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Business Process

Overview of the VISION process:
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There will be a 1 —1 relationship between a supplier’s invoice and a VISION voucher. That is, each
invoice will become a separate voucher. Vouchers may contain multiple invoice lines — which can relate
to separate charges (labor vs. equipment), prior year or current year charges or to allow withholding or
non-withholding applicable charges to be coded separately. Vouches may also contain multiple
chartfield distribution lines within one invoice line to allocate costs to several funds or departments,
classes, programs, or projects.

The 1 -1 relationship will facilitate duplicate invoice checking across all units within the system, thus
minimizing the risk of paying a supplier invoice more than once. The fields that are checked for
duplications are: Supplier ID, Supplier Type, Supplier Invoice Date, Supplier 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 if valid
so that it can post or be deleted if not valid.

Vouchers will need to be matched (only applicable to PO vouchers), budget checked, submitted, and
approved in VISION before they can be 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.
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v

Vouchers will be paid based on the scheduled due date, which is determined by the supplier invoice
date and the default supplier 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 in
approved status at the time the VENDOR paycycle is processed. This will allow the check to reach the
supplier 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 supplier on any given day will be combined onto one check, ACH payment,
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 supplier.

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 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
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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:

¢ Do not 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.

¢ Do not 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 supplier
checks. This procedure can be found on the Finance and Management website at:

http://finance.vermont.gov/policies-and-procedures/vision-procedures

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

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

e Errorin 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 orany other reason the check is no longer needed for its intended purpose.

Note: VISION supplier checks that are valid and not in error but are undeliverable to the supplier (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.

Accounts Payable - July 2024 Page 6 of 171


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
http://www.bgs.vermont.gov/purchasing-contracting/contract-info/current
http://www.bgs.vermont.gov/purchasing-contracting/contract-info/current
http://www.bgs.vermont.gov/purchasing-contracting/contract-info/current
http://finance.vermont.gov/policies-and-procedures/vision-procedures

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 downward arrow to the right of this field to see what the choices are.

Payment Options

*Bank [PEOP3 Q Pay Grou ' *Netting Not Appicable Supplier Bank
*Account 0005 Q *Handling Regular Payment - LIC ID Messages
*Method [CHK @, Check HETT = [[Hotd Payment
- Actions DSeparate Payment

Message
Message will appear on remittance advice.

A drop-down menu will open, showing the available options:

Regular Payment -l
' Call Department
Held - Office of Child Support
Held by Employment & Training
Held by Tax Department
International Payment
Regular Payment

Send to Department

Sent to Trustee by Treasurer

Only use the following options:

¢ Call Department - 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.

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

» Send to Department - If a user wants the check sent back to his/her department for sending out
separately, they can select this option after changing the Account field to 0005 and the method to CHK.

¢ International Payment — This selection will default when selecting an international vendor. Checks will
be sent to the department for proper mailing/postage.

DO NOT USE these handling codes in a voucher:

¢ Held by the Office of Child Support

¢ Held by the Department of Employment & Training
¢ Held by the Tax Department

e Sentto Trustee by Treasurer

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

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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Payment Options

*Bank PEOP3

*Account 0005
Message
Message will appear on remittance advice
Schedule Payment
*Action  Schedule Payment

Pay

Save Save For Later

=] Notify ||&¥ Refresh

voice Information | Payments | Voucher Aftributes

*Method CHK X Check

Pay Group Q
'Handling R g lar P yment -

Hold Reasoné. m

Agency Location Code Required

Amount in Dispute
Payment Date| ccp Expired
Refgrence: Contract Retention

EFT incomplete or not Prenoted
Federal Supplier Inactive
Finandial Sanctions

Goods in Dispute

Inbound IPAC Regquired

Other

Quantity in Dispute

SAM Expired

Withholding Hold

*Netting Mot Applicable «
LiCID

= Actions

Supplier Bank

[¥] Hold Payment

|| separate Payment

_+ Add 4| Update/Display

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

will process as normal.

Separate Payment — Select this box if this payment needs to go separately to the supplier. This may be
used along with the Payment Handling options of Send to Department, Call Department or
International Payment; in that way the check will only pertain to one department’s payment for that

supplier in the paycycle.

Payment Options

*Bank |PECOP3
*Account 0005

Message
Message will appear on remittance advice.

*Method |CHK Q. Check

Pay Group Q
*Handling Regular Payment -
Hold Reason -

*Netting Mot Applicable «
LiC D

= Actions

Supplier Bank
Meszages

Prior Year Payables

Payments for goods or services received in a prior fiscal year must be designated with a “P” on the
invoice line that pertains to the prior year charge. Prior year and current year charges can now be
included within the same voucher. Note: Users must no longer use a PY prefix in the invoice field for

prior year payables.
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Frequently Asked Questions (FAQs)

How do | know if | 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.

Note: Users may also review vouchers that need attention by reviewing the My Work section in the
Accounts Payable WorkCenter but should validate all vouchers are posted /at a status to post by
running the VT_MER_VCHRS_NOT_POSTED query.

When will my voucher get paid?

Vouchers must be matched (if applicable), budget checked, and approved 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 | enter a voucher for an invoice that | received in the current fiscal year that is for an item
that includes charges relating to goods or services that | received in the prior fiscal year?

Invoice only includes prior year charges: When entering a voucher for goods or services received in the
prior fiscal year, the C/P indicator field on the invoice information page of the voucher must reflect a
value of “P” = Prior Year.

Invoice includes prior year and current year charges: When entering a voucher that includes goods or
services received in the prior fiscal year and current fiscal year, enter separate invoice lines and
indicate prior year or current year by using the appropriate value in the C/P Indicator field. ‘P’ = Prior
Year and ‘C’ = Current Year.

NOTE: Users must no longer use a PY prefix in the invoice field for prior year payables.

How do | correct a voucher that was entered with an incorrect C/P Indicator?

An Accounts Payable Journal Voucher is used to correct a C/P Indicator that was coded incorrectly. See the
‘Enter a Journal Voucher’ exercise in this manual for more information.

Can | change the terms on a voucher to ensure that the supplier gets paid on time?

You do not need to change the default payment terms to ensure that the supplier 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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Why has my voucher 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 named ‘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.
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1099 Reporting

Note: Beginning with tax year 2020 the IRS is requiring that nonemployee compensation, formerly
reported in Box 7 of the 1099-Misc form, will be reported via a 1099-NEC form. Also changed is gross
proceeds to an attorney which is now reported in box 10 of the 1099-Misc instead of box 14.

What is a “Reportable” Supplier?

A “reportable supplier” is a supplier that is set up in VISION as withholding applicable. This means that
payments made to these suppliers will be reported on a form 1099-NEC (Nonemployee Compensation)
or 1099-Misc unless the withholding check box is unchecked on the voucher invoice lines. Taxable grant
payments will be reported on a 1099-G.

The State is required by IRS rules and regulations to report certain payments to suppliers on a 1099-
NEC, 1099-Misc or 1099-G Form. 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 type and class is correct for all
reportable invoice lines.

Suppliers that are set up in VISION as “reportable” suppliers:

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

¢ Individuals, Sole Proprietors, Partnerships

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

o All Suppliers 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. Therefore, all regular suppliers which provide
medical services are set up as reportable suppliers in VISION. (With the exception of tax-exempt
hospitals and hospitals owned by a government entity — these are not set up as reportable.)

¢ All Suppliers Providing Legal Services

All payments for legal services are required to be reported on a 1099-NEC except for gross
proceeds to an attorney which are reported via 1099-Misc. Therefore, all regular suppliers which
provide legal services are set up as reportable suppliers in VISION.

Please note that suppliers 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 supplier on the indicated 1099 and withholding class.

