholding class to the
vendor. Do not approve or budget check the voucher until the
withholding class is added to the vendor and can be changed on the
voucher.
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ORACLE

Favu'rites Mam‘Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Withholding Information

Back to Inyoice
Unit: ﬁ 01110

Voucher:  NEXT Date:

Invoice: 888-87 Vendor:

04/02/2012 ID:

Smith,John
0000052056

Withholding Option
Postpone Withholding: -
ql

Inveice Line Withhold Information

First K 10f1 n Last

Line Description Withholding  ~wijthholding Applicable
Code
Q ~

1 rent of office space

Withholding Details C

“Entity “Type *Jurisdictioa ‘ *Class

1 “le Q ||1099M Q ||FED

omize | Find | Vie H\I|@|““ Flrtn1cf1uL11

thholdln Basis (Contract Rule Applicable
‘\mt()vemde Reference |Override thholdln

< |Payment

1=

The panel now shows class has been changed to 01.

Click Back to Invoice link
Click Save
¢ VVoucher is saved

e Voucher ID # has been assigned. You can find the ID # in the upper left hand side

of the page.

If you realize that a payment was marked as withholding or not
withholding or with the wrong class in error and paid, please contact

VISION Support at VISION.finhelpdesk@vermont.gov.
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Enter an Adjustment Voucher

Situations when this function is used: listed below

Receiving a credit on an invoice that has already been paid:
Adjustment vouchers are used to enter Credit Memos from vendors. They are
tied to the original voucher by voucher id.

Receiving a credit on an invoice that has not yet been paid:

Adjustment vouchers are used to enter Credit Memos from vendors. They are
tied to the original voucher by voucher id and the two can be picked up together
for payment of the net amount. Therefore, it is advisable to enter the payment
voucher first, so you will have the voucher number to relate to. This should
allow the vendor to properly record your payment.

Receiving a credit on an invoice that has a purchase order related to it:
If a Credit Memo comes in from a vendor that has a purchase order related to it,
pay the invoice with the purchase order for the full amount. Enter an
adjustment voucher for the amount of the credit memo.

Required Fields: Vendor ID
Vendor Name
Location
Address
Invoice Number
Invoice Date
Amount
GL Unit
Account
Fund
Department ID
Pay Terms
Voucher ID
Line Description
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Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

Favorites | Main Menu > Accounts Payable » WVouchers > Add/Update > Regular Entry
hd hd - * b

Voucher

Business Unit: p1110 S

Voucher ID: MEXT

Voucher Style: Regular Voucher -
Short Vendor Name: Q,

Vendor ID: Q

Vendor Location: Q,

Address Sequence Number: 0|3

Invoice Number:

Invoice Date:

Gross Invoice Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Your default Business Unit will appear in the Business Unit Field. The Voucher ID
will default as NEXT. Voucher Style defaults in as Regular Voucher.

Much of the voucher information can be entered in the voucher add function or
entered later in the voucher pages.

Enter Business Unit
e Leave as user default or

e Enter appropriate business unit.

Choose Voucher Style
e Click on the drop down arrow and choose Adjustments

Enter Vendor ID

Enter the vendor number, including the leading zeros and tab out of field. Short
Vendor Name, Vendor Location, and Address Sequence Number automatically
populate.

Note: If you need to search for a vendor use the following navigation;
Vendors > Vendor Information > Add/Update > Vendor
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Enter Invoice Number
e Enter Vendor’s Invoice number. (If the payment is for goods or services
received in a prior fiscal year then prefix with a “"PY")

Note: If a vendor’s invoice number is not provided, enter relevant
information to correlate the voucher to the payment request; for
payments to grantees and sub-grantees, the grant agreement number

must be entered per the Agency of Administration’s Bulletin 5 and
Bulletin 5 Guidance and Procedures.

Enter Invoice Date
e As per the vendor’s invoice

Favu:‘u'r'rtes Mainlv'lenu » Accounts Payable : WVouchers : AddfUpdate > Regular Entry

Voucher
[ ] Add a New Value
Business Unit: 01110 3
Voucher 1Dz MNEXT
Voucher Style: Adjustments -
Short Vendor Name: WASHELECTR-001C,
Vendor ID: 0000001580 (G
Vendor Location: SINGLE Q,
Address Sequence Number: 1Q
Invoice NHumber: 53106
Invoice Date: 05192011 Eﬂ
Add
Click Add

Invoice information page loads. The information entered on the Add a New
Value page has populated the fields on the Invoice Information page. The
following information defaults in:

Accounting Date = current date (this must never be changed manually),

Currency = USD,

Distribute by = Amount,

Ship To = default ship to location for your Business Unit,

GL Unit defaults in.
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Favorites | Main Menu > Accounts Payable » Vouchers : Add/Update » Regular Entry

Invoice Information [ ” ]
Business Unit: 01110 Invoice Number:  |53106
Voucher ID:; MNEXT Invoice Date: 05/19/2011 [=

Voucher Style:  Adjustment

Vendor: pggggm5gg Q, Misc. Amount: | Mon Merchandise Summary
Name: WASHELECTR-00" O, Freight Amount: =
Location: SINGLE Q,
*Address: 1|1Q,
Washington Electric Co-op Inc Total: 0.00
PO Box 8 Balance: 0.00

F Maontnelier YT 05651

Enter Credit Memo Amount in Total field
e Enter the amount as a credit (example —-25.00 )

Enter Voucher ID — if original Voucher ID is unknown, leave blank
e Under Copy from a Source Document Enter Voucher ID of original

payment or
e Click on the magnifying glass to select from the list

Click on Copy to Voucher (if you entered the original Voucher ID)

Enter Line Description
e Enter the description of the credit memo

Enter Amount under Extended Amount
e Enter the amount as a credit (example -25.00)

Enter Amount under amount in Distribution Lines
e Enter the amount as a credit (example -25.00)

Enter Account Number from the original voucher
Enter Fund from the original voucher
Enter Dept ID from the original voucher

Enter Program from the original voucher (If used by your department)
Enter Class from the original voucher (If used by your department)
Enter Project/Grant from the original voucher (If used by your
department)
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Copy from a Source Document

Voucher ID: Q Copy to Voucher | Copy From Worksheet
Invoice Lines d | View Al First |4 1 of 1 )| Last
Line *Distribuie by Item Description Quantity UOM Unit Price Extended Amount EI
1 Amount ~ | Q | [ Q | [ -25.00
Ship To SpeedChart

PFMMTPOIC, @, [luse One AssetID

Related Voucher

~ Distribution Lines Customiza | Find | view A1 B0 8 st Kl 4 o4 B Lagt
[ GL ChartFields 1 | GLChartFickds 2 | ExchangeRate | Statistics | Assets

'_ Amount Quantity | *GL Unit *Account Fund Department Program Class Project Affiliate Openltem
1] 2500 | [o1110 @ [521100 @ [10000 L [1110003000 C | Q| Q| Q| Q| Q =

The page should now look similar to the one above.

Click on Payments Tab
Fa\.ro_rites Main_Menu 3 Accountsvpayable 3 Vnuc_hers b Add,l'vadate > Regular Entry

Invoice Information Payments Voucher Attributes

Business Unit: 01110 Invoice Humber: 53106

Voucher ID: NEXT Invoice Date: 05M9/2011

Voucher Style:  Adjustment Total: _25.00

Vendor: Washington Electric Co-op Inc *Pay Terms: Met 15 ~ Schedule F'a].rmemsl
PO Box 8

E Montpelier, VT 05651

Payment Information find | view Al First K0 4 op ¢ B Lagt
Scheduled Payment: 1 . El
*Remit to: 0000001580 Q5 e — 0.00 USD
Location: SINGLE G 0.00]_1 Discount Denied
*Address: 13 Late Charge
Washington Electric Co-op Inc Scheduled Due: !
PO Box 8

Net Due:

E Montpelier, VT 05651
Discount Due:

Accounting Date:

Review Payment information that defaulted in from the vendor.

Note: Gross Amount shows $0, but the correct amount will fill in when
the voucher is saved.

Note: The address selected on the payment information page is the

address that the payment will be sent to — regardless of what address
is on the invoice information page.
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Click Save
e Voucher is saved

e Voucher Id # has been assigned. You can find the ID # in the upper left
hand side of the page (see below).

Favarites Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Summary | Invoice Information Payments Voucher Attributes Error Summary

Invoice Number: 53106

Voucher 1Dz 00004709 Invoice Date: 08/19/2011
Total: -25.00
Vendor: Washingtan Electric Co-op Inc *Pay Terms: Met 15 ~ Schedule F'ay'mentsl

PO Box &

E Montpelier, VT 05651

Payment Information Slline Al First KW 4 or 1 I Last
=]
Scheduled Payment: 1
*Remit to: 0000001580 CL e 2500 USD
Location: SINGLE C Discount: 0.00| usD Discount Denied
*Address: 11Q Late Charge
Washington Electric Co-op Inc Scheduled Due:  |07/19/2011 [+
PO Box g e
Net Due: Jol) 3l
E Montpelier, VT 05651
Discount Due:
Accounting Date:
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Enter a Journal Voucher

Situation when this function is used: A journal voucher is used to correct
accounting entries on a previously entered Accounts Payable voucher. Itis a
zero-balance voucher, and relates to a single identifiable voucher. Journal
vouchers are only used to correct entries within one Business Unit. No checks
are written as a result of these entries.

If correcting entries need to be made between Business Units, you MUST do a
TSF General Ledger Journal Entry.

Note: If a voucher has been corrected by a journal voucher and then the
journal voucher needs to be corrected, another journal voucher (NOT an ONL
journal) can be done. Be sure to make the invoice number unique so that you
don't receive a duplicate invoice error. (For example, if the original invoice
number was 98985, you could enter it as 98985A.)

Required Fields: Vendor ID
Vendor Name
Location
Address
Invoice Number
Invoice Date
Amount
GL Unit
Account
Fund
Department ID
Pay Terms
Related Voucher
Line Description
Accounting Template
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Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

Favorites = Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry
Voucher
[ Add a New Value
Business Unit: p1110 O
Voucher ID: MEXT
Voucher Style: Reqgular Voucher -
Short Vendor Name: (&}
Vendor ID: Q.
Vendor Location: Q.
Address Sequence Number: 03
Invoice Number:
Invoice Date: 3
Gross Invoice Amount: 0.00
Estimated No. of Invoice Lines: 1
Add

Your default Business Unit will appear in the Business Unit Field. The Voucher ID
will default as NEXT. Voucher Style defaults in as Regular Voucher.

Much of the voucher information can be entered in the voucher add function or
entered later in the voucher pages.

Enter Business Unit
e Leave as user default or
e Enter appropriate business unit.

Choose Voucher Style
e Click on the drop down arrow and choose Journal Voucher

Enter Vendor ID
e Enter the vendor number, including the leading zeros and tab out of field.
Short Vendor Name, Vendor Location, and Address Sequence Number
automatically populate.