Payment Type

Being Paid To

Withholding Type

1099N = 1099-NEC

1099M = 1099-Misc
1099G = 1099-G

Withholding
Class

Withholding

Code
(Interface
Use Only)

Services (except medical) Per Individuals 1099N 01 7701
Diem Sole Proprietors
Partnerships
Witness Fees Individuals 1099N 01 7701
Expert Testimony Sole Proprietors
Partnerships
Medical and Health Care All suppliers (with the 1099M 06 9906
Services exception of tax-
¢ Includes Dental, Counseling, exempt hospitals or
and Veterinarian Services hospitals owned by a
¢ Does not include medical government entity)
supplies or pharmaceuticals
Attorney Fees / Legal Services Attorneys 1099N 01 7701
Law Firms
Other providers
of legal services
Gross Proceeds paid in Attorneys 1099M 10 9910
connection with legal services Law Firms
Other providers
of legal services
Prizes and Awards to non- Individuals 1099M 03 9903
employees Sole Proprietors
Partnerships
Punitive Damages Individuals 1099M 03 9903
Sole Proprietors
Partnerships
Rental of Space or Building Individuals 1099M 01 9901
Sole Proprietors
Partnerships
Rental of Equipment without Individuals 1099M 01 9901
an operator Sole Proprietors
Partnerships
Rental of Equipment with an Individuals Equipment portion: Equipment: Equipment:
operator —invoice bills Sole Proprietors 1099M 01 9901
equipment and operator Partnerships Operator portion: Operator: Operator:
separately 1099N 01 7701
Rental of Equipment with an Individuals 1099N 01 7701
operator —invoice bills as one Sole Proprietors
price for both Partnerships
Grants - if grantincludes Individuals 1099N 01 7701
service agreement Sole Proprietors
Partnerships
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The following types of payments are reportable to the supplier on the indicated 1099 and withholding class.

Withholding Type Withholding
. . 1099N = 1099-NEC Withholding Code
PR Being Paid To 1099M = 1099-Misc Class (Interface
1099G = 1099-G Use Only)
Grants — Taxable grants (per Individuals 1099G 06 8806
federal or state grant program Sole Proprietors
or if not excluded in not- Partnerships
reportable table below)
Grants — Economic relief Sole Proprietors 1099G 06 8806
related to a federally Partnerships
declared disaster

The following payments are not reportable to the supplier 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 Services)

Tax exempt hospitals - Hospitals owned by a
government entity

Refunds All suppliers
Reimbursements for meals, lodging, mileage or other All suppliers
expenses incurred in performance of a contract

or service provided
State Benefits (i.e. foster care, state assistance) All suppliers
Purchases of Merchandise (including medical supplies All suppliers

and pharmaceuticals)
Telegrams
Telephone services
Freight
Grants — paid as reimbursements All suppliers
Grants —state aid All suppliers
Grants — Scholarship or Fellowship All suppliers
Grants — other non-taxable grants (per federal grant All suppliers
program or guidelines or per state grant program)
Grants —economic relief related to a Individuals

federally declared disaster Corporations

Tax Exempt Organizations

Please note: The lists above are not all inclusive — if you are making a payment and are not clear as to
which form the payment is reportable on or whether it is reportable at all, please contact Financial

Operations for clarification.
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How to determine if a supplier is subject to 1099 Reporting
When a voucher is created, a Withholding hyperlink will appear next to the Invoice Total box on the

Payment Information tab if the supplier is set up for 1099 reporting:

Invoice Total Non Merchandise Summary

involca information || Paymems || Wouc
Businsss Linit 01110 Invoice Mo ||
voueher I NEXT Apcounting Date (11202020 W Lina Total 0 Session Detauks
Vioucher Style Reguiar Voucher “Pay Tenms | NET3) & N 30 *Currsncy usD|q wE{M)
vk Data W Bagls Dats Typs vzt Mechitaand i rd
Fraight 3
Inviics Rscaived W 0! ¥
© Smith Bulkders Tata: A ler S2aron
Suppiier ID | 0000385 & Controd Group [ Diffsrancs T Supplier Hierarom
Shorthams =0 (G Incompits Vouchsr Supplier 350
Location i L Grant ID )
i -
“hchdrass | (e} CFDA#
f=10) Saua For Later Action R Cakulate Print
Copy From Source Document
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Looking up Suppliers

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

Supplier additions and changes can be requested via the electronic Supplier Add and Update Request
Forms found at Suppliers > Supplier Information > Supplier Forms.

The following explains how Suppliers are maintained in VISION and how to find and use that
information. Due to the nature of the Supplier information in VISION, it is critical that all operators who
will use Supplier information have some understanding of the information contained within the
Supplier files and how the information is used in VISION.

Searching for a Supplier

WorkCenter Navigation: Accounts Payable WorkCenter (AP) > Links pagelet > Suppliers > Supplier
Information

Navigator Menu Navigation: Suppliers > Supplier Information > Add/Update > Supplier
The Supplier Information page displays:

Supplier Information
B Add a New Value]
Find an Existing Value = —

Search Criteria
Mote: Search will return resulls last updaled 13 hours apa (012802024 08

:]_-‘"-'- { Smarches [ Choose fram recenl searches W | & ::_-::_._:_-: sarches [ Choose from saved searches AV

1. SetID - “STATE” is used for all suppliers, making suppliers available to all users
Supplier ID - Use the Supplier ID field only when you already know the Supplier ID number

3. Persistence - When searching for suppliers, use the “Persistence” field to narrow your search
results. If you are searching for a regular supplier, then the “Persistence” should be set to “Not

= One Time” so that only regular suppliers are returned. If you are searching for a one-time
supplier, then the “Persistence” should be set to “= One Time” so that only one-time suppliers
are returned

4. Short Supplier Name - This field has been used differently over the years, so we recommend
that you do not use it

5. Our Customer Number - Not used by the State of Vermont
. Supplier Name - Supplier Names setups vary depending on the type of supplier
7. Click on Search

Accounts Payable - July 2024 Page 15 of 171



One-Time Suppliers:

You may encounter some suppliers whose “Persistence” is equal to “One Time”. These are suppliers
that were set up to be used only once. and they are in One-Time suppliers that have a status of
“Inactive” and are not available for use again. Therefore, if it is the only instance of the supplier for
whom you are searching if your search returns only one-time suppliers with an inactive status, you will
have to submit a Supplier Add Request Form to have a new number supplier added. We recommend
that you search for a supplier using criteria of Persistence not = “One Time” so you do not find these in
your search for a supplier id.

Search for a supplier by Supplier Name

Search using “contains” instead of “begins with” and use the most uncommon word in the name of the
supplier to limit the search results.

Example: To look up a regular supplier - Fletcher Allen Healthcare:

Supplier Information

Find an Existing Value
Search Criteria

Note: Search will return results last updated 12 hours ago (01/28/2024 08:05:02FM)

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

@ Add a New alug|

wy Recent Searches  [Choose from recent searches
S

v # ] Saved Searches | Choose from saved searches v1Z

Keywords

SetlD | contains ~
Syoplier 10| conizine o

STATE s}

Persistence | having phrase w

One Time ~ I

Short Supplier Mame | contains et
Our Customer [ s W

2
[w]

I Supgplier ‘lame Fletcher Allen o I
OFAC Status | = ]| |

Addifional Name | contains w

Supplier Status [ = ] [ v]

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

2. In Supplier Name, change “begins with” to “contains” and then type in Fletcher Allen

3. Click Search
Search results appear:

Search Results
Tresults SetlD "STATE", Persistence "One Time" +1 more

View All | (2 First (4 1-7of7
Our
SetiD Supplier ID  Persistence Short Supplier Name Customer  Supplier Nam
Number
. . . . Fletoher Allsn
STATE 0000001810 Regular FAHC  -001 {blank s
. . . - . Flstcher Allsn
STATE 0000007450 Regular FAHC  -025 {blank) Cetener Ale
" Pery 5 g / y Fletcher Allen
STATE 0000114628 Regular FAHC-026 {blank Fletcner Ale
Fletcher Allen
STATE  DODODOT451 Regular FAHCMEDICA 001 (blank) Health Care
Medical Staff
Fletcher Allen
STATE  DODODOT453 Regular FAHCIFANNY 001 (blank) Health Care/Fanny
Allen
Fletoher Allsn
STATE 0000007452 Regular FAHC/MCHVC-001 {blank) Heallh CareMGHV
Campus
STATE 0000278412 Regular FAHCMEDICA-002 (blank) Flsicher Allen

Medical Center

Last

Click on the desired supplier
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Once you’ve found the correct supplier you are in Supplier ID #pages, you can check the available
addresses — (there may be multiple) addresses by using the View All or left and right arrow buttons to
scroll through all the addresses. 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 Address tab:

Summary ldentifying \Ncr-‘ﬂa(mnl Address I Contacts Location Custom

SetlD STATE Supplier Address Search
Supplier ID 0000114628 Short Supplier Name FAHC-D26 Supplier Fletcher Allen Health Care
Supplier Address Find | View All First & 10f2 (& | ast
AddressID 1
Description RemitiOrder Burlington
Details Find | View All First ‘&) 1of1 ‘& Last

Effective Date 04/15/2003 EiTecive Siiis: s

Country USA United States

Address 1 i | inda Norton
Address 2 \yyc/sT Joseph 3400
Address3 g ProspectSt

Ci

ty Burlington
County Postal 05401
State VT Vermont
Email ID
Payment/Withholding Alt Names
Phone Information Personalize | Find | View All | Iij'l ;_:i‘ First 49 10f1 ‘&' Last

Type Location Prefix Telephone Extension

Business Phone

igh Return to Search 1] Previous in List =] Wextin List 73 MNotify

Summary | Identifying Information | Address | Contacts | Location | Custom

If you do not find the address you need or the address you need is inactive, then you must submit a
Supplier Update Request Form to either have a new address added, or to replace an existing 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 supplier address was inactivated prior to submitting a Supplier
Update Request Form.

Note: Finance does not have any “quick” method of verifying active/inactive addresses other than
manually searching through the supplier 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 supplier to use, contact the VISION supplier
request e-mail address at VISION.SupplierRequests@vermont.gov.
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Searching Using the Keywords Search

Supplier Information

Find an Existing Value (@) Add = New Vslus

Search Criteria
Mote: Search will return results last updated 12 hours ago (01/28/2024 05:05:02FM),

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

@RE cent Searches  |[Choose from recent searchas v & (] Saved Searches | Choose from saved searches v

Keywords | Fletcher Allen @
SetlD | contains w STATE Q
Supplier ID
Persiztence [ having phrase wl |
Short Supplier Name QR
Our CUSome [ ontains ] Q

Mumber

Click on the Information icon for search tips:

Keyword Search Tips

Help

= Phrases: Use double
guotes (" "} around words
that make up a phrase.
For example: "year-and
report”

= Al Words: Use an
ampersand (&) to specify
that all words must
appear in the results. For
example: documenis &
reporis

= Any Words: Us= a pipe ()
to specify that any word
must appear in the
results. For example:
‘year-end report' | report

= Partial strings: Us= an
asterisk (%) to search for
partial strings. For
example: doc® would
return wiords beginning
with doc, such a=s
documents, documentary,
documentation

Return

You can use the Keywords option to search many fields within the Supplier pages at the same time to

locate suppliers. It is recommended that you use the most uncommon word (or words) when searching
to narrow your results (e.g. If you use just the word Fletcher, the search returns over 300 rows, but if

you use Fletcher Allen it narrows the results down to 30 rows returned.)
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Search Results

30 results - Keywords "Fletcher Allen”,

Hide Filter Panel

SetiD

O STATE (230)

Address

»

Supplier Status

O Inactive (30)

Open For Ordering

United States (30)

0O e

Supplier Classification

O

Created Date

»
»
»
»
»
»
»

2014 (3
201143)
2008 (2}
2007 (1)
2003 (1)
1880 (12)
1800 ()

SetlD "STATE"

Grid

SetiD

STATE

STATE

STATE

STATE

STATE

STATE

STATE

STATE

STATE

STATE

STATE

STATE

STATE

STATE

STATE

List

Supplier I

0000001810

0000002573

0000007450

0000007451

0000007452

0000007453

0000007455

0000030550

0000114628

0000137283

00001528

00002047

0000226552

Persistence.

Regular

Regular

Regular

Regular

guiar

Regular

ular

One Time

Ona Time

O Include History

Our
Short Supplier Name Customer
Number
FAHC  -001 (blank)
NHAYTCLIN-O01 (olznk}
FAHC  -025 (olznk}
FAHCMEDICA-001 (olznk)
FAHC/MCHVE 001 (blank)
FAHC/FANNY-001 (olznk}
INEWHAMP-001 (olznk}
HOODVIRGIN-01 (blank)
FAHC-028 (olank)
FLETCHER A-001 (olznk)
ETCHER A-005 (blank)
FLETCHER A-007 (olank)
FLETCHER A-001 (olznk)
FLETCHER A.002 (blank)
FLETCHER A-008 (olank)

O correct History

Supplier Name.

Fletcher Allen Health ¢

WHAT Clinical Lab Management Assoc

Fletcher Allen Heslth Care

Fletcher Allen Heslth Care Medical Staff

Fletcher Allen Health Care/MCHY Campus

Fletcher Allen Health CareiFanny Allen

Vermont/New Hampshire Cytotechnology

Hood Virginia MD

Fletcher Allen Heslth Care

ETCHER ALLEN,HEALTH CARE

ALLEN AUXIL

FLETCHER ALLENVT IMAT

FLETCHER ALLEN HEALTH CARE

ETCHER ALLEN HOSPITAL

FLETCHER ALLENHEALTH GARE

OFAC
Status

Valid

valid

valid

valid

Valid

valid

Additional Name

(blani)

(blani)

cal Associates/UHC Campus

Madical Staff Ser

Health Care Management Dept

(blani)

Oncology Unit

Supplier
Status.
Inactive
Inactive
Inactive

Ina

Inacti

Inactive

Inactive

Inacti

Inactive

Inactive

Inactive

Inactive

Supplier
Classification
{blank)
(blank)
(blank)
{blank)
(blank)
(blank)
(blank)
(blank)
(blank)
{blank)
(blank)
(blank)
{blank)
(blank)

(blank)

Supplier City

Buriington

riington

riington

riington

riington

riington

JRLINGTON

2 BURLINGTEN

JRLINGTON

JRLINGTON

BURLINGTON

NGTON

Once the results display, you can further narrow the results by selecting the Filter by links on the left.
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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.

Note: Credit vouchers should be processed as adjustment vouchers.

Required Fields: Supplier ID*; Supplier 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 the voucher information.

WorkCenter Navigation: Accounts Payable WorkCenter (AP) > Links Pagelet > Vouchers > Voucher
Entry > Add a New Value

Navigator Menu Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry > Add a New Value
The Voucher page displays:

Voucher

Find an Existing Value
Add a New Value et g

*Business Unit |91110 aQ,

“Voucher ID NEXT

“Voucher Style [ Regular Voucher o
Supplier Name

Short Supplier Name
Supplier ID

Supplier Location

Jelyeyelyepye

Address Sequence Humber 0
Invoice Mumber

Invoice Date

Gross Invoice Amount 0.00
Freight Amount 0.00
Misc Charge Amount 0.00
PO Business Unit @,
PO Mumber
A
Estimated No. of Invoice Lines 1

Add

Your default BU will appear in the BU field. The Voucher ID will default as NEXT and Voucher Style will
default in as “Regular Voucher”

1. Business Unit - Leave as user default or enter appropriate business unit

2. Supplier ID - Enter the Supplier ID, including the leading zeros and tab out of field. Short
Supplier Name, Supplier Location, and Address Sequence Number automatically
populate

Note: If you need to search for a supplier use the following navigation:

WorkCenter Navigation: Accounts Payable WorkCenter (AP) > Links Pagelet > Suppliers >
Supplier Information > Click on Find an Existing Value tab

Navigator Menu Navigation: Suppliers > Supplier Information > Add/Update > Supplier
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3.