Note: If you need to search for a vendor use the following navigation;
Vendors > Vendor Information > Add/Update > Vendor

Page 105 of 174



Enter Invoice Number
e Enter invoice number from the original voucher

Enter Invoice Date
e As per the vendor’s invoice

Favorites = Main Menu > Accounts Payable > Vouchers > Add/Update : Regular Entry

Voucher

| [ vow vaie |

Business Unit: 01110 Q@
Vioucher 1D: MEXT
Voucher Style: Journal Voucher -
Short Vendor Hame: SYMQUESTGR-001 2
Vendor ID: ooooooo2e2 O
Vendor Location: MULTIPLE QL
Address Sequence Number: 13
Invoice Number: 308741
Invoice Date: 05911 &
Add
Click Add

Invoice information page loads. The information entered on the Add a New
Value page has populated the fields on the Invoice Information page. The
following information defaults in:

Accounting Date = current date (this must never be changed manually),

Currency = USD,

Distribute by = Amount,

Ship To = default ship to location for your Business Unit,

GL Unit defaults in.
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Favgrites = Main Menu > Accounts Payable : Vouchers > Add/Update > Regular Entry

ioce womston JigamGHEA |

|

Business Unit: 01110
Voucher ID: NEXT

Voucher Style:  Journal

Vendor: poooooozaz Q
Name: SYWMQUESTGR-00" 2,
Location: MULTIPLE  C
*Address: 13,

Symguest Group Inc
PO Box 2384

S Burlington, VT 05407

Advanced Vendar Search

Pay Terms: Net 30

Invoice Number: 308741

Invoice Date: 05/19/2011 [=1
Related Voucher: Q
Total:

Balance: 0.00

Basis Dt Type: Invoice Date

Total Amount defaults in with 0.00 and is grayed out

Enter the Related Voucher number

e Enter the Voucher ID of the voucher being corrected or
e Click on the magnifying glass to choose from the list

** If you need to enter more than one journal voucher for a voucher
correction, enter the Original Voucher ID in the Related Voucher field.
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Fa\.rovrtes MainvMenu » Accounts Paysble > Vouchers » Add/Update : Regular Entry

Invoice Information Payments Voucher Aftributes

Business Unit: 01110 Invoice Number: (308741
Voucher ID: MEXT Invoice Date: 05M9/2041 [#
Voucher Style:  Journal Related Voucher: 00002961 O

Vendor: ’W Q
Name: [sYMOUESTGR-00 QY
Location: MuLTPLE @
“Address: [ e

Symauest Group Inc Total:
PO Bax 2384 Balance: orD
3 Burlington, VT 05407
Comments
Advanced Vendor Search
Pay Terms: Net 30 Basis Dt Type: Invoice Date Action: ~ Run

Accounting Date: [q7/19/2011 [3)
Control Group: ’7(-1 *Currency: usD Q

s e Fndlview Al First B 4 or 1 B Last
Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount =
1 | Amount Change of Fund 0.00
Ship To SpeedChart
PFMMTPOI Y, Use One Asset ID

~ Distribution Lines Customize | Find | View Al B0 | 88 First Bl 4 o1 B Last
|
GL ChartFields 1 [[GLCharFieids 2] |Exehange Rate ] Statistics | [/ Asseis

,_ Amount Quantity | *GL Unit *Account Fund Department Program |Class Project Affiliate Openitem
1) s000 | [ [o1110 @ [s07555 @ [21005 @ (1110004000 @ | Q| Q| Q| Q| Q =]

Enter Line Description
e Enter the description of the journal voucher

Enter Amount for line 1
e Enter the amount as a negative amount

Enter Account Number
e Enter the account number of the incorrect line from the original voucher

Enter Fund
e Enter the fund of the incorrect line from the original voucher

Enter Dept ID
e Enter the Dept ID of the incorrect line from the original voucher

Enter Program (If used by your department)
e Enter the Program of the incorrect line from the original voucher

Enter Class (If used by your department)
e Enter Class of the incorrect line from the original voucher

Enter Project/Grant (If used by your department)
Enter Project/Grant of the incorrect line from the original voucher
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PFMMTPOIC, Use One Asset ID

~ Distribution Lines customize | Find | view a1 | 1 B8 First Bl 4 or 4 B Last
[ GL ChartFields 1 JGLCharrieids 2 [ Exchange Rate ||| Statistics) [ Asseis
’_ Amount Quantity | *GL Unit *Account Fund Department Program Class Project Affiliate
1] 5000 | [o1110 & [s07555 & 21005 & [1110004000 2 | Q| | Q| Q Q [=]

Scroll all the way over to the right of the screen and click on the + box located at
the end of the distribution line

Script Prompt :

Enter number of rows to add:
Cancel |

Mail

ORACLE e

Favarites © Main Menu > Accounts Payable » Vouchers ¥ P.dd,‘Update » Regular Entry
voucner M!ﬂe Journal Kelatea voucner: |uuuuzso| =

Photos

A prompt box will open asking how many rows to add with a default of 1

Click OK

~ Distribution Lines Customize | Find

" GL ChartFields 1 [[IGLCharFieids 2| |Exchange Rate || | Stati!

,_Arnount Quantity | *GL Unit *Account Fund Department Program  (Class Project Affiliate Openltem
1] 000 | [o1110 @ [s07555 Q@ [21005 Q@ |1110004000 Q| Q| Q| Q| Q| Q & E

3] 0.0 | [01110 /@ 507855 O [21008 | [1110004000 O, | Q| Q| Q| Q| Q =]

Distribution Line 2 opens for Invoice Line 1 of the Journal Voucher. All of the
chartfield information populates from Distribution Line 1.

The Amount field populates with a debit amount to offset Distribution
Line 1.

Enter the correct chartfield information that should have been paid on
the original voucher on Distribution Line 2.

~ Distribution Lines customize | Find | view 1| B9 B First BN 4.2 052 B Last

" GL Chartrieias 1 GLChantriens 2 [ Exehange Rate | || Statistics)) | VASsets

’_ Amount ‘Quantity [*GL Unit *Account Fund Department Program |Class Project Affiliate Openlitem
1] -50.00 | [01110 @y 507585 (o [21005 O [1110004000 O | a | a [ Q| Q| Q [=]
a3 50.00 | [p1110 /@ s07885 @ [10000 @ [1110004000 | Q| Q| Q| Q| Q =

Click on the Voucher Attributes Tab
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Favorites | Main Menu > Accounts Payable > Vouchers : Add/Update : Regular Entry
L4 H - - - -

Invoice Information | Payments | Voucher Attributes

Business Unit: 01110 Invoice Humber: 308741
Voucher ID: MEXT Invoice Date: 05M9/2011
Voucher Style:  Journal Total: 0.00
Voucher Processing
Post Voucher Close Voucher
Revalue Voucher Delete Voucher
Accounting Instructions
*Accounting Template: STANDARD C Account At: Gross -
AN
*Status: Mo Match -
Pay UnMatched Voucher

N

Click on the magnifying glass next to Accounting Template
Look Up
Look Up Accounting Template

SetlD: STATE

Accounting Template: begins with

Look Up Clear | Cancel |Bagic\_ggkup

Search Results

[igsn 100 First ] 12 of2 | Last
Accounting Template [Description

JRMHLYCHR Template for Journal Youchers
STANDARD Standard

Click on JRNLVCHR - this must be done in order for the journal voucher
to create the correct accounting entries.

NOTE: If it is realized that the accounting template was not changed,
contact Financial Operations to unpost the journal voucher to make the

correction.
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Favorites Main Menu > Accounts Payable > Wouchers » Add/Update > Regular Entry

Invoice Information Payments Voucher Attributes

Business Unit: 01110 Invoice Humber: 308741

Voucher ID: NEXT Invoice Date: 0519/2011
Voucher Style:  Journal Total: 0.00
Voucher Processing

Post Voucher Close Voucher

Revalue Voucher Delete Voucher
Accounting Instructions

*Accounting Template: |JRMLVCHR Q) Account At: Gross -
Click Save

e Journal Voucher is saved

The journal voucher will now need to be approved and budget checked.
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How to Set Up Speed Charts

Situations when this function is used: Speed charts can reduce the amount
of time it takes to enter vouchers with the same accounting information.
Individuals can set up their own speed charts or they can be set up so that many
people in a business unit can use them. Speed charts are effective dated so new
chart field information may not be usable in an existing speed chart. You will
need to inactivate the existing speed chart and enter a new effective dated
speedchart.

Speed charts are Business Unit specific, but can be used on any voucher within
the business unit no matter the vendor.

Required Fields: Set ID
Speedchart Key
User ID
Effective Date
Description
Security
Percent
GL Unit
Account
Fund
Department ID

Navigation: Set Up Financials /Supply Chain > Product Related > Procurement
Options > Management> Speed Chart

Favorites . Main Menu > Set Up Financials/Supply Chain > Product Related » Procurement Options > Management > SpeedChart

SpeedChart

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

Find an Existing Value

Maximum number of rows to return (up to 300). |300
SetlD: = STATE Q
SpeedChart Key: begins with

UserID: begins with - Q
Primary Permission List: begins with ~ &}
Effective Date: = - 3

Include History Correct History Case Sensitive

Search Clear |pasic Search Save Search Criteria
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Speedchart panel opens.

SetID defaults in as equal to STATE but MUST be changed to your AP

Business Unit.
Click on the Add a New Value tab

Enter Setld:
e Enter appropriate business unit

Enter Speedchart Key
e Enter what you want the speedchart to be called

Enter User ID
e Enter your User ID or

e Click on the magnifying glass and select from the list
Enter the Effective Date

e Enter the date that you would like the Speedchart to be available for use

Favorites | Main Menu > SetUp Financials/Supply Chain > Product Related > Procurement Options > Management > SpeedChart
SpeedChart

[ ] Add a New Value

SetiD: 01110 @

SpeedChart Key: Telephone

User ID: TJARVIS (&}

Primary Permission List: Q

Effective Date: 07212011 [

Add |

Click Add
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Favorites | Main Menu > SetUp Financials/Supply Chain > Product Related > Procurement Options > Management : SpeedChart

SpeedChart
SetiD: 01110 SpeedChart: TELEPHONE  Eff Date: 07/21/2011 *Status:  Active hd
Description: |Te|eph0ne Total Percent:  100.00
Definion |
) Universal {All Users) @ Enter Percentages
©@oOneUser  [TJARVIS Q © Enter Weights  yom: Q

(©) Permission

Description:

Speed Charts customize | Find | View A1 L& | 8 First B4 or 4 B Last

[ |percentweiont [GLunit  |Account  |Fund Dept Program |Class Project Affliate  |stat | |
1[100.0C 0.00000 [01110 @ [516600 & [10000 Q [1110003000 & | Q| Q| Q| aQl a [ [=

Speedchart page opens. The information entered on the Add page has
populated onto this page. Status defaults in as Active.

Enter Description
e Enter a brief description of what the speedchart is used for

Select the Security that should apply to the speedchart
e Select Universal if anyone within the business unit should have access to
the speedchart or
e Select One User and fill in the user name if only that user should have
access to the speedchart
o The permission option is not used by the State of Vermont

Under Speed Charts

Enter Percent that should be applied to row 1
Enter GL Unit

Enter Account

Enter Fund

Enter Dept ID

Enter Program (if used by your dept)

Enter Class (if used by your dept)

Enter Project (if used by your dept)
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Favovr'rtesﬁMainvMenu » Set Up Financials/Supply Chain > Product Related : Procurement Options > Management : SpeedChart

SpeedChart

SetlD: 01110 SpeedChart TELEPHONE  Eff Date: 07/21/2011 *Status:  Active v
Description: |Te|eph0ne Total Percent:  50.00
Definition
() Universal (All Users) @ Enter Percentages
@ OneUser  |TJARVIS a © Enter Weights  yom: Q
) Permission
Description:

Speed Charts Customize | Find D) B it B or e B Lot

[ |Percent[weiaht |[GLUnit  |Account |Fund Dept Program |Class Project Affiiate  |stat | |

1/50.00 0.00000 [01110 & (516600 & [10000 & [1110003000 | Q| Q| Q| Q| ot =]

Now, click on the + sign beside row 1 to add a new row

Favovr'rtesi Mzin Menu > Set Up FinancizllsfSupphrChain ¥ Producthelated ¥ Procuremevntoptions ¥ Managvernent » SpeedChart

SpeedChart

SetD: STATE SpeedChart: TELEPHOME  Eff Date: 07/01/2011 *Statys:  Acive -
Description: |Te\ephone Charges Split Total Percent:  100.00
) Universal {All Users) @) Enter Percentages
@ oOneuser  [TJARVIS Q © EnterWeights  yom: Q
) Permission
Description:
Speed Charts Customize | Find [ View Al B0 | B rist B 42 0r2 B Last
,7 Percent |Weight GL Unit Account Fund Dept Program Class Project Affiliate Stat
1/50.00 000000 |01110 Q [518600 4 [10000 G [1110003000 & | Q| Q| Q| Q Q=
2[50.00 0.00000 | Q| Q| Q| Q| Q| Q| Q| Q Q [+ =

New row opens
Fill in percent of split that should be applied to row 2 accounting information

Under Speed Charts for row 2
e Enter Percent that should be applied to row 2

e Enter GL Unit

e Enter Account

e Enter Fund

e Enter Dept ID

e Enter Program (if used by your dept)
e Enter Class (if used by your dept)

e Enter Project (if used by your dept)
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Fa\rovr'rtenga\nvI\-'lenu > Set Up FinancavlsfSuppry Chain > Producthelated > Procuremeﬂt[}ptions > Managvement > SpeedChart

SpeedChart

SetlD: 01110 SpeedChart: TELEPHONE  Eff Date: 07/21/2011 *Status:  Active ¢
Description: [Telepnane Total Percent:  100.00
) Universal (All Users) @ Enter Percentages
© OneUser  [TJARVIS a © EnterWeights  yom: Q
() Permission
Description:
Speed Charts Customize | Find | View Al B pest B oo D Last
’_ Percent |Weight GL Unit Account Fund Dept Program Class Project Affiliate Stat
1/50.00 000000 (01110 Q) |516600 C [10000 O [1110002000 O Q| Q| Q| Q Q[+ =
2[50.00 0.00000 01110 € [516600 <L (10000 . [1110006000 O | Q| Q | Q| Q Q =

The percentages between all of the rows must equal 100 percent.

Click Save
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Adding a Voucher using a Speed Chart

Situations when this function is used: Speed charts can reduce the amount
of time it takes to enter vouchers with the same accounting information.
Individuals can set up their own speed charts or they can be set up so that many
people in a business unit can use them. Speed charts are effective dated so new
chart field information may not be usable in an existing speed chart.

Speed charts are Business Unit specific, but can be used on any voucher within
the business unit no matter the vendor.

Required Fields: Business Unit
Vendor ID
Vendor Name
Location
Address
Invoice Number
Invoice Date
Amount
Speedchart
Pay Terms

Navigation: Accounts Payable > Vouchers > Regular Entry

Favorites | Main Menu > Accounts Payable » Vouchers > Add/Update > Regular Entry
- A - - -

Voucher

[

Business Unit: p1110 Q@

Voucher ID: MNEXT

Voucher Style: Regular Voucher -
Short Vendor Hame: Q,

Vendor ID: (&'}

Vendor Location: Q,

Address Sequence Number: 03

Invoice Number:

Invoice Date: Bl

Gross Invoice Amount: 0.00
Estimated No. of Invoice Lines: 1

Add
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Your default BU will appear in the Business Unit field. Voucher ID will be NEXT.

Much of the voucher information can be entered in the voucher add function or
entered later in the voucher pages.

Enter Business Unit
e Leave as user default or
e Enter appropriate business unit

Enter Vendor ID
e Enter the vendor number, including the leading zeros and tab out of field.
Short Vendor Name, Vendor Location, and Address Sequence Number
automatically populate.

Note: If you need to search for a vendor use the following navigation;
Vendors > Vendor Information > Add/Update > Vendor

Enter Invoice Number

Enter Invoice Date
e As per the vendor’s invoice

Enter Gross Invoice Amount

Favorites | Main Menu > Accounts Payable > Vouchers : Add/Update > Regular Entry
Voucher
Add a New Value
Business Unit: 01110 G
Voucher ID: MEXT
Voucher Style: Regular Voucher -
Short Vendor Name: VERIZOM -001 aQ
Vendor ID: 0000007849 O
Vendor Location: MULTIPLE Q
Address Sequence Number: 113G,
Invoice Number: 78548
Invoice Date: 05/19/2011 [5
Gross Invoice Amount: 54.05
Estimated No. of Invoice Lines: 1
Add |
Click Add
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Favnvritesil‘u'lainyenu » Accounts Payable : Vouchers : Add/Update : Regular Entry

Invoice Information Payments Woucher Attributes

Business Unit: 01110 Invoice Number: |T854B
Voucher ID: MEXT Invoice Date: 05192011 [5]

Voucher Style:  Regular

Vendor: IWQ Misc. Amount: li = Mon Merchandise Summary
Name: VERIZON -001 @ Freight Amount: |

Location: MULTIPLE @

*Address: |—1 Q

Verizon
PO Box 4820 Balance:

Trenton, MJ 08650-4820

The Invoice Information page loads. The information entered on the Add a New
Value page has populated the fields on the Invoice Information page. The
following information defaults in:

Accounting Date = current date (this must never be changed manually),
Currency = USD,

Distribute by = Amount,

Ship To = default ship to location for your Business Unit,

GL Unit defaults in.

Total: 54.05

0.00

Scroll down the screen and the Invoice Lines box can be seen.

Control Group: | Q *Currency: usb @,

Copy from a Source Document

PO Unit: ), Purchase Order: @, CopyPO | Worksheet Copy Option: None -
Invoice Lines ind | View Al First I 14 o 1 I Last
Line *Distribute by Iltem Description Quantity UOM Unit Price Extended Amount =
1 Amount v | Q | | Q | | 54.05

Ship To SpeedChart
PFMKTPOIC, @, [use One Asset D
rv Distribution Lines Customize | Find | View All| Ell EH

GL ChartFields 1 T GL ChartFields 2 T Exchange Rate T Statistics T o

First n 1 of1 n Last

’_ Amount Quantity (*GL Unit *Account Fund Department Program Class Project Affiliate Openliem
1] 5405 [o1110 @ | Q | Q| Q| Q| Q| Q| Q| Q & [=]

Click on the Magnifying Glass next to SpeedChart
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Look Up

Look Up SpeedChart

SetlD: 01110
SpeedChart Key: begins with |

LnnkUpl Clear | Cancel |E|aSiCLDDkLIQ

SpeedChart Key |Description
SPLIT Budget & Managerment
TELEPHOME  Telephone

Select the Speedchart by clicking on the link

Copy from a Source Document

PO Unit: 2, Purchase Order: @, CopyPO Worksheet Copy Option: Mone -
Invoice Lines FEind | View Al First Bl 4 o 1 B Last
Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount =
1 Amount v | Q| [ Q | \ 54.05
Ship To SpeedChart

PFUNTPOIC, [TELEPHO Q[ Use One AssetID

~ Distribution Lines Customize | Find | View Al | G0 8 First Bl 4 op2 B | ast

" GL Chartrielas 1 [[JGLChartrieias 2 [ |EXchange Rate || Statstics || Asseis ) JE

’_ Amount Quantity |*GL Unit *Account Fund Department Program Class Project Affiliate Openltem

1] 2703 | [01110 @ [s16600 @ [10000 (@ [1110003000 @ | Q| Q| Q| Q| Q [l [=]

Click on View All in the Distribution Lines to see both lines.

Copy from a Source Document

PO Unit: 3, purchase Order: 3, CopyPO | Worksheet Copy Option: None -
Invoice Lines ing First B0 1 or 1 BN Last
Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount =
1 Amount ~+ | Q| [ Q | [ 54.05

ship To SpeedChart
PFMMTPOIQ, TELEPHO/Q, [JUseOne AssetiD

~ Distribution Lines Customize | Find | View 1 | irst B 4.2 or2 I Last
" GL ChartFields 1 [ELChartieis 2 [ |EXchange Rate | Statistics | [ Asseis

’_Amount Quantity [*GL Unit *Account Fund Department Program |Class Project Affiliate Openltem
1] 27.03 | [o1110 /@ [s18800 @ 10000 | [1110003000 2 | Q| Q| Q| Q| Q =]

2| 27.02 | [o1110 '@ [s16600 <L 10000 ' [1110006000 2 | Q | Q | Q | Q| Q [=]

The chart field information has automatically filled in on the
distribution lines. The amount of the invoice has been split 50/50 as
was set up in the Speed Chart.

Enter Line Description
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Click on Payments Tab

Favovr'rtes MainvMenu > Accounts Payable » Wouchers » Add/Update > Regular Entry

Invoice Information Payments Woucher Attributes

Business Unit: 01110 Invoice Number: 73548

Voucher ID: NEXT Invoice Date: 05192011

Voucher Style: Regular Total: 54.05

Vendor: Verizan *Pay Terms: ~ | Schedule Payments
PO Box 4820

Trenton, NJ 08650-4820

Payment Information gind | View Al First Kl 1 or 1 Bl Last
Scheduled Payment: 1 . El
*Remit to: 0000007849 Q. s, O T 0.00 USD
Location: MULTIPICY 0.00| UsD Discount Denied
*Address: 13, Late Charge
Verizon Scheduled Due: El

Review Payment information that defaulted in from the vendor.

Note: Gross Amount shows $0, but the correct amount will fill in when
the voucher is saved.

Note: The address selected on the payment information page is the
address that the payment will be sent to — regardless of what address
is on the invoice information page.

Click Save

Fa\.fn_rites Main_Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Summary | Invoice Information Payments | Woucher Attributes Error Summary

Business Unit: 01110 Invoice Number: 78543

Voucher ID: 00004827 Invoice Date: 05/19/2011

Voucher Style:  Regular Total: 54.05

Vendor: Verizon *Pay Terms: - Schedule Payments
PO Box 4820

Trenton, N.J 08650-4820

Payment Information gind [ View Al First I 1 or 4 B Last
=
Scheduled Payment: 1
*Remit to: 0000007849 QF O e 5405/ USD
Location: MULTIPICY, Discount: 0.00] USD Discount Denied
*Address: 1Q Late Charge
Verizan Scheduled Due:  |07/21/2011 |5

e \Voucher is saved
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e Voucher Id # has been assigned. You can find the ID # in the upper left
hand side of the page (see below).
e Gross Amt is now filled in.

Favorites Main Menu > Accounts Payable > Wouchers > Add/Update > Regular Entry

Summary Invoice Information Payments Voucher Attributes Error Summary

Invoice Humber: 735483

Voucher ID: 00004827 Invoice Date: 05M19/2011
egular Total: 54.05
Vendor: Verizon *Pay Terms: « Schedule F'aymentsl
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Approve a Voucher

Situations when this function is used: A voucher must be approved before
it can be budget checked. By approving a voucher, you are signing off that it is
a valid voucher that needs to be paid. You are also stating that all of the
vendor, accounting, and payment information are correct including the amount
of the voucher.

Required Fields: Business Unit
Voucher ID

Navigation: Accounts Payable > Vouchers > Approve > Approve Voucher

Favcuvrites MainvMenu > AccuuntEPayable » VnuEhers > App‘[uve > Approve Voucher

Voucher Approval

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

Find an Existing Value

Maximum number of rows to return (up to 300y (300
Business Unit: = - p1110 Q

Voucher ID: begins with -
Invoice Number: beqgins with -
Short Vendor Hame: begins with -
Vendor ID: begins with QL
Name 1: begins with -

Case Sensitive

Search | Clear |EasicSearch El save Search Criteria

Your default BU will appear in the Business Unit field.
Enter Business Unit

e Leave as user default or

e Enter appropriate business unit

Enter Voucher ID
e Enter the Voucher ID of the voucher that needs approving (including the
leading zero’s) and Click on Search or
e Click on Search to display a list of vouchers that need approving and click
on a voucher
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Faw:lvritesiMainvMenu » Accounts Payable » Vouchers : Approve : Approve Voucher

Approval Line Information Charge Information

Unit: 01110 Invoice: 78548 Vendor:  Verizon
Voucher: (00004827 Date: 05192011 ID: 0000007549
Approval Information @ Voucher Details
@ Pending Total: 54.05 USD Due Immediately
e Sales Tax: 0.00
© Denied Freight: 0.00
Use Tax: 0.00
Entered VAT: 0.00

Details & Customize | Find | View Al 0] B8 First Bl 4 or 1 I (st

Remit SecD Remit Vendor Hame 1 Hame 2

STATE 0000007249 Werizon

Approval page opens. Business Unit, Invoice Number, Vendor, Voucher number,
Invoice Date,\Vendor ID number and amount all default in. The Payment terms
and Vendor Datails can be viewed on this page.

Under Approval kpformation the status of the Voucher is Pending.

Click on the Details link to verify address information

Favorites Main Menu > Accounts Payable :» WVouchers > Approve > Approve Voucher
Remit Vendor Address
Country: USA United States

PO Box 4820 Postal Search

Trenton

03650-4820
M Mew Jersey
ok | cancel |

Remit Vendor Address information appears. Verify that the information is
correct.
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Click OK to return to Approval page

Click on Line Information tab to verify line details

Favc;rites MainvMenu »  Accounts Payable » Vouchers > Approve > Approve Voucher

Approval Line Information Charge Information

Unit: 01110 Invoice: 78548 Vendor:  Verizon

Voucher: 00004827 Date: 05M19/2011 1D: 0000007249

Line Detail Customize | Find | View A1 B0] 28 First B0 4 opq B ast

Line Description Quantity Amount
1 Telephone Charges 0.0000 54.05

Line information page opens

Click on Charge Information tab to verify chartfield information

Favorites Main Menu > Accounts Payable > Vouchers : Approve > Approve Voucher

Approval Line Information Charge Information

Unit: 01110 Invoice: 735543 Vendor:  Verizon

Voucher: 00004827 Date: 051972011 1D: 0000007849

First BN 4 of ¢ B Last

Line Description Quantity Amount
1 Telephone Charges 54.05
rAccounting Charge Information Customize | Find | View 1 | B0 | B8 First Bl 40 op2 B (st
Chartfields
Amount |GL Unit |Account Fund Code |Department |Program Code |Class Field |Project
27.03 01110 516600 10000 1110003000
27.02 01110 516600 10000 1110006000

Charge information page opens. Click View All to display all records. This page
displays the chartfield information for each line of the voucher.