4,
5.
6.

Invoice Number - Enter Supplier’s Invoice number exactly as it appears on the supplier’s
invoice; to facilitate duplicate checking the invoice number entered in VISION must match the
invoice number on the invoice. Do not alter the Invoice Number during voucher entry by
removing information or including additional information that does not appear on the
Supplier’s invoice.

Note: If a supplier’s invoice number is not provided, enter relevant information to correlate
the voucher to the payment request.

Invoice Date - As per the Supplier’s invoice

Gross Invoice Amount - Enter gross invoice amount

Click Add or hit Enter

The Invoice Information page displays. Invoice and Supplier information defaults from previous page:

Voucher Style
Invoice Date 11092018 {7 Basis Date Type Inv Date
invoice Received

Copy From Source Document

*Distnbute by | Amoy
Itm

Quantity CiP Indicator

s ]

i | Payments | Vioueher Altibutes

Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is subject to 1099
Reporting. You must go to this link and code each invoice line as reportable or not reportable based on
the type of payment being made. Please see the 1099 Reporting section in this manual and the
exercise for Enter a Reqular Voucher with Reportable and Non-Reportable Lines for more information.

Invoice Total
Lins Total
“Cumsncy LISD
Miscallananus
Freight

Differanca
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7. Grant ID (Grant Vouchers only)

e [fthisinvoice is related to a grant, enter the grant number here
e You can use the magnifying glass to select the grant from the list
e Departments are required to update the fields per AOA’s Bulletin 5 and OMB’s Uniform

Guidance

Note: Grant numbers should not be used in the Invoice field.

8. CFDA # (Grant Vouchers only) - If this invoice is related to a grant, enter the grant CFDA

number(s) here

9. C/PIndicator - (current year/prior year) in Invoice Lines Section for all lines. You can mix

current and prior year lines on the same invoice

10. Under Distribution Lines —

e Enter Account or click on magnifying glass to select from the list

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

e Enter Department or enter the last 4 digits of your business unit (to narrow your search)

and click on the magnifying glass to select from the list

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

Invoice Information Voucher Attributes
Business Unit 03440 Invoice No Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date 11/ 8 5 Line Total 3,000.00 Session Defaults
Voucher Style Regular Voucher *Pay Terms NETDD a® fietow *Currency USD Comments(0)
Invoice Date |11/02/2013 [ Basis Date Type [nv Date Miscellaneous i Attachments (3}
Invoice Received 54 Freight = Termpkiie List
Advanced Supplier Search
DXC Technology Services LLC
----------------------------------- Total 3.000.00! Supplier Hierarchy
Supplier ID 000 5 a Control Group Q, Difference 000 Supplier 360
ShortName DXC TECHNC-001 | Incomplete Voucher
Location MACHDRAW a Grant ID Q
*Address |1 Q CEDA#
Save Save For Later Action v Run Calculate Print
Copy From Source Document
Invoice Lines (7 Find | View All First ‘4’ 1of1 &/ Last
Line 1 Copy Down SpeedChart Q oA =] [=]
- : ; PRAT/TEO02 a ne Asse!
Distribute by | Amount v Ship To PPATWTBI)
Item Description RS
Quantity CIP Indicator[C |Q
uom
Unit Price
Line Amount 3,000.00
Distribution Lines Personalize | Find | view all | & | & First ‘& fof1 &' Last
GL Chart | Exchange Rate || Assefs
szd{] Line Merchandise Amt Quantity *GL Unit Account Fund Dept Program Class Project Budget Date
&l = 3,000.00 03440 |@ [526000 |@ (10000 |@ [3440080000 |Q Q Q @ | 11/0972018
Save Save For Later
[=] Notify &% Refresh Ek Add 21 Update/Display
AU

The page should now look similar to the one above.

11. Click the Payments tab
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The Payments page displays:

Invoice Information Payments Voucher Attributes
Business Unit 03440 Invoice No Tt
voucher ID NEXT Invoice Date |1 8 el Action v Run
Voucher Style Regular Voucher Incomplete Vioucher
Total Amount 3,000.00 “Pay Terms NETOO Q. Due Now Schedule Payments
Supplier Name DXC Technology Services LLC
Payment Information Find | View All First & 1of1 &/ Last
[#[=]
Payment 1
*Remit to 0000366045 |Q Gross Amount 0.00 usD Scheduled Due [E Payment Inguiry
Location MACHDRAW |Q Discount 0.00 UsD Net Due Discount Denied
*Address |1 Q, Discount Due Late Charge
Accounting Date Exprass Payment
DXC Technology Services LLC PaymentEomments(g)
1775 Tysons Blvd Haliday/Currency
Tysons, VA 22102
Payment Options
*Bank PECP3 Q Pay Group Q *Netting | Not Applicable v Supplier Bank
*Account 0006 Q. *Handling | Regular Payment v Lic D E]essaltges
== ayou
*Method ACH Q. ACH Hold Reason Y action Hold Payment
- Actions
Message Separate Payment
Iessage will appear on remittance advice
Schedule Payment
*Action | Schedule Payment d Payment Date
Pay Y Reference
Save Save For Later

Review Payment information that defaulted in from the supplier.
Gross Amount shows SO, but the correct amount will fill in when the voucher is saved.

Note: The Remit to Address is the address that the payment will be sent to. If it is not correct, the
address must be updated on the Invoice Information page and when the voucher is saved the address
on the Payments page will update to match the address on the Invoice Information page.

12. Click Save

Summary || Related Documents || Invoice Information || Payments || Voucher Attributes || Eror Summary

Bysine ni i Invoice No TE Invoice Total Non Merchandise Summary

Voucher ID 01 2 Accounting Date 11/ 8 5 Line Total 3,000.00 Session Defaults

lGucher Style lar Voucher *Pay Terms NET0O a2 F s “Currency ustie, Comments(0)

Invoice Date 11/03/2018 El Basis Date Type Inv Date Miscellaneous F | Attachments (0)

Invoice Received [& Freight = Template List
. Advanced Supplier Search
DXC Technology Services LLC 3 £
= Total 3,000.00| Supplier Hierarchy

Supplier ID 0000266045 Q, Control Group Q T 55 Supplier 360

ShortName DXC TECHNO-001 |Q Grant ID Q
Location MACHDRAW Q, CEDA#
*Address |1 [ §

Save Action v Run Calculate Print
Copy From Source Document
Invoice Lines (2 Find | View All First ‘&' 1of1 &' Last

Voucher is saved and a Voucher ID has been assigned
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If you enter a voucher that exceeds $5,000 using certain account codes that could potentially be
identified as an asset, you will receive the following Message:

Message

IMPORTANT - POTENTIAL ASSET (22200,17)

One or more invoice lines have been identified as a potential asset that should be entered in the Asset Management (AM) Module at the time of acquisition.
Review the invoice lines and if needed, complete the asset related information on the asset tab to automatically create an asset in the AM Module or enter
the asset directly in the AM Module. If you are uncertain if the line should be an asset, please contact your department's asset Specialist or review VISION

Procedure #1: Asset Management Procedure found on the Finance & Management website.