Click on Approval Tab
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Fa'.ruvr'rtes MainvMenu > Accounts Payable > Vouchers > Approve > Approve Voucher

Approval Line Infarmation Charge Information

Unit: 01110 Invoice: 72548 Vendor:  Verizon
Voucher. 00004827 Date: 05M19/2011 1D 0000007849
Approval Information Voucher Details
) Pending Total: 5405 USD Due Immediately
@ Appr Sales Tax: 0.00
® Denied Freight: 0.00
Use Tax: 0.00
Entered VAT: 0.00

= o
Details 2 Customize | Find | View A1 | B0) 88 First Kl 4 or 1 B ast

Remit SetlD Remit Vendor Hame 1 Hame 2

STATE 0000007349 Verizon

Select Approved under Approval Information

Click Save
e The voucher has now been approved and is ready for budget checking.

Note: If you wish to approve numerous vouchers that have sequential
numbers, click search and choose the first voucher in the list to
approve. After the first voucher is approved, click on the ‘Next in List’
button. This will display the next voucher in the list to be approved.
This saves steps and the time it would take to go back to the first page
and select another voucher.
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Budget Check a Voucher Online

Situations when this function is used: The budget checking process checks
vouchers and voucher accounting lines against all control budgets that they are
subject to, updates the Commitment Control ledger, and updates the budget-
checking status of the transactions. You can budget-check individual vouchers
when you create them online, or you can budget-check multiple vouchers by
batch processing. In this example you will budget check a voucher online.

Required Fields: Business Unit
Voucher ID
Action

Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

Favorites | Main Menu > Accounts Payable » Vouchers : Add/Update > Regular Entry
b - - - w

Voucher

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

Find an Existing Value

Maximum number of rows to return (up to 300} 300

Business Unit: = - 01110| Q
Voucher ID: pegins with -
Invoice NHumber: begins with -

Short Vendor Name: begins with -

Vendor ID: begins with Q
Hame 1: begins with -
Voucher Style: = - -

Related Voucher: begins with
Entry Status: = - -
Voucher Source: = - -

Case Sensitive

Search ‘ Clear |EasicSearch B save Search Criteria

Click on Find an Existing Value tab
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Favorites = Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Voucher

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

o ancusng valuo | )

Maximum numkber of rows to return (up to 200} 300

Business Unit: = - 01110 QL
Voucher ID: contains - EIDEIEI|£I-82T
Invoice Number: begins with -

4

Short Vendor Name: begins with

Vendor ID: begins with - a,
Name 1: begins with -
Voucher Style: = - -

Related Voucher:  begins with

4

Entry Status: = - -

Voucher Source:

- -

[ case Sensitive

Search | Clear |I:I':n:~ir\ Saarrh Bl Qaus Saarch Critaria

Your default BU will appear in the Business Unit field.

Enter Business Unit
e Leave as user default or

e Enter appropriate business unit

Enter Voucher ID

e Enter the Voucher ID (including leading zeros) of the voucher that needs

to be budget checked.

Click Search
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Favorites Main Menu > Accounts Payable > Vouchers » Add/Update : Regular Entry

Summary

Business Unit:
Voucher ID:
Voucher Style:
Contract ID:

Vendor Name:

Entry Status:

Match Status:

Approval Status:

Budget Header Status:
Hon-Prorated Budget Status:

ERS Type:

Close Status Indicator:

Invoice Information

Payments

01110
00004827
Regular

Verizon
PO Box 4820
Trenton, MJ 08650-4820

Postable
Mo Match
Approved
Mot Budget Checked
Valid Budget Check

Mot Applicable
Open

Save | J<\ Return to Search Mot %) Refresh
]

Voucher Summary page opens.

Voucher Attributes

Error Summary

Invoice No:
Invoice Date:
Gross Amt:

Pay Terms:

Origin:

Voucher Source:

Post Status:

Entered on:
Created By:
Last Updated:
Updated By:

78548
05192011
54.05 UsD

Due Now

OnL

Online

Unposted

071212011
TJARVIS
071212011
TJARVIS

B+ Add |

Confirm for the selected voucher that the Approval Status is ‘Approved’ and the
Budget Header status is ‘Not Budget Checked'.

REMINDER: Vouchers must be ‘Approved’ before they can be budget

checked.

Click on the Invoice Information Tab

Favo_r'rtes Main_Menu > Accounts Payable > Wouchers > AddfUpdate : Regular Entry

Summary Invoice Information

Business Unit: 01110
00004827
Voucher Style:  Regular

pooooove4a Q
Name: VERIZOM -001 QL

Voucher ID:

Vendor:

Location: MULTIPLE Q
*Address: 10,

Yerizan

PO Box 48320

Payments

Voucher Attributes

Error Summary

Invoice Number: | 78548

05M19/2011 [+

Invoice Date:

Misc. Amount:

=
Freight Amount: Ii =5

Total: 54.05
Balance: 0.00

Mon Merchandise Summary
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Invoice Information page opens

Click on the drop down arrow beside Action and choose Budget
Checking

Favorites | Main Menu > Accounts Payable 3 Vouchers > Add/Update > Regular Ent!
New Window | Help | Customize
Summary | Invoice Information | Payments | Voucher Attributes | Error Summary
\

Business Unit: 01110 Invoice Number: |75543
Voucher ID: 00004827 Invoice Date: 05119/2011

Voucher Style: Regular
Vendor: 0000007849 Q Czmimr s =
Name: VERIZON -001 @ Freight Amount: =]

Location: MULTIPLE
*Address: 1Q

Verizon otk 54.05
PO Box 4820 Balance: 2
Trenton, NJ 08650-4820
Comments
Advanced Vendor Search
PayTerms:  Dushow ~ [ BasisDtTYPe:  inyoice Date Action: * _Run
Accounting Date: |07/21/2011 5 Budget Checking

Voucher Post

*Currency: usD G,

Copy from a Source Document

PO Unit: Purchase Order:
Invoice Lines o First B 4 or 1 B Last
Line “*Distribute by Item Description Quantity UOM Unit Price Extended Amount =
1 Amount ~ | &, [Telephone Charges [ 54.05
Ship To SpeedChart

PRMMTRO(C, Q [[luse One Asset ID

~ Distribution Lines

@ Intemet | Protected Mode: Off @l

Click on Run and the Budget Checking Process is started

The following page opens

Do you wwant to wait for the process to be completed? WYoucher will be

displayed after process ends. (7050,54)

Click Yes
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Invoice Information

Summary

Payments

Business Unit: 01110

Click on the Refresh button

Once the page is done processing then Click on Summary Tab

Entry Status: Postable
Match Status: Mo Match
Approval Status: Approved

Budget Header Status:
Hon-Prorated Budget Status:

alid Budget Check
alid Budget Check

ERS Type:
Close Status Indicator: Open

Mot Applicable

Voucher Aftributes

Invoice Number: 78548

Accounting Date: 071212011

Currency: usD

Favorites Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Error Summary

Fa\rtlrites I'"'Iainvl'u'lenu » Accountgpayable > Voughers > Addfl_{pdate > Regular Entry

Invoice Information Payments Voucher Aftributes Error Summary

Business Unit: 01110 Invoice No:
Voucher ID: 00004827 Invoice Date:
Voucher Style: Regular Gross Amt:
Contract ID:

Vendor Name: Verizon Pay Terms:

PO Box 4820
Trenton, MNJ 08650-4820 Origin:

Voucher Source:

Post Status:

Entered on:
Created By:
Last Updated:
Updated By:

Voucher ID: 00004827 Invoice Date: 05/19/2011
Voucher Style:  Regular
Vendor: 0000007840 Misc. Amount: I Mon Merchandise Summary
Hame: VERIZON -001 Freight Amount: I

Location: MULTIPLE
Address: 1

Verizon Total: 54.05

PO Box 4820 Balance: 00

Trenton, NJ 08650-4820

Comments

Advanced Vendor Search

Pay Terms: Due Mow | Basis Dt Type: Invoice Date Action: Budget Checking

+

78548
051972011
54.05 usD

Due Now

OML

Online

Unposted

0721201
TJARVIS
07/21/2011
TJARVIS

The Budget Header Status now has a status of ‘Valid Budget Check'.
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The State of Vermont is not using the Non-Prorated Budget Status so when the
voucher is saved this status automatically turns to valid budget check.

If you receive budget check errors, see the section on Finding and Fixing Budget
Check errors in this manual.
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Budget Check a Voucher using a Batch Process

Situation when this function is used: The budget checking process checks
vouchers and voucher accounting lines against all control budgets that they are
subject to, updates the Commitment Control ledger, and updates the budget-
checking status of the transactions. You can budget-check individual vouchers
when you create them online, or you can budget-check multiple vouchers by
batch processing. In this example you will budget check a voucher thru a batch
process. This would be used when there are multiple vouchers for one Business
Unit that are ready to be budget checked.

Before batch budget checking, the voucher should be checked to make
sure that the information in the voucher is accurate and that the
voucher has already been approved.

Note: Things to keep in mind if batch budget checking several
vouchers at once

If the batch says ‘Warning’ on the process monitor at least one or more of the
vouchers did not budget check successfully.

You should be careful that you are only budget checking the vouchers that are
ready to be budget checked when setting up the parameters of the batch
process.

Required Fields: Run Control ID
Description
Transaction Type
Field Name
Value Type
From/To
Server Name

Navigation: Accounts Payable > Batch Processes > Vouchers > Budget Check
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Favorites | Main Menu > Accounts Payable > Batch Processes » Vouchers » Budget Check

Budget Check

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

Find an Existing Value

Maximum number of rows to return (up to 300); |300

Run Control ID: begins with ~ |

[T case Sensitive

Search | Clear |EasicSearch [E) save Search Criteria

Click on Add a New Value tab

e Click on Add a New Value tab if you are running this process for the first
time or

e Click on Find an Existing Value tab if you have already set up a run control

e NOTE: Run Controls must not be shared between modules. A
different budget check run control needs to be set up for both
vouchers and purchase orders.

Enter a Run Control ID

FE‘.’EE'IEE MainvMenu > MAccounts Payable > Batch Processes > Vouchers > Budget Check

Budget Check

| [ avow vaio |

Run Control ID; ‘-muu:her_Eludget_Checld

Add

Click Add
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Favorites Main Menu > Accounts Payable : Batch Processes : Vouchers > Budget Check

Budget Check

Run Control ID:  Voucher_Budget_Check Report Manager  Process Monitor S

Process Request Parameters Find | View Al First I 4 of 1 Il Last

*Process Frequency: DontRun - El

Request Number: 1

*Description: |

*Transaction Type: Q Process All Business Units

Selection Parameters Find | View Al First Bl 4 of 1 Il Last

Budget Check page opens

Click on the drop down next to Process Frequency and choose ‘Always
Process’

Enter a Description

Click on the magnifying glass next to ‘Transaction Type’
e Select AP_Voucher from the list

Under Selection Parameters
e Click on the drop down beside Field Name and select Business Unit

e Click on the magnifying glass next to ‘From/To’ select the business unit
number of the voucher needing budget checking

Click on the + icon

Favcn‘[ites Main‘[u'lenu » Accounts Payable » Batch Processes » Vouchers » Budget Check

Budget Check

Run Control Il Voucher_Budget_Check Report Manager  Process Maonitor Run |

Process Request Parameters Find | View Al First | « [P ) -

*Process Frequency: Always Process - E|

Request Number: 1

*Description: |\f0ucherbudget check
*Transaction Type: AP_VOUCHER Q Process All Business Units
Selection Parameters Eind | View Al First | PEYESY - I
Field Name Value Type From/To FromiTo
Business Unit *  Value ~ 01110 Q [#[=]
- A EI
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A new row opens

Under Selection Parameters
e Click on the drop down beside Field Name and select Voucher ID

e Click on the drop down beside ‘Value Type’ and select Range

e Click on the magnifying glass next to the first ‘From/To" and select the
Voucher ID of the first voucher that needs budget checking or enter the
Voucher ID of the first voucher that needs budget checking and be sure to
include the leading zero’s

e In the next ‘From/To’ box select the Voucher ID of the last voucher that
needs budget checking

Favnvr'rtes MainvMenu > Accounts Payable > Batch Processes > Vouchers > Budget Check

Budget Check

Run Control II:  Voucher_Budget Check Report Manager  Process Monitor Run |

Process Request Parameters Find | View All First [ 4] 10f1 n Last

*Process Frequency: Always Process - E|

Request Number: 1

*Description: |v0ucher budget check
*Transaction Type: AP_VOUCHER & Process All Business Units
Selection Parameters Find | View Al First (] 1-2 of 2 n Last
Field Name Value Type Fromi/To FromiTo
Business Unit *  Value « (01110 Q [#[=]
Voucher ID - Range ~ (00002033 O, [ooooz0sd @ +H[=]
Click Run

Process Scheduler Request page opens
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Favcgites I'l-'lain‘l"l-'lenu » Accounts Payable > Batch Processes » Vouchers > Budget Check

Process Scheduler Request

UserID: TJARVIS Run Control ID: Voucher_Budget_Check

Server Name: Run Date: p7i21/2011 )

Recurrence: *  Run Time: 2:34:32PM Reset to Current Date/Time |

Time Zone: Q

Process List

Select |Description Process Hame Process Type *Type *Format Distribution

Comm. Cnirl. Budget Processor FSPKBDFP3 COBOL sQL (Mone)

ok | cancel | Refresn

Click OK
Budget Check page opens

Click on the Process Monitor link

Favovrtes Ma\n'Menu » Accounts Payable > Batch Processes > Vouchers » Budget Check
- - -

Budget Check

Run Control ID:  Voucher_Budget_Check Report Manager  Process Monitor B

Process Instance:5402446

Process Request Parameters

HE

*Process Frequency: Always Process -

Request Number: 1

*Description: |\r0ucher budget check
*Transaction Type: AP_VOUCHER O Process All Business Units
Selection Parameters Find | View Al First B0 12 or2 M Last
Field Name Value Type FromiTo FromiTo
Business Unit ~  Value ~ (01110 Q HE
Voucher ID ~ Range v [00002033 Q. |oooozos9 Q =

Process Monitor opens

(Mone) w Distribution
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Favuvr'rtesg MainvMenu » Accounts Payable > Batch Processes > Wouchers > Budget Check

Process List Server List
View Process Request For

User ID: [TJARVIS 3, Type: v  Last - 5 Days -
Server: * Name: Q Instanoe:| to |

Run » Distribution - Save On Refresh

Status: Status:

Process List Customize | Find | View Al | EH # First |4 1-2of 2

Select |Instance |Seq. |Process Type Process Name |User Run Date! Run Status Status

5402446 COBOL saL FSPKBDP3 TIARVIS 07/21/2011 2:34:32PM EDT Success Posted Details

Click on the Refresh button until the Run Status = Success and
Distribution Status = Posted

Click on the Details link

Fa\rc;rites MainvMenu > Accounts Payable > Batch Processes > WVouchers » Budget Check
Process Detail
Instance: 5402446 Type: COBOL QL
Hame: FSPKBDP3 Description: Comm. Cntrl. Budget Processor
Run Status:  Success Distribution Status: Posted
Run  [Mupdate Process
Run Control ID: Voucher_Budget Check Hold Request
Location:  Server Queue Request
Server: PSUNX Cancel Request
(_) Delete Request
HLELELE Restart Request
Request Created On: 07/21/2011 2:35:37PM EDT Parameters Transfer
Run Anytime After:  07/21/2011 2:34:32PM EDT Message L og
Began Process At 07/21/2011 2:36:03FM EDT Batch Timings
Ended Process At 07/21/2011 2:36:18PM EDT View Log/Trace
Ok | Cancel |

Click on the Message Log link
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Message Log

Instance: 3982548 Type: CoBoOL QL
Hame: % FEPKBDOPZ Description: Comm. Cntrl. Budget Processar
Customize | Find | View All | B First [1] 45 0r5 [*] Last
Severity Log Time Message Text Explain
10 2:25:07FPM Commitment Contral Budget Processing has begun.
pp— Beqgin request number 0001 for User D "CDEYQ™ and Run .
=EN7PE
10 Z:25:07FH Control ID “Voucher_Budget_Check” m
End request 0001 for "CDEYCQ™ I "Voucher_Budget_Check”.
10 2:2513PM Documents Processed: 00002, Documents with Errors: Explain
00000,
10 2:25:13FM Commitment Contfol Budget Processing Complete. Explain
2.25:21FM Successfully posyed generated files to the report repository . Explain
Return

“Budget_Check_Vouchers”. Documents Processed: 00002; Documents with
Errors: 00000.

This states that the Budget Checking Process picked up 2 vouchers to budget
check and there were 0 vouchers with errors.
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Finding and Fixing Budget Check Errors

Navigation: People Tools > Process Scheduler > Process Monitor

Favorites Main Menu > Accounts Payable » Batch Processes > Vouchers » Budget Check

Process List Server List

View Process Request For

User ID: [TJARVIS Q. Type: - Last - 5 Days - Refresh |
Server: * HName: Q Instanoe:| to |

Run ~ Distribution - Save On Refresh

Status: Status:

i "
Process List Customize | Find | View A1 | B | 28 First Kl 1.3 o 2 Bl L ast

Select (Instance | Seq. |Process Type Process Name |User Run Date/Time Run Status w

5402447 COBOL 5QL FSPKBDP3 TJARVIS 07/21/2011 2:39:02FPM EDT Warning Posted Details

When your process runs to a Status of Warning or Error, you need to
find out why. These status warnings tell you that there is something
wrong with the chartfield combination used in the voucher. Click on
Details link beside the budget checking process with an error or
warning.
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Favortes | Main Menu > Accounts Payable > Batch Processes : Vouchers > Budget Check
- o - - - -

Process Detail

Process

Instance: 5402447 Type: COBOL 8QL
Name: FSPKBDP3 Description: Comm. Cntrl. Budget Processor
Run Status:  Warning Distribution Status: Posted

R [RupdateProcess

Run Control ID: Voucher_Budget_Check Hold Request
Location: Sernver Queue Request
Server: PSUNX Cancel Request

() Delete Request
L ZETIETESS Restart Request
Request Created On: 07/21/2011 2:39:05PM EDT Parameters Transfer
Run Anytime After:  07/21/2011 2:39:02PM EDT Message Log

Began Process At:
Ended Process At:

07/21/2011 2:39:35PM EDT
07/21/2011 2:39:50PM EDT

Batch Timings
View Log/Trace

ok | cancel |

Click on Message Log link
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Fa*.fq'r'rtes MainvMenu » Accounts Payable > Batch Processes > Vouchers > Budget Check

-

Message Log

Process

Instance: 5402447 Type: COBOL 0L

Name: FSPKEDP2 Description: Comm. Cntrl. Budget Processor
First n 1-5of 5 u Last

Severity | Log Time | Explain

10 2:39:35PM Commitment Control Budget Processing has begun. Explain |

Beqin request number 0001 for User ID "TJARVIS™ and ,
Run Control ID "Voucher_Budget Check”. Explain |

End request 0001 for "TJARVIS™/
10 2:39:39PM “Voucher_Budget_Check™ Documents Processed: Explain |
00001; Documents with Errars: 00001,

10 2:39:35PM

ol Budget Processing Complete. Explain |

sted generated files to the report repository  Explain |

10 2:39:39PM Commitment Co

2:39:50PM Successfully

Return |

"Voucher_budget_check". Documents Processed: 00001; Documents with
Errors: 00001.

This indicates that 1 voucher was selected for processing and 1 voucher has a
budget check error.

Required Fields: Business Unit
Voucher ID

Navigation: Commitment Control > Review Budget Check Exceptions >
Accounts Payable > Voucher
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Fa\.ruvr'rtes MainvMenu > Commitment Control > Review Budget Check Exceptions > Accounts Payable > Voucher

Voucher

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300): |300
Commitment Control Tran ID: begins with ||

Commitment Control Tran Date: = v | [

Business Unit: = - [o1110 a,

Voucher ID: begins with v| QL

Process Instance: = - |

Process Status: = - -
Search | Clear |Elasic Search Save Search Criteria

Enter Business Unit or leave as default
Enter Voucher Id or Click on Search for a list of vouchers.
Select Process Status = Error

Note: If the Search button is clicked and there is only one voucher
with a budget check error the voucher will automatically open.

Favq'ritesfMainvMenu b Cumm'rtmevntCnntrDI b ReviewBudgetgheckExceptiDns » AccuuntvsPayabIe >  Voucher

Voucher Exceptions Line Exceptions

Business Unit: 01110 VoucherID: 00004824 .5
*Exception Type: Error - [] Override Transaction R
Maximum Rows: 100 More Budgets Exist Advanced Budget Criteria
Search |

Budgets with Exceptions Customize | Find | view A1 B 8 First B 4 op 4 B Last
L
Budget Override T m;etuwtﬁeus

Business er
Unit Grou Exception Transfer

1 & 01110 Mo Budget Exists GGTU...;'E

The Exception message is No Budget Exists. There are other budget check
errors you may receive, such as:

Ledger group_ PRMST EXP — Spending Authority Over Budget
** If you receive this error, you must contact Finance.

Exceeds Budget Tolerance
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No Budget Exists

Because each Department has more than one ledger, each ledger
shows up on its own line in the Budgets with Exceptions section. In

the example, Ledger groups APPROP and ORG have errors associated
with them.

Favorites | Main Menu > Commitment Control > Review Budget Check Exceptions : Accounts Payable » Voucher

Voucher Exceptions Line Exceptions

Business Unit: 01110 Voucher ID: UUUUABUT:'E
*Exception Type:  ErTor - [ Override Transaction Fg b
Maximum Rows: 100 More Budgets Exist

Advanced Budget Criteria
Search |

Budgets with Exceptions

Customize | Find | View All| @l First 4] 1-2 of 2 n Last
Budget Override T Budget Chartfields

Business err
Unit Grou Exception Transfer

1 @& 01110 APPROP Mo Budget Exists

2 %01110 ORG Mo Budget Exists |:|
\
Click on the Magnifying glass next to line 2.

GoTo. &
GoTo.. 5

Favorites Main Menu > Commitrment Control > Review Budget Check Exceptions > Accounts Payable > Voucher

Payables Voucher Line Drill Down

Transaction Line ldentifiers

Business Unit: 01110 Voucher ID:

00004807 &
Voucher Line: 1

Distribution Line: 4

Transaction Line Details

Account Fund Code Department
550500 31400 1110991102
Line Status: Error

Budget Date: 07212011

Line Amount: 1,779,383.00 UsD

The chartfield information that was used in the voucher is shown.

Click OK
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Favorites | Main Menu > Commitment Control » Review Budget Check Exceptions » Accounts Payable : WVoucher

Voucher Exceptions Line Exceplions

Business Unit: 01110 VoucherID: 00004307 &
*Exception Type:  Efror - [l override Transaction B
Maximum Rows: 100 More Budgets Exist Advanced Budget Criteria
Search |

Budgets with Exceptions Customize | Find | Al IEI| First 4] 1-2 of 2 n Last
" Budget Override ||Budget Chartfields

e e e

1 @l 01110 APPROP Mo Budget Exists GoTo...,’E
2 & 01110 ORG Mo Budget Exists D G/o'm'}ﬂ

Click on Go To icon:

Mew Window | Help | &

Please select one of the following links:

5o to Budoget Exceptions
Go to Budoet Inguiry

Cancel |

Click on Go to Budget Inquiry link to see the budget details.

Favorites | Main Menu > Commitment Control > Review Budget Check Exceptions > Accounts Payable > Voucher

Commitment Control Budget Details

Business Unit Ledger Group Account Fund Code |Department Program Code |Budget Period
01110 ORG 000100 31400 1110881102 2012

Ledger Amounts
Budget: 0.00,’E| uso Attributes Display Chart | [i]

Expense: 000EUSD  pooniichildren  maxRows | 100
Encumbrance: 0.00 & USD A iatsd Budget
ssociated Budgets
Pre-Encumbrance: 0.00 5 UsD g
Associate Revenue: 0.00 5% USD
Available Budget
Without Tolerance: 0.00 El usD Percent: (O%JE Forecasts
With Tolerance: 000%E USD  Percent (0%) =
Budget Exceptions
Exception Errors: 1 Exception Warnings: 0 Budaget Exceptions

There is no budget set up for this fund and dept id combination.
The voucher needs to be fixed regarding the chartfield information so that the

voucher will budget check or the budget may need to be fixed so that the
voucher will budget check.
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Close Vouchers

Regular Vouchers:
Regular Vouchers can be closed by VISION End-users.