Follow the Instructions to verify click OK to continue

Special Handling

Under the Payment Options 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 drop-down arrow to see what the choices are.

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

Business Unit 03440 Invoice No TEST11313
Voucher ID 01419952 Invoice Date [11/0%/2018 [5] Action a Run
Voucher Style Regular Voucher
Total Amount 3,000.00 *Pay Terms [NETDD @, Due Now Schedule Payments
Supplier Name DXC Technology Services LLC
Payment Information Find | View All First ‘4 10f1 &' Last
FE
Payment 1
*Remit to 0000366045 |Q & Gross Amount 3000.00 USD Scheduled Due |1 ] Payment Inguiry
Location [MACHDRAW |Q Discount 0.00 USD Net Due 1 Discount Denied
*Address 1 Q Discount Due Late Charge

Accounting Date Express Payment
Payment Comments(0)

DXC Technology Services LLC
Haliday/Currency

1775 Tysons Blvd
Tysons, VA 22102

Payment Options

*Bank PECP3 Q “Netting | Not Applicable v | Supplier Bank
*Account 0006 Q “Handling LiCID T::_:ges
5 Call Depariment y
Method ACH Q. ACH old Reason| |- e of Child Support | - | Hold Payment
Wastane mpioyment & Training | e Separate Payment

v
y Tax Department
International Payment
Regular Payment

Send to Department

Sent to Trustee by Treasurer |

Message will appear on remittance advice.

Schedule Payment

*Action Schedule Payment v
Pay Y, Reference

Save

[gh Retun to Search ||[=] Notity | |£3 Refresh

Summary | Related Documents | Invoice Information | Payments | Voucher Atiributes | Error Summary
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The only ones you would use in a voucher are:

e Regular Payment - A Payment made with no changes to this field, will show the handling
of Regular Payment. This is the default for this field

e Call Department - 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. You must also
change the Account to 0005 and select CHK as the Method

e Send to Department - If a user wants the check sent back to his/her department for sending out
separately, they can select this option. You must also change the Account to 0005 and select
CHK as the Method

¢ International Payment - This selection will default when selecting an international vendor. Checks
will be sent to the department for proper mailing/postage.

DO NOT USE these handling codes in a voucher:

e Held-Office of Child Support

e Held by Employment & Training

e Held by Tax Department

e Sentto Trustee by Treasurer
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.

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 drop-down box to see the list of reasons.

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

Business Unit 03440 Invoice No TEST11918

Voucher ID 014 Invoice Date |11/09/2018 & Action M Run

Voucher Style R

Total Amount 3, *Pay Terms NETDO Q Due Now Schedule Payments

Supplier Name DXC
Payment Information Find | View All First &' 10f1 & Last

®HE=

Payment 1

Scheduled Due [11/0
Net Due 11/0!
Discount Due

Payment Inquiry

*Remit to 0000366045 | Q &F Gross Amount
Location MACHDRAW |Q Discount
*Address |1 =4

Discount Denied

Accounting Date

Payment Options

*Bank [PEOP3 e} Pay Group Q *Netting | Not Applicable v Supplier Bank
0E Messages
*Account 1005 S LD
a Layout
*Method |ACH Q ACH Hold Reason v N Hold Payment
M - Actions
Message pine; Separate Payment
Message will appear on remittance aavice. < Required
Schedule Payment
Cant
*Action | Schedule Paymen d Payment Date
Pay 2 Reference
Save
Bh Return to Search [=] Natify = Refresh Es Add

summary | Related Documents | Inveice Information | Payments | Voucher Attributes | Eror Summary

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

*Bank PEOP2 Qa, Pay Group Q. *Netting | Not Applicable «

wh e 006 a " Reauiar Fayment s v s

Account 0005 a, Handling | Regular Payr ¥ LCcin £

*Method ACH O ACH Hold Reason v L

Meassage R Separate Payment
age will appear on remiftance advice

Separate Payment - Select this box if this payment needs to go separately to the supplier. This may be
used along with the Payment Handling options of “Send to Department” or “Call Department”; in that
way the check will only pertain to one department’s payment for that vendor in the pay cycle.

See the Budget Check Online and Submitting a Voucher for Approval sections
of this manual to complete the process.
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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.

Note: Credit vouchers should be processed as adjustment vouchers.

Required Fields: Supplier ID*; Supplier Name; Location; Address; Invoice Number*; Invoice Date*; Amount¥*;
GL Unit; Account; Fund; Department ID; Pay Terms; Item; Line Description

Note: 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 the voucher information.

WorkCenter navigation: Accounts Payable WorkCenter > Links Pagelet > Vouchers > Voucher Entry >
Add a New Value

Navigator Menu navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry > Add a New Value
The Voucher page displays:

Voucher

Add a New Value ), Find an Existing Value

*Business Unit 01110
*Woucher ID |NEXT
*Voucher Style [Regular Voucher ]
Supplier Name | Automatic Laiundry
Short Supplier Name | AUTOMATICL-001
Supplier ID' | 0000016592
Supplier Location |SINGLE

2 0 0 00
J ey €y €y &y &

Address Sequence Mumber 1t

Invoice Number | AP-102-Current date

Invoice Date [g1/11/2024 "

Gross Invoice Amount 10.00
Freight Amount 0.00
Misc Charge Amount 0.00
PO Business Unit @
PO Number [
A
Estimated No. of Invoice Lines 1

Add

Your default BU will appear in the Business Unit field. The Voucher ID will default as NEXT and Voucher
Style will default in as “Regular Voucher”.

1. Business Unit - Leave as user default or enter appropriate business unit

2. Supplier ID - Enter the supplier number, including the leading zeros and tab out of field. Short
Supplier Name, Supplier Location, and Address Sequence Number automatically populate

Note: If you need to search for a supplier use the following navigation:

WorkCenter navigation: Accounts Payable WorkCenter > Links Pagelet > Suppliers > Supplier
Information > Click on Find an Existing Value tab

Navigator Menu navigation: Suppliers > Supplier Information > Add/Update > Supplier
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3. Invoice Number - Enter Supplier’s Invoice number exactly as it appears on the supplier’s
invoice; to facilitate duplicate checking the invoice number entered in VISION must match the
invoice number on the invoice. Do not alter the Invoice Number during voucher entry by
removing information or including additional information that does not appear on the
Supplier’s invoice.

Note: If a supplier’s invoice number is not provided, enter relevant information to correlate
the voucher to the payment request.

4. Invoice Date - As per the supplier’s invoice
5. Gross Invoice Amount - Enter invoice amount
6. Click Add

The Invoice Information page displays:

Invoice Information Payments Voucher Aftributes
Business Unit 01110 Invoice No AP-102-Current dale Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date 11/0 el Line Total 10.00 Session Defaults
Voucher Style Regular Voucher “Pay Terms NET20 QA geran *Currency usolg, Comments(D}
Invoice Date |11/D9 = Basis Date Type Inv Date Miscellaneous | Attachments (0)
Invoice Received x| Freight Bl | Tempiae Lis
Advanced Supplier Search
% Total 10.00 Supplier Hierarchy
Supplier ID 00000 Control Group Q Difference 000 Supplier 360
ShortName AUTON Incomplete Voucher
Location SINGLE Grant ID Q
*Address 1 CEDA%
Save Save For Later Action v Run Calculate Print
Copy From Source Document
Invoice Lines (7 Find | View All First & fof1 &' [ast
el
One Asset ®I=
Q
c Calculate
Quantity C/P Indicator C_|Q
uom Q
Unit Price
Line Amount 10.00

The following information defaults in:
e Invoice and Supplier information defaults from previous page
e Accounting Date = current date (this must never be changed manually)

e Currency=USD

Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is subject to 1099
Reporting. You must go to this link and code each invoice line as reportable or not reportable based
on the type of payment being made. Please see the 1099 Reporting section in this manual and the
exercise for Enter a Regular Voucher with Reportable and Non-Reportable Lines for more
information.
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Under Invoice Lines:
7. Item - Enter the BDA being used for this purchase. If you are unsure of the correct BDAnumber