PO Vouchers:
PO Vouchers are not able to be closed. Please place the voucher on Hold, on the
Payments page of the Voucher.

If payment has been issued:
e Contact the Treasurer’s Office and ask them to cancel the payment,

e The Treasurer’s Office will then notify Financial Operations personnel, and
e Financial Operations will process a Reversal Voucher against the PO
Voucher.

If payment has NOT been issued:
e You must send an email request to Finance Support, at

VISION.FinHelpdesk@vermont.gov, with your AP Business Unit and PO
Voucher ID that needs to be reversed,

e Finance Support will notify Financial Operations personnel,

e Financial Operations will process a Reversal Voucher against the PO
Voucher.

Closing a Voucher:

A voucher is closed if it is decided that the vendor should not receive payment.
To close a voucher, the voucher must be Posted, Unmatched and not selected
for payment.

Required Fields: Business Unit
Voucher ID

Navigation: Accounts Payable > Vouchers >Maintain > Close Voucher
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Favorites - Main Menu > Accounts Payable : WVouchers : Maintain > Close Voucher

Voucher Close

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

Find an Existing Value

Maximum number of rows to return (up to 300); |200

Business Unit: = - 1110 Q
Voucher ID: begins with -
Invoice Number: begins with -

|
|
Short Vendor Name: begins with v|
|
|

Vendor ID: begins with -
Hame 1: begins with -
Close Status Indicator: = - -

[T case Sensitive

Search | Clear |Easic8earch [E] save Search Criteria

Enter Business Unit or leave as default
Enter Voucher ID
Favorites | Main Menu > Accounté Payable Voushers > MaiQL?in = Close Voucher

Voucher Close

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

Find an Existing Value

Maximum number of rows to return (up to 300): |300

Business Unit: = - 1110 Q
Voucher ID: begins with - |DDDD4815
Invoice Number: begins with v|

Short Vendor Name:  begins with v|

Vendor ID: begins with ~ |
Name 1: begins with v|
Close Status Indicator: = A v

[[Jcase Sensitive

Search | Clear |BasicSearch B save Search Criteria

Click Search

Click on Mark Voucher for Closure
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Favgrites © Main Menu » AccountsPayable > Vouchers » Maintain > Close Voucher

Close Voucher Voucher Details

Business Unit: 01110 Voucher: 00004815

Vendor
Vendor: 0000101361 Green Mountain United Way

ShortName: GMUNITEDWA-001

Voucher Information

Invoice: GR MTH UM WAY 2MD QTR Origin:  ONL Header Budget Status: WValid

Date; 071442011 Group: Hon-Prorated Budget Status:  valid

Gross Amount: 23,330.00 USD Entry Status: Postable
Close Status: Cpen

Process Manual Close

Manual Close Date:  |07/21/2011 Mark Voucher for Closure

Note: The Manual Close Date defaults in as the current date and it
should never be changed.

Click Save
To complete the Close process, the voucher must be posted and budget checked

in that order. Both of these options run in the overnight batch process so you
can verify the voucher is closed the next day on the Voucher Summary Page.
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Delete Vouchers

Situations when this function is used: Vouchers can be deleted if they are
open, approved and budget checked. Vouchers cannot be deleted if they are
posted.

Required Fields: Business Unit
Voucher ID

Navigation: Accounts Payable > Vouchers> Maintain > Delete Voucher

Favorites : Main Menu : Accounts Payable » Wouchers » Maintain > Delete Voucher
- - > - -

Voucher Delete

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

Find an Existing Value

Maximum number of rows to return (up to 300); |300

Business Unit: = - 01110 Q,
Voucher ID: begins with -

Entry Status: = - -
Invoice Number: begins with -

Short Vendor Name: begins with

4

Vendor ID: begins with

4
o

4

Name 1: begins with
[ case Sensitive

Search Clear |Basic Search Save Search Criteria

Enter Voucher ID

Favorites = Main Menu > Accounts Payable » Vouchers » Maintain > Delete Voucher

Voucher Delete

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

Find an Existing Value

Maximurm number of rows to return (up to 300): |300

Business Unit: = - 1110 aQ
Voucher ID: begins with - |00004826

Entry Status: = - -
Invoice Number: begins with -

Short Vendor Name: begins with -
Vendor ID: begins with - Q
Name 1: begins with -

[[Icase Sensitive

Search Clear |Basic Search Save Search Criteria

Click Search
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Favgrites = Main Menu > Accounts Payable > WVouchers > Maintain > Delete Voucher

Delete Vioucher Voucher Details

Business Unit: 01110 Voucher: 00004827

Vendor: 0000007849 Verizon

ShortName:  VERIZOM -001

Voucher Information

Invoice: 78548 Origin:  ONL Header Budget Status: WValid
Date: 05M9/2011 Group: Non-Prorated Budget Status:  Valid
Gross Amount: R4.05 USD Entry Status: Postable

Click Delete

YWarning -- Delete Confirmation {7030,12)

Press QK to delete the voucher. Press Cancel ifyou do notwant to delete the
woucher.

| (] I Cancell

Warning message displays. (This message only displays if the voucher
being deleted has been budget checked.)
Click OK

Budget transactions related to this voucher have been deleted. (F030,47 3

Please review yaur budget account balance and activity.

Click OK
The voucher has been deleted. Budget checking does not need to run after

deleting. The system automatically budget checks the voucher with the delete
process and puts the money back into your available balance.
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Finalize a PO on the PO Voucher

Situations when this function is used: A purchase order was entered for
what ended up being an amount greater than what was needed. The invoice
has been received and a PO Voucher has been entered to pay the invoice. The
invoice is the final invoice and the remaining encumbrance on the purchase order
needs to be liquidated.

Required Fields: Business Unit
Voucher ID

Navigation: Accounts Payable >Vouchers > Add/Update > Regular Entry

Fa*.-'oJ"rtes MainvMenu »  Accounts Payable > Vouchers > Add/Update :» Regular Entry

Voucher

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

Find an Existing Value

Maximum number of rows to return (up to 200); |300

Business Unit: = - 01110 Q
Voucher ID: begins with ~ |
Invoice Number: begins with -

Short Vendor Name: begins with -

Vendor ID: begins with - aQ
Hame 1: begins with -
Voucher Style: = - -

Related Voucher:  begins with -
Entry Status: = - -
Voucher Source: = - -

Case Sensitive

Search | Clear |EasicSearch [E] save Search Criteria

Your default BU will appear in the Business Unit field.
Click on Find an Existing Value

Enter Business Unit
e |eave as default
or

e enter the appropriate business unit
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Enter Voucher ID

e enter the Voucher ID associated with the purchase order you need to

liquidate
Click Search

Fa\.fovr'rtes MainvMenu » Accounts Payable : Vouchers » Add/Update > Reqular Entry

[ summary I I

I

|

Business Unit: 01110 Invoice No:
Voucher ID: 00004828 Invoice Date:
Voucher Style: Regular Gross Amt:
Contract ID:
Vendor Name: Vermont Correctional Industries/Vermont ~ Pay Terms:
103 South Main Street
Waterbury, VT 05671-1001 Origin:

Entry Status: Postable
Match Status: Mo Match
Approval Status: Approved
Budget Header Status: Mot Budget Checked

Non-Prorated Budget Status:  Valid Budget Check

ERS Type: Mot Applicable

Close Status Indicator: Open

Voucher Summary page loads.

Voucher Source:

Post Status:

Entered on:
Created By:
Last Updated:
Updated By:

Click on Invoice Information tab

Favorites | Main Menu > AccountstavabIe > \-’oucvhers > .-\dd;'vadate > Regular Entry

I

| |

SOVFM12
06/01/2011
45.00

MNet 30

ONL

Online

Unposted

0712142011
TJARVIS
071214201
TJARVIS

usD

Business Unit: 01110 Invoice Number:
Voucher ID: 00004830 Invoice Date:
Voucher Style:  Regular

Vendor: 0000041408 Q Misc. Amount:
Name: WCINOWP-001 a Freight Amount:
Location: MULTIPLE @
*Address: 2/Q,

Vermont Correctional Industriesivermont ~ 19tak:
103 South Main Street Balance:

Waterbury, VT 05671-1001

Advanced Vendor Search

*Pay Terms: Met 20 > = Basis,

Click on Finalize document

TESTTEA
06/01/2011 [

50.00
0.00

Invoice Date

Mon Merchandise Summary

Comments

Action:

Note: If you know that the voucher you are entering against this
purchase order is the last voucher to be entered (or maybe the only
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voucher) but it is for less than the amount of the purchase order, you
may click on the Finalize document icon when entering the voucher
once the voucher is saved. The voucher budget checking process will
release the remaining encumbrance from the purchase order.

Warning Message below displays

This action will finalize all eligible distributions for this voucher. Continue®?

(7030,2432)

Click YES

Invoice Information page opens again

Click Save

Click on the Summary tab

Mo

Fa\.fovrites MainvMenu b AccountstavabIe 3 Voucvhers 3 Add,fuljdate » Regular Entry
[ summary | I I I 1
Business Unit: 01110 Invoice No: TESTTEA
Voucher ID: 00004830 Invoice Date: 06/01/2011
Voucher Style: Regular Gross Amt: 50.00 usD
Contract ID:
Vendor Name: Vermont Correctional Industries/Vermont  Pay Terms: Met 30
103 South Main Street
Waterbury, VT 05671-1001 Origin: oML
Entry Status: Postable Voucher Source: Online
Match Status: Mo Match Post Status: Unposted
Approval Status: Pending
Budget Header Status: Not Budget Checked
Non-Prorated Budget Status:  Valid Budget Check Entered on: 07/21/2011
Created By: TJARVIS
ERS Type: Mot Applicable Last Updated: 071212011
Close Status Indicator: Open Updated By: TJARVIS

The Summary page shows that the voucher is still approved but is not budget
checked or posted. If a voucher is posted, finalizing a voucher on the purchase
order does not cause the voucher to move back to unposted status.
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To Budget Check the voucher, follow the steps in this manual for budget
checking a voucher online.

Once the budget checking process is complete the encumbered balance on the
PO is liquidated and spending authority returned to your budget. This can be
confirmed by reviewing the PO Accounting Entries (there should be no remaining
balance on the PO) or by reviewing your Budget Details.

You can find out more about PO Accounting Entries in the Purchasing 102
Manual. More about Budget Details can be found in the Commitment
Control Manual. Both documents can be found on the Finance website at:
http://finance.vermont.gov/training-and-support/vision-manuals
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Finalize Some PO Lines on the PO Voucher

Situations when this function is used: A purchase order was entered for
several items from a vendor; there is more than one line on the purchase order.
An invoice has been received and a PO Voucher has been entered to pay the
invoice. The invoice is the final invoice for one of the lines on the PO, so any
remaining encumbrance on the purchase order (for that line) needs to be
liquidated.

Required Fields: Business Unit
Voucher ID

Navigation: Accounts Payable >Vouchers > Add/Update > Regular Entry

Favorites | Main Menu > Accounts Payable > Vouchers > Add/Update » Regular Entry

Voucher

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

Find an Existing Value

Maximum number of rows to return (up to 300); 300

Business Unit: = - p1110 Q
Voucher ID: begins with - (00004330
Invoice Number: begins with -

Short Vendor Name: begins with ~

Vendor ID: begins with - &}
Name 1: begins with ~
Voucher Style: = - -

Related Voucher: begins with -
Entry Status: = - -
Voucher Source: = - -

Case Sensitive

Search | Clear |EasicSaaru:h B save Search Criteria

Your default BU will appear in the Business Unit field. The Voucher ID will
default as NEXT. The Voucher Style = Regular Voucher.

Click on Find an Existing Value

Enter Business Unit
e |eave as default
or

e enter the appropriate business unit
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Enter Voucher ID

e enter the Voucher ID associated with the purchase order
liquidate
Click Search

Favorites | Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

[ summary | | I I |

you need to

Business Unit: 01110 Invoice No:
Voucher ID: 00004330 Invoice Date:
Voucher Style: Regular Gross Amt:
Contract ID:

Vendor Name: Wermont Correctional Industries/Vermont  Pay Terms:

103 South Main Street

Waterbury, VT 05671-1001 Origin:

Entry Status: Paostable Voucher Source:

Match Status: Mo Match Post Status:

Approval Status: Pending

Budget Header Status: Mot Budget Checked

Non-Prorated Budget Status:  Valid Budget Check Entered on:
Created By:

ERS Type: Mot Applicable Last Updated:

Close Status Indicator: Open Updated By:

Voucher Summary page loads.