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

e 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.)

e The Ship to defaults in from the BDA item selected

8. C/PIndicator - Select C for current year or P for prior year, you must select this for each invoice
line and both C and P can be used within the same voucher
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Under Distribution Lines:

Invoice Information

Invoice Date 11/0¢
Invoice Received 5

A

Supplier ID D00 3
ShortName - §

Location SINGLE 4
*Address 1 Q

Save Save For Later
Copy From Source Document
nice Lines (7

Line 1
*Distribute by | Amo

Copy Down

Quantity

Item BL Q
Quantity
uom Q,
Unit Price
Line Amount 10.00
Distnbution Lines
GL Chart Excha As: =»
CODY  ing Merchandise Amt
Down ! . AT
+ [=] 1 10.00

Invoice No AP-

Invoice Total

Merchandise Summary

n Defaults

Accounting Date 11/D (] Line Total
*Pay Terms NET Q - Net 30 *Currency Q ]
Basis Date Type Inv Date Miscellaneous -
Freight =
Co = Total 10.00
-ontrol Group Q Difference 0.00
Incomplete Voucher
Grant ID Q
CFDA#
Action v Run Calculate Print
Find | View Al First ‘& 1of1 & Last
SpeedChart QL
+|=
T . One Asset i
Ship To PFMMTPO a,
Descrption A aps training, etc Calculate
CIP Indicator C
Personalize | Find | View Al | &1 | B First ‘A b/ Last
*GL Unit Account Fund Dept Program Class Project Pudget Date
qf @ (10000 Jo Q A, Q Q

If this is a single distribution line the amount will default in, otherwise enter the amount of the invoice
that you are going to pay for only this line and/or distribution

9. Account Number - Enter the account number or click on the magnifying glass to select from the list

10. Fund - Enter the fund or click on the magnifying glass to select from the list
11. Dept ID - Enter the Dept ID or enter the last 4 digits of your business unit (to narrow
your search) and click on the magnifying glass to select from the list

12. Program - Enter Program (If used by your department)
13. Class - Enter Class (If used by your department)
14. Project/Grant - Enter Project and/or Grant (If used by your

department) The page should now look similar to the one above.

15. Click on the Payments tab
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The Payments page displays:

Inveoice Information Payments Voucher Aftributes
Business Unit 01110 Invoice No |AP-102-Current date
Voucher ID NEXT Invoice Date 11/02/2018 el Action v Run
Voucher Style Regular Voucher Incomplete Voucher
Total Amount 10.00 *Pay Terms NET30 @, Net3D Schedul_e Paymem_s
Supplier Name Automatic Laundry
Payment Information Find | View All First ‘& 1of1 W/ Last
F[E=
Payment 1
*Remit to 0000016532 Q-"'j Gross Amount 0.00f USD Scheduled Due E‘] Payment Inquiry
Location [SINGLE Q Discount 0.00 usb Net Due Discount Denied
“Address |1 Q Discount Due Late Charge
Accounting Date Express Payment
Automatic Laundry Payment Commenis(J)
45 Border St Holiday/Currency
W Newton, MA 02465
Payment Options
*Bank PECP3 [} Pay Group a, *Netting ‘-N’fl_f_ Applicable v Supglier Bank
*Account 0005 [} *Handling | Regular Payment v Lcio Messagen
- " Hold Payment
*Method CHK Q@ Check Hold Reason v y %
~ Actions Separate Payment
Message
Message will appear on remittance advics.
Schedule Payment
*Action  Schedule Payment v Payment Date
Pay hd Reference

Review Payment information that defaulted in from the supplier.
16. 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 || Related Documents || Invoice Information || Payments || “oucher Attributes || Error Summary

Business Unit 04110
Voucher ID 00007ET9
Voucher Style Reqular Voucher

Invoice No AP-102-Current date
Accounting Date [11/02/2018
*Pay Terms NET30

&
q &

Net 20
Invoice Date 11/03/2013 [5] Basis Date Type Inv Date
Invoice Received ]
Automatic Laundry
Supplier ID 0000016552 i | Control Group &)
ShortName AUTOMATICL-001 |Q GrantID Q
Location SINGLE a, CEDA#
*Address 1 Q,

See the Budget Check Online and Submitting a Voucher for Approval sections
of this manual to complete the process.
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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.

Note: Credit vouchers should be processed as adjustment vouchers.

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

Note: 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 the voucher
information.

WorkCenter Navigation: Accounts Payable WorkCenter (AP) > Links Pagelet > Vouchers > Voucher
Entry > Add a New Value

Navigator Menu navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry > Add a New
Value

The Voucher Entry page displays:

Voucher

Find an Existing Value
Add a New Value et g

*Business Unit | p3440 Q,

*Voucher ID |NEXT

*Woucher Style [Regular Voucher v
Supplier Name | DXC Technology Services LL|C

Short Supplier Hame | DXC TECHNO-001

Supplier ID | 0000366045
Supplier Location | pACHDRAW

Address Sequence Mumber 16

{ Q2 0 0
P oy Sy Sy e

Invoice Number | SAMPLE111148

Invoice Date | g1/11/2024
Gross Invoice Amount 3000.00
Freight Amount 0.00
Misc Charge Amount 0.00
PO Business Unit Q
PO Number &)
A
Estimated Mo. of Invoice Lines 1

Add

Your default BU will appear in the Business Unit field. The Voucher ID will default as NEXT and Voucher
Style will default in as “Regular Voucher”.

1. Business Unit - Leave as user default or enter appropriate business unit
2. Supplier ID - Enter the supplier number, including the leading zeros and tab out of field. Short
Supplier Name, Supplier Location, and Address Sequence Number automatically populate
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Note: If you need to search for a supplier use the following navigation:

WorkCenter navigation: Accounts Payable WorkCenter (AP) > Links Pagelet > Suppliers >
Supplier Information > Click on Find an Existing Value tab

Navigator Menu navigation: Suppliers > Supplier Information > Add/Update > Supplier

3. Invoice Number - Enter Supplier’s Invoice number exactly as it appears on the supplier’s
invoice; to facilitate duplicate checking the invoice number entered in VISION must match the
invoice number on the invoice. Do not alter the Invoice Number during voucher entry by
removing information or including additional information that does not appear on the
Supplier’s invoice.

Note: If a supplier’s invoice number is not provided, enter relevant information to correlate
the voucher to the payment request.

4. Invoice Date - As per the supplier’s invoice
5. Gross Invoice Amount - Enter invoice amount
6. Click Add
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The Invoice Information page displays:

Invoice Information Payments Voucher Aftributes
Business Unit 03440 Invoice No|SAWMPLE111418 Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date [11/142013 5 Line Total 3,000.00 Session Defaults
Voucher Style Regular Voucher *Pay Terms [NETOD R Due Now *Currency usoq Comments(0)
Invoice Date |11/14/2013 IE] Basis Date Type |nv Date Miscellaneous = Attachments (0)
Invoice Received El Freight 5] et el
Advanced Supplier Search
DXC Technology Services LLC .
""""" o S Total 3,000.00 Supplier Hierarchy
Supplier ID 0000366045 Q Control Group & Difference oo Supplier 360
ShortName DXC TECHNGC-001 & Jacomplete Vouchor
Location MACHDRAW Q, Grant ID Q
*Address |1 Q. CEDA#
Save Save For Later Action v Run Calculate Print
Copy From Source Document
Invoice Lines (2 Find | View All First ‘& 1of1 ‘& Last
ke 1 Capy Dawn Speeithant a One Asset EIE
*Distribute by | Amount v | Rl o EEATATS0NS (6]
Item a Description Calculate
Quantity C/P Indicator|  |Q
uom
Unit Price
Line Amount 3,000.00
Distribution Lines Personalize | Find | View All | &) L;«_:‘ First ‘&' 1of1 &' Last
GL Chart || Exchange Rate || Assets
gg\z{] Line Merchandise Amt Quantity *GL Unit Account Fund Dept Program Class Project Budget Date
& [=] 1 3,000.00 03440 o a o aQ [ a o [iszoE |FH
Save Save For Later
[=] Notify | &% Refresh Ey Add || 5 Update/Display
Invoice Information | Payments | Voucher Aftributes

The following information defaults in:

e Accounting Date = current date (this must never be changed manually)
e Currency =USD

e Distribute by = Amount

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

e GLUnit

Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is subject to 1099
Reporting. You must go to this link and code each invoice line as reportable or not reportable based
on the type of payment being made. Please see the 1099 Reporting section in this manual and the
exercise for Enter a Reqular Voucher with Reportable and Non-Reportable Lines for more
information.