Click on Invoice Information tab

TESTTEA
060172011
50.00 UsD

Met 30

oML

Online

Unposted

0712112011
TJARVIS
07212011
TJARVIS
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Favorites i Main Menu > Accounts Payable > Vouchers > AddfUpdate > Regular Entry
- H - - hd -

Summary Invoice Information Payments Woucher Attributes Error Summary
Business Unit: 01110 Invoice Number: |TES'I'I'EA
Voucher ID: 00004830 Invoice Date: 06/01/2011 E'J
Voucher Style:  Regular i _Fﬂ

Vendor: pgggg414gg Q Misc. Amount: = Mon Merchandise Summary
Name: VCINMOWP-001 a, Freight Amount: =

Location: MULTIPLE
*Address: 23,

Wermont Correctional IndustriesMermont Total: 50.00
103 South Main Street Balance:

Waterbury, VT 05671-1001

0.00

Comments

Advanced Vendor Search

*Pay Terms: Met 20 -~ = Basis Dt Type: Invoice Date Action: > Run

Accounting Date: [p7/21/2011 [

Scroll down to the Invoice Lines section.

Invoice Lines ind | * Firs-tn 10i1 Il Lot
Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount =1 [=]
2 Quanfty ~ | €, [uNIFORM [10000 |[EA @ 50.00000 50.00
Ship To SpeedChart
PFUNTPOICL [Cluse One Asset ID

|| Force Price

View PO/Receiver

~ Distribution Lines
" GL ChartFields 1 [(GIGhaRFieis2) || EXehange Rate T Statisti

[ |amount [ouantitv'GLunt |-Acount |Fung Department  |Program |Cless  |Project Affiliaste | Openiten
5000 [1.0000 01110 | @ [522600NQ [10000 L [1110003000 Q| Q| Q| Q| Q| Q| &l =]
N\

In Invoice Lines, click on Fﬁalize Document icon in Line 1.
Note: This will finalize Line 1 ONLY on the purchase order

Warning Message below displays

This action will finalize all eligible distributions for this line. Continue?
(7030,344)

Click YES
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Invoice Information page opens again

Click Save

Click on the Summary tab

Favorites
-

MainvMenu b AccountEPavabIe ¥ \-’DUEhEI’S ¥ .ﬂ.dd,lepdate > Regular Entry

Summar |

I I

I

1

Business Unit:
Voucher ID:
Voucher Style:
Contract ID:

Vendor Name:

Entry Status:

Match Status:

Approval Status:

Budget Header Status:
Hon-Prorated Budget Status:

ERS Type:

Close Status Indicator:

01110
00004830
Reqgular

Vermont Correctional Industries/\Vermont
103 South Main Street

Waterbury, VT 05671-1001

Postable

Mo Match

Approved

Mot Budget Checked

Valid Budget Check

Mot Applicable
Open

Invoice No:
Invoice Date:

Gross Amt:

Pay Terms:

Origin:
Voucher Source:

Post Status:

Entered on:
Created By:
Last Updated:
Updated By:

TESTTEA
06/01/2011
50.00 usD
Met 30

OML

Online

Unposted

07212011
TJARVIS
0721201
TJARVIS

The Summary page shows that the voucher is still approved but is not budget
checked or posted. If a voucher is posted, finalizing a voucher on the purchase
order does not cause the voucher to move back to unposted status.

To Budget Check the voucher follow the steps in this manual for budget checking

a voucher online.

Once the budget checking process is complete the encumbered balance on the

PO Line is liquidated and spending authority returned to your budget.

This can

be confirmed by reviewing the PO Accounting Entries (there should be no
remaining balance on that line of the PO) or by reviewing your Budget Details.
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Payment Information on the Voucher

Situations when this function is used: To find out if a voucher has been
paid, the payment date and the payment reference number.

Required Fields: Business Unit
Voucher ID

Navigation: Accounts Payable > Vouchers > Regular Entry > Find an Existing
Value

Enter Business Unit or leave as default

Enter Voucher ID

Favnvrites MainvMenu ¥ AccnuntEPavabIe 5 Vuushers 5 Add,"l.lpdate » Reqgular Entry

Voucher

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

Find an Existing Value

Maximum number of rows to return (up to 300). |300

Business Unit: = - 01110 Q.
Voucher ID: beqins with ~ (00004811
Invoice Humber: beqgins with -

Short Vendor Name: begins with +

Vendor ID: begins with ~ &}
Name 1: beqgins with -
Voucher Style: = - -

Related Voucher: beqgins with -
Entry Status: = - -
Voucher Source: = - -

Case Sensitive

Search | Clear |BasicSearch B save Search Criteria

Click Search
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Favorites Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Summary Invoice Information Payments Woucher Attributes Error Summary
Business Unit: 01110 Invoice No: CHITTENDEN UN WAY 2ND QTR
Voucher ID: 000042811 Invoice Date: 0711412011
Voucher Style: Regular Gross Amt: 15129.02 USD
Contract ID:
Vendor Name: United Way of Chittenden County Pay Terms: Due Mow
412 Farrell St Ste 200
3 Burlington, VT 05403-4466 Origin: oML
Entry Status: Postable Voucher Source: Online
Match Status: Mo Match Post Status: Posted
Approval Status: Approved
Budget Header Status: Walid Budget Check
Non-Prorated Budget Status:  Valid Budget Check Entered on: 07142011
Created By: JCYR
ERS Type: Mot Applicable Last Updated: 07152011
Close Status Indicator: Open Updated By: MGRAVES

The voucher has been approved and budget checked so that means it is eligible
to be picked up in a paycycle.

Click on Payments Tab

Fa\rovr'rtes MainvMenu » Accountgpayable » Voushers » Add,‘uvpdate > Regular Entry

Invoice Information Payments Youcher Attributes Error Summary

Business Unit: 01110 Invoice Number:  CHITTENDEM UM WAY 2ND QTR
Voucher ID: 00004811 Invoice Date: 0742011

Voucher Style:  Regular Total: 15,129.02

Vendor: United Way of Chittenden County *Pay Terms: Due Mow EdUE FaymEnts

412 Farrell 5t Ste 200
S Burlington, VT 05403-4466

Payment Information Find | A First B0 1 of 1 I Last
=
Scheduled Payment: 1
*Remit to: 00 392 B Gross Amount:
Location: MULTIPI Discount: 0.00] usD Discount Denied
*Address: 1Q Late Charge
United Way of Chittenden County Scheduled Due: |07/14/2011
412 Farrell St Ste 200 .
Net Due: 071472011
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Payment Method

*Bank: HOWRL Pay Group:

*Account 0005 *Handling: ’rQ

*Method: CHE Check *Netting:

Message: VT SHARES CONTRIBUTIONS 2MD QTR 2011 Messages

Message will appear on remittance advice.

Schedule Payment Payment Options
*Action: Schedule Payment Date: 07/15/20711 Hold Payment: [ Separate Payment: [
Pay: Reference: 00022384627 Hold Reason: I_Q

Letter of Credit: =

Under Schedule Payment the Payment Date has been filled in with a date. This
is the date the payment was made.

Reference is the number assigned to the payment and is the check nhumber.

If the Payment Date and Reference number had not been filled in that would
mean the voucher had not been picked up in a paycycle yet.
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Inquire on Voucher Payment Information

Navigation: Accounts Payable > Review Accounts Payable Info > Payments >
Payment

Fa\.rovr'rtes MainvMenu » Accounts Payable : Review Accounts Payable Info > Payments : Payment

Payment Inquiry

Payment Reference ID: | Payment Status: v Payment Method: v
Bank SetiD: STATE Q Bank Code: Q

Bank Account: Q Bank Account #: | [ single Paymem
Pay Cycle: Q Pay Cycle Seq#: Q
Remit SetiD: STATE & Remit Vendor: Q

Vendor Name: | & Vendor Location:
*Amount Rule: Any h Amount: Currency: Q
From Date: e To Date: B max Rows: 300

[Fl Show Chart “Chart Type: Bar Chart - Search | Reset Criteria'
*1et sort: Account hd *Sort Type: Asc -
*2nd sort: Pymnt Ref - ~SortType:  ASC - Sort

Enter Search Criteria

Favovr'rtes MainvMenu > Accountsvpayable > ReviewAccounvts Payable Info Paym'ents » Payment

Payment Inquiry
Payment Reference ID: 0002334527’1 Payment Status: v Payment Method: v
Bank SetlD: STATE Q Bank Code: Q
Bank Account: Q Bank Account #: | [C] single Payment
Pay Cycle: Q Pay Cycle Seq #: Q
Remit SetiD: STATE & Remit Vendor: Q

Vendor Name: | & Vendor Location:
*Amount Rule: Any hd Amount: Currency: Q
From Date: e To Date: E max Rows: 300

[ show Chart *Chart Type: Bar Chart - Search | Resst Criteria'
*1st sort: Account  ~ *SortType:  ASC -
*2nd sort: PymntRef ~ ~Sort Type:  ASC - Sort

Click Search
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HInUn e, i AL

Lunenuy. 1 -
From Date: e To Date: 5 Max Rows: 300
[ Show Chart *Chart Type: Bar Chart A IWI Reset Criteria |
Sorting Criteria
*1st sort: Account *Sort Type: Asc -
*2nd sort: PymntRef Sort Type:  ASC - Sort

Payment Inguiry Resuit Customize | Find | View A1 1G] B First B 4 o4 B Last
Payment Details  [{Additionalinfo) || | endor Detais

Payment Payment Recon i
e Method Amount |Currency (Creation Date Payment Date Status Status

VCHR 0002384627 Check 15,129.02 UsSD 07152011 07152011 Paid Unrecon

Payment Method, Amount, Payment Date, Payment Status are all displayed.
Recon Status of “"Recon” means that the check has been cashed.

Click on Payment Reference ID to see the vouchers that make up the payment.

Favorites Main Menu > Accounts Payable > Review Accounts Payable Info > Payments > Payment

Vouchers For a Payment

Back To Payment Inguiry

Bank Name: TD Bank MNA Pymnt Ref ID: 0002384627
Bank Account#: 5240112748 Accounting Date: 071512011
Pay Cycle: YENDOR SeqMNum: 2594 Payment Date: 071512011
Vendor Name:  United Way of Chittenden County Days Outstanding: 6
Address: 412 Farrell St Ste 200 Payment Clear Date:
Reconcile Date:

S Burlington VT 05403-4466 LISA Value Date: 07152011
Payment Amount: 15,129.02 USD Payment Method: CHK
Description:
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Favg’rtes Mainvl'v'lenu b Accountsvpayable b ReviewAccouni:s Payable Info > Payrrlents > Payment

Vouchers For a Payment

Back To Payment Inguiry

Bank Name: TD Bank NA Pymnt Ref ID: 0002384627
Bank Account# 5240112748 Accounting Date: 071512011
Pay Cycle: YENDOR SeqNum: 2594 Payment Date: 07/15/2011
Vendor Name: United Way of Chittenden County Days Outstanding: [i]
Address: 412 Farrell 5t Ste 200 Payment Clear Date:
Reconcile Date:

S Burlingtan WT 05403-4466 USA Value Date: 071152011
Payment Amount: 15,129.02 USD Payment Method: CHEK
Description:

Customize | Fi

3::"16‘55 Voucher ID Advlce Advice Date |Invoice Number |Gross Paid Amount Paid Amount [ Currency | Discount Taken

CHITTENDEN UN

01110 00004511 0714/2011 WAY 2ND aTR

15,129.02 15,1298.02 USD

In this case only one voucher makes up the payment amount.
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Inquire on Voucher Accounting Entries

Navigation: Accounts Payable > Review Accounts Payable Info > Vouchers >
Accounting Entries

Reasons why you might use this:
e to see the entries that journal generated to the GL and find the journal

id’s;

e When you click view all, you can also see if a voucher has been unposted
and posted again;

e To see if a payment has been cancelled and reissued;

e To see if a voucher has been closed.

Favnvr'rtes MainvMenu »  Accounts Payable » Review Accounts Payable Info : Vouchers : Accounting Entries

Voucher Accounting Entries

*Business Unit: hﬂm Q Voucher ID: X Invoice Number: x
*pAccounting Line View Option: | Standard [7] Show Foreign Currency Search | Reset |
Invoice Date: Vendor ID: Vendor Name:

Accounting Information Find | View Al First |« [P | -

Posting Process: GL Dist Status:

tustomize | Find | View A1 B0 | 88 First Bl 4 or 1 B 1 ast
|
Main Information {iChartfields || Jdournal

Description Monetary Amount Currency Code |Ledger

Business Unit Defaults in
Enter Voucher ID and be sure to include the leading zeros.

Click Search
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Favorites Main Menu > Accountgpayable > ReviewAccourlts Payable Info VouEhers »  Accounting Entries

Voucher Accounting Entries

~Business Unit: 01110 @ voucherip: 100004811 @ |nvoice Number: |CHTTENDEN UN WAY 2ND QTR @
*Accounting Line View Option: | Standard [] show Foreign Currency Search I Reset |
Invoice Date:  07M14/2011 VendorID: 0000043392

Vendor Name: United Way of Chittenden County

Accounting Information

First B 1 or2 I Last

Posting Process: AP Accrual GL Dist Status: Distributed

First B 12 o 2 B Last
|
Main Information  [[JCRarfeids )| dourmal

Monetary Amount Code |Ledger

-15,129.02 UsD ACTUALS 01110

Accounts Payable
CHITTEMDEN UN WAY 2ND QTR 15,129.02 USD

ACTUALS 01110

Click on the Chartfields and Journal pages to view more information.

Click on View All to see the Payment part of the accounting entries.

Favc;r'rtes Main'Menu > Accounts Payable : Review Accounts Payable Info > Vouchers > Accounting Entries

Voucher Accounting Entries

~Business Unit: 91110 2 voucherip: 190004811 € jnvoice Number: |CHITTENDEN UN WAY 2ND QTR Q
*Accounting Line View Option: | Standard [Z] show Foreign Currency Search | Reset |
Invoice Date:  07/14/2011 VendorID: 0000043392  Vendor Name:

United Way of Chittenden County

Accounting Information

First Bl 12 or 2 B Last

Posting Process: AP Accrual GL Dist Status:  Distributed
Customize | Find First B 1.2 of 2 I Last
[ main information  J{Charteis | (iGtmal
Monetary Amount Currency Code
Accounts Payable -15,128.02 USD ACTUALS 01110
CHITTENDENM UM WAY 2ND QTR 15,128.02 USD ACTUALS 01110
Posting Process: Payments GL Dist Status:  Distributed
I Customize | Find | View Al First 4] 1-4 of 4 n Last
e ormation | CherieEa e M A
Monetary Amount Currency Code |Ledger GL Unit
Cash Distribution -15,129.02 UsSD ACTUALS 00005
/U Cash Distribution 15,129.02 USD ACTUALS 00005
Accounts Payable 15,129.02 USD ACTUALS 01110
/U Cash Distribution -15,129.02 UsSD ACTUALS 01110

Click on the Chartfields page and the Journal page to view more information.
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Voucher Status Report

Situations when this function is used: List vouchers for a business unit
based upon statuses selected when extract is run. Report provides invoice,
vendor name and statuses for approval, budget check, voucher and payment
information by voucher.

Navigation: Accounts Payable > Reports > Vouchers > VT Voucher Status Rpt
Extract

FE‘.'I:Ivr'rtEE MainvMenu » Accounts Payable > Reports > Vouchers > VT Voucher Status Rpt Extract

VT Voucher Status Rpt Extract

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

ina anising vao | |

Maximum number of rows to return (up to 300y 300
Search by: Run Control ID begins with |

[ Case Sensitive

search | Advanced Search

Click on Add a New Value (If the first time running report)

Fa\.fnvr'rtes MainvMenu » Accounts Payable » Repor

VT Voucher Status Rpt Extract

[ [ s atow voue TN

Run Control ID: VT_VOUCHER_STATUS|

Add

Click Add
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Favaorites Main Menu > Accounts Payable > Reports > Wouchers > WT Voucher Status Rpt Extract

VT Voucher Status Report

Run Control ID:  VT_VOUCHER_STATUS Report Manager Process Manitor

Language: English__Jhg

Report Request Parameters - Blank means all values
l— Q Approval Status: |— Q

e

Run |

*Business Unit:

Voucher Hold:
Voucher ID: Q

Vendor Hold: |— Q
Date Range Budget Checking Status: [
FTDLTLE & Duplicate Invoice Status: [ a

Through Date: G Payment Status: [ a

Enter Business Unit
Enter From Date
Enter Through Date

To narrow your search, select status criteria for Approval Status,
Voucher Hold, etc.

Before you click "Run”, you should click “Save” to save the run control
ID.

Favovr'rtes MainvMenu b AccountstayabIe 5 Repvorts 5 \.-’ouc'hers » VT Woucher Status Rpt Extract

VT Voucher Status Report

Run ControlID:  VT_VOUCHER_STATUS Report Manager  Process Monitor <47 |
Language: English -

“Business Unit: 01110 @ Approval Status: [ a
Voucher ID: [ & ELuChEsEOkE [ &
Vendor Hold: |— Q
Date Range Budget Checking Status: |— Q
From Date: 06/01/2011 [31 Duplicate kwoloe Siaims: e
Through Date:  [06/30/2011 [ P Ta

Click Run
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Favorites Main Menu > Accounts Payable > Reports > Vouchers » VT Voucher Status Rpt Extract

Process Scheduler Request

User ID: TJARVIS Run Control ID: VT_VOUCHER_STATUS

Server Name: Run Date: p7iz1/2011 [
Run Time: 4:31:10PW Resetto Current Date/Time |

-

Recurrence:

Time Zone: Q

Process List

Select [Description Process Hame Process Type Distribution

VT Voucher Status Report WTAPDO3 SOR Report Web * FDF  Distribution

oK | Cancel |

Click OK

Fawlrites MainvMenu » Accounts Payable : Reports > Vouchers > VT Voucher Status Rpt Bxtract
i - - -

VT Voucher Status Report

Run Control ID:  VT_VOUCHER_STATUS Report Manager Process Monitor
Language: English - Process Instance:5402473

Run

Report Request Parameters - Blank means all values

*Business Unit: [o1110 @ Approval Status: [ &
SR ’7 a Voucher Hold: |— Q,
Vendor Hold: l_ Q

Date Range Budget Checking Status: l_ Q
From Date: 06/01/2011 [=] Duplicate Invoice Status: a
[ Im & Payment Status: |— Q

Click on Process Monitor link

Fa\rovr'rtes Main_l'\-'lenu ¥ AccountstayabIe b Repvorts 3 Voucvhers » VT Voucher Status Rpt Extract

Process List Server List
View Process Request For

User ID: |TJARVIS Q, Type: ~ last - | 5 Days - Refresh I
Server. * HName: Q Instanoe:| to |

Run ~ Distribution - Save On Refresh
Status: Status:

- iz
Process List customize | Find | view A1 B0 | B First Bl 19079 I Last

Select (Instance | Seq. |Process Type Process Name |User Run DateiTime Run Status w

5402473 SQR Report VTAPODZ3 TJARVIS 07/21/2011 4:31:10PM EDT Success Posted Details
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Click Refresh until Run Status = Success and Distribution Status =
Posted

If you want to print the report:

Navigation: Accounts Payable > Reports > Vouchers > VT Voucher Status
Report

Follow the above navigation to run the voucher status report print. NOTE: If
your left hand menu is displayed, you can click directly on the VT Voucher Status
Report print menu option.

Fa\.fnvr'rtes MainvMenu > Accounts Payable > Reports > Vouchers > VT Voucher Status Report

VT Voucher Status Report

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

Find an Existing Value

Maximum number of rows to return (up to 300): |300
Search by: Run Control ID begins with |

[T case Sensitive

3earch | pdvanced Search

Enter Run Control ID from extract

NOTE: You must use the same Run Control ID that you used for the Voucher
Status Extract in order to run the report.

Favorites © Main Menu > Accounts Payable > Reports > Vouchers > VT Voucher Status Report
- b - - -

VT Voucher Status Report

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

Find an Existing Value

Maximum number of rows to return {up to 300} |300
Search by: Run Control ID begins with [\T_VOUCHER_STATUS.

[[] case Sensitive

Search | Advanced Search
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Click Search

Favt}vr'rtes MainvMenu » Accounts Payable > Reports » Vouchers > VT Voucher Status Report

VTAPDO3 - Crystal Output

Run Control ID: VT_VOUCHER_STATUS_RPT-
EXTRACT

Report Manager  Process Maonitor Run

VOUCHER STATUS REPORT

Process Instance: 5402473'

Click Run Button to run

To find the Process Instance numbers

Navigation: PeopleTools > Process Scheduler > Process Monitor

Your User ID should default in.

Under Process List, the second column in (Instance) is the Process Instance
number you will need to run the Voucher Status report.

Fa\rt}_r'rtes MainvMenu > PeopleTools > Process Scheduler > Process Monitor

Process List Senver List

View Process Request For

User ID: [TJARVIS Q. Type: * Last - 5 Days - Refresh |
Server: ¥ HName: liq Instanoe:l to |
E:l:tus: - gztt';::“m“ - Save On Refresh
Process List Customize | Find | View A1l B 8 First Kl 1.9 or0 I Last
’;| Instance i; Process Type Process Name (User Run Date/Time Run Status w Details
W SR Repart VTAPOO3 TJARVIS 07/21/2011 4:31:10PM EDT Success  Posted  Details

Copy and paste this number into the Process Instance box.

Click Run
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Favorites Main Menu > Accounts Payable > Reports : Vouchers : WT Voucher Status Report

Process Scheduler Request

UserID: TJARVIS Run Control ID: vT_VOUCHER_STATUS_RPT-EXTRACT
Server Name: Run Date: pri21r2011 i

*  Run Time: 4:36:18PM Resetto Current Date/Time I

Recurrence:
Time Zone: Q

Process List

Select |Description Process Name Process Type *Type *Format Distribution

S0V Voucher Status Report VTAPOOD3 Crystal Web PDF Distribution

oK Cancel

Click OK

Famvr'rtes MainvMenu > Hccuuntsvpayable > Repi}rts > ‘u’t}ucvhers > WT Voucher Status Report

VTAPOO3 - Crystal Output

Run Control ID;  VT_VOUCHER_STATUS_RPT- Report Manager  Process Monitor
EXTRACT

Run

Process Instance 5402474

VOUCHER STATUS REPORT

Process Instance: 5402473

Click Run Button to run

Click on Report Manager link
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Click on Administration tab

Favovr'rtes MainvMenu b Accountgpayable > Repgrts b Vouc'hers > WT Voucher Status Report

List Explorer Administration Archives

View Reports For
User ID: TJARVIS Type: N ~ Last - [ 1 Days - Refresh |

Status: * Folder: ~ Instance: | to:|

Report List Customize | Find | \ Al First 4] 1110711 A Last

Report |(Prcs o .
Select D Instance Description " Format |Status Details

981356 5402473 VT Voucher Status Report 072112011 Acrabat oo oy Datails

43147PNM (*.pdf)

i
FS
; . ReportID  VTAPOS 1
State of Vermont Accounts Payable Page Na. 1
Faun Date. 181007
Voucher Status Report FanTime  12:05:40 B
Selecrion Criteria:
AP Busimess Unit: 01110
Voucher ID- Al
Tramsaction From Date: 10074501
W Tramsaction Thru Date: 07531
E i Approval Seatus: All
el Vaucher Held Stanus: Al
= Vendor Hold Searus All
7 Budget Checking Stams: Al
h Diuplicate Tnvaice Staruz: Al
Pavmen: Statuz: All
[
=
[}
E
E
[}
[}
v
E - d L1 Uy 0
E 14 4 Lof3 [ F’i‘..- ./‘ ||_|||—| oo Wi

Iannloaded (0B): Unknown Zong
The first page that opens is a cover’page
Click on Arrow for next page
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Address |&] http:ifrprdwebl. finman, stake, vt.us: 51 psreporks /FMRPT 792194 TAPOD3_2639567.FOF | &d &0 Links =
o D AT :
Aes@d (9D E&-LhHele |- 0383 hal
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= State of Vermont Accounts Payable Page No. 2
Voucher Status Report Foun Date. 1572007
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Done Unknown Zone

Second page of report opens.

Print the report by clicking on the printer icon.

Month-End Closing Instructions for Accounts Payable can be
found at:

http://finance.vermont.gov/policies-and-procedures/vision-closing-instructions

A complete listing of reports and queries available in VISION
for the Accounts Payable module can be found on the
Finance & Management website at:

http://finance.vermont.gov/training-and-support/vision-manuals/reporting-
manual
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