Invoice Total
Line Tots Qo0
*Cufmency usD|Qy
MIBCHENS0UE -
Fraight -
Tots [ 000
Differance 300
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In the Header:

7. Grant ID (Grant Vouchers only) - If this invoice is related to a grant, enter the grant number
here. You can use the magnifying glass to select the grant from the list. Departments are
required to update the fields per AOA’s Bulletin 5 and OMB’s Uniform Guidance

Note: Grant numbers should not be used in the Invoice field.

8. CFDA # (Grant Vouchers only) - If this invoice is related to a grant, enter the CFDA number(s)
here

Under Invoice Lines:

9. Description - Enter the description of what you are paying the invoice for
10. C/P Indicator - Select C for current year or P for prior year, you must select this for each invoice
line and both C and P can be used within the same voucher

Line 1 Copy Down Snoe.dunan. S k P
*Distribute by | Amount v Ship To PPATWTBO02 g
Item ({ Description Calculate
Quantity
uoM

C/P Indicator

Unit Price

Line Amount

GL Chart || Exchange Rate Assats | [FEN)

Under Distribution Lines:

11. Amount - Enter the full amount of the invoice if you are only using a single line and distribution
or enter the amount of the invoice that you are going to pay for only this line and/or
distribution

12. Account Number - Enter the account number or click on the magnifying glass to select from the
list

13. Fund - Enter the fund or click on the magnifying glass to select from the list

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

15. Program - Enter Program (If used by your department)

16. Class - Enter Class (If used by your department)

17. Project/Grant - Enter Project and/or Grant (If used by your department)
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Invoice Lines (2 Find | View All First ‘&' 1of1 ‘& Last
Line 1 Copy Down SpeedChart Q el =
. - = ATWTB0D2 One Asset
*Distribute by | Amount v Ship To PPATWTB0D2 a,
Item Q, Description Calculate
Quantity CIP Indicator|C_|Q
uom
Unit Price
Line Amount 3,000.00
Distribution Lines Personalize | Find | View All | &) ;&J First ‘& 1071 & Last
GL Chart | Exchange Rate || Assets
g’g&% | ine Merchandise Amt Quantity *GL Unit Account Fund Dept Program Class Project Budget Date
El = 1 1,500.00 03440 @ (526000 @ (10000 |@, (2440060000 @y o) a, Q, 11142018 |[)
Save Save For Later
=] Notify w7 Reires| Ek Add pdate/Display
[=] Notify % Refresh Ad 2% Update/Displ
Invoice Information | Payments | Voucher Attributes

18. Click on the Copy Down box if you want to copy the Chartfield information when adding
additional lines. If you do not want to copy the Chartfield information, leave this box blank
19. Click on the + box located at the end of the distribution line
A Prompt box opens with a default value of 1:

fintraining.erp.vermont.gov says

Enter number of rows to add:

19. Enter number of rows to add and click OK
Distribution Line 2 opens for Line 1 of the Voucher:

Copy From Source Document

Invoice Lines (7 Find | View All First &' 10f1 ‘&' Last
Line SpeedChart Q =
- 1 Copy Down o oo One Asset I
*Distribute by | Amount v Ship To WTB002 Q
Item Q Description CElRLEEE
Quantity CIP Indicator| | Q)
UoM
Unit Price
Line Amount 3,000.00
Distribution Lines Personalize | Find | View Al | | L;‘ First ‘& 1-20f2 &/ Last

GL Chart || Exchange Rate Assets

Copy

Down Line Merchandise Amt Quantity *GL Unit Account Fund Dept Program Class Project Budget Date
& = v 1 1,500.00 03440 @ 526000 Q, [10000 |Q |3440060000 |Q Q, Q. Q1142018 [H
= 2 1,500.00 03440 |G 526000 Q. 10000 |Q (3440060000 |Gy QL a, Q11142018 [

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
if you selected “copy down”

If you did not select “copy down”
20. Account Number - Allow default value to remain, enter a new account number or click on the
magnifying glass to select from the list
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21. Fund - Enter the fund or click on the magnifying glass to select from the list

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

23. Program - Enter Program (if used by your department)

24. Class - Enter Class (if used by your department)

25. Project/Grant - Enter Project and/or Grant (if used by your department)

26. Click on the Payments tab
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The Payments page displays:

Find | View All

Invoice Information Voucher Aftributes
Business Unit 03440 Invoice No [SAMPLET11413
Voucher ID NEXT Invoice Date [11/14/72018 El Action|
Voucher Style Regular Vioucher Incomplete Voucher
Total Amount 3 000.00 *Pay Terms NETOD @, Due Now
Supplier Name DXC Technology Services LLC
Payment Information
Payment 1
*Remit to 00003 [e¥=| I Gross Amount 0.00 UsSD I Scheduled Due
Location [MACHDRAW |Q Discount 0.000 UsSD Net Due
*Address |1 Q. Discount Due
Accounting Date
DXC Te
1775
Tysons, VA 22102
Payment Options
*Bank |PEOP3 Q Pay Group Q *Netting | Mot Applicable v
*Account 0008 Q *Handling | Regular Payment v LiC ID
“Method ACH @ ACH Hold Reason | v
~ Actions
Message
essage will appear on remittance advice.
Schedule Payment
=Action | Schedule Payment v Payment Date
Pay v Reference
Save Save For Later
[=] Notity || £ Refresh

Run
Schedule Payments

First ‘&' 10of1 & Last
EHE

Payment Inguiry

Discount Denied
Late Charge
Express Payment
Payment Comments{0)
Holiday/Currency

Supplier Bank
Messages
Layout
Hold Payment
Separate Payment

|Z§ Add 2 Update/Display

Review Payment information that defaulted in from the supplier.

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

27. 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

Summary Related Documents Invoice Information Payments Voucher Attributes
Invoice No |SAMPLE 111413
Accounting Date 11/14/2012
*Pay Terms NETOO
Invoice Date 11/14/2018 El Basis Date Type Inv Date
Invoice Received Ell

DXC Technology Services LLC

Supplier 1D 0000365045 Q. Control Group
ShortName DXC TECHNO-001 |G Grant ID
Location MACHDRAW 6§ CEDA#
*Address 1 a,
Save Action

Error Summary

a8

Due Now

See the Budget Check Online and Submitting a Voucher for Approval sections

of this manual to complete the process.
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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 supplier.

Note: Credit vouchers should be processed as adjustment vouchers.

Required Fields: Supplier ID; Supplier 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

WorkCenter navigation: Accounts Payable WorkCenter (AP) > Links Pagelet > Vouchers > Voucher
Entry > Add a New Value

Navigator Menu navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry > Add a New Value
The Voucher Entry page displays:

Voucher

Find an Existing Value
Add a New Value e =

*Business Unit | 53440
*oucher ID | NEXT

*Woucher Style [ Regular Voucher ek
Supplier Name ||rving Energy
Short Supplier Name || BVING ENE-D0Z
Supplier ID 0000001293
Supplier Location | MULTIPLE
Address Sequence Number 10

o 0 00 0
Fe g ey eyt py e

Invoice Number |COPYPOEX
Invoice Date |p1/11/2024

Gross Invoice Amount 0.00
Freight Amount 0.00
Misc Charge Amount 0.00
PO Business Unit Q,
PO Number qQ,
Estimated No. of Invoice Lines 1

Add

Your default BU will appear in the Business Unit field. The Voucher ID will default as NEXT and Voucher
Style will default in as “Regular Voucher”.

1. Business Unit - Leave as user default or enter appropriate business unit

2. Supplier ID - Enter the supplier number, including the leading zeros and tab out of field. Short
Supplier Name, Supplier Location, and Address Sequence Number automatically populate

Note: If you need to search for a supplier use the following navigation:

WorkCenter Navigation: Accounts Payable WorkCenter (AP) > Links Pagelet > Suppliers >
Supplier Information > Click on Find an Existing Value tab

Navigator Menu Navigation: Suppliers > Supplier Information > Add/Update > Supplier
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Invoice Number - Enter Supplier’s Invoice number exactly as it appears on the supplier’s
invoice; to facilitate duplicate checking the invoice number entered in VISION must match the
invoice number on the invoice. Do not alter the Invoice Number during voucher entry by
removing information or including additional information that does not appear on the

Supplier’s invoice.

Note: If a supplier’s invoice number is not provided, enter relevant information to correlate

the voucher to the payment request.

Invoice Date - As per the supplier’s invoice

Click Add

Invoice Information Payments

Business Unit 0
Voucher ID N

Voucher Attributes

Invoice No COPYPOEX Invoice Total

Accounting Date 11

[ Line Total

Voucher Style Ry her *Pay Terms NET30 Q, = Net 30 “Currency
Invoice Date 10/25/2018 [ Basis Date Type Inv Date Miscellaneous
Invoice Received El Freight
Irving Energy
000000 Total
0000 =
Supplier 1D 0000 29> Q Control Group Q Difference
ShortName [RVING ENE-002 (@
Location MULTIFLE @ Grant ID a
*Address 10 Q CFDA#
Save Save For Later Action v Run Calculate
Dopy From Source Document
IF'O Unit 01110 [} PO Number 0000000238 QI I Copy PO I Copy From | Nong
Invoice Lines (2
Line 1 Copy Down SpeedChart Q
*Distribute by | Amount v Ship To [PEMMTPOO1 Q

Print

Find | View All

Non Merchandise Summary
Session Defaults
Comments(0}

Attachments (0)

Template List

Adval d Supplier Search
Supplier Hierarchy
Supplier 360

First \# 1 of1 b Last

EE

One Asset

Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is subject to 1099
Reporting. You must go to this link and code each invoice line as reportable or not reportable based on
the type of payment being made. Please see the 1099 Reporting section in this manual and the
exercise for Enter a Reqular Voucher with Reportable and Non-Reportable Lines for more information.

7.
8.
9.

Grant ID (Grant Vouchers only) - If this invoice is related to a grant, enter the grant number

here. You can use the magnifying glass to select the grant from the list. Departments are

required to update the fields per AOA’s Bulletin 5 and OMB'’s Uniform Guidance

Note: Grant numbers should not be used in the Invoice field.

PO BU - Enter BU

Click on the chevron arrow “Copy From Source Document”

10. Purchase Order Number - Enter PO number
11. Click Copy PO

All information entered in the PO above defaults in under the Invoice Lines section. Verify that correct
chartfields have defaulted in from the PO above.
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Invoice Information || Payments || Voucher Attributes
Business Unit 01110 Invoice No [COP Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date 11/0! [51] Line Total 1,000.00 Session Defaults
Voucher Style Regular Voucher *Pay Terms |NET. Q =] Net 20 “Currency usDia, Comments{0}
Invoice Date [10/25/2013 i Basis Date Type Inv Date Miscellaneous F@ | Attachments (0}
Invoice Received El Freight 5 Template List
. Advanced Supplier Search
Irving Energy A .
"""""""" Total 1,000.00] Supplier Hierarchy
Supplier ID DO Q Control Group Q Piflsrence 500 Supplier 360
ShortName IRVING ENE-002 |Q Incomplete Voucher
Location MULTIFLE Q Grant ID aQ
*Address 10 Q CFDA#
Save Save For Later Action v Run Calculate Print
Copy From Source Document
PO Unit 01110 PO Number D Copy From | None ¥ Go
Invoice Lines (7 Find | View All First ‘&' 1of1 ‘&' Last
Line 1 Copy Down SpeedChart Q Purchase Order i el E=]
— - Ship To PEMIMTPO02 q .
Distribute by Amount -
Item [D00D00000DD0D0O5| QY Description GASOLINE FREMIUM Calculate
Quantity 500.0000 CIP Indicator G | Q)
vom|c a
Unit Price 2.00000 Adjust PO Percentage
I Line Amount 1,000.00 I Allocate by Percentage
Distribution Lines Persanalize | Find | View ail | 2| & First ‘&' 1of1 ‘&) Last
GL Chart || Exchange Rate || Assets
gg‘% Line PO Percent Percent Merchandise Amt  Quantity *GL Unit Account Fund Dept Program Class Project
] [=] 1, 100.0000 100.0000 1,000.00 500.0000 01110 @, 520110 Q10000 |Gy (1110003000 |Qy Q Q = B
( 3
Save Save For Later
= Notty, | |13 Resesh B pod || 51 Upsalemisqioy

In the Invoice Lines section for line 1, enter C/P (C=Current Year, P=Prior Year) Indicator
Review the “Distribute by” field. Field will display “Amount” and will be greyed out

If you are not vouchering for the full amount of the purchase order, update amount to the amount of
the invoice from supplier.

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

Adjust PO Percentage and Allocate by Percentage

Two buttons appear:
These buttons are used in the following ways:

Adjust PO Percentage

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.
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Allocate 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.

Summary || Related Documents || Invoice Information Voucher Attributes || Error Summary
Business Unit 01110 Invoice No|COPYPOEX Invoice Total Non Merchandise Summary
Voucher ID 00007676 Accounting Date 11/02/2018 Bl Line Total 1,000.00 Session Defaults
Voucher Style Regular Voucher *Pay Terms NET30 Q = Net 30 *Currency usol@, Commentsi0)
Invoice Date [10/25/2018 [5] Basis Date Type Inv Date Miscellaneous 5] Attachments (0)
Invoice Received [5 Freight = Template List
i v Advanced Supplier Search
rving Enery
_'"'"g' """ ., Total 1,000.00 Supplier Hierarchy
Supplier 1D 00000 QL Control Group Q, Difference S0 Supplier 360
ShortName [RVING ENE-DD2 |Gy Grant ID Q
Location MULTIFLE Q CFDA%
*Address |10 QL
Save Action v Run Calculate Print
Copy From Source Document
PO Unit 01110 PO Number 000D Copy From | None X Go
Invoice Lines (2 Find | View All First ‘4 fof1 & Last
Line 1 Copy Down SpeedChart [s% Purchase Order HE
istri A Ship To [PFMMTPO02 Q, One Asset
Distribute by Amount 01110/0000000238]1/1 "
Item |0000000000000035| @ Description [GASOLINE PREMIUM Associate Recelver(s) Calculate
Quantity 500.0000 CIP Indicator [C @ B R
UoM [GAL Q
Unit Price 2.00000 pdiust R Bevcenian.
Line Amount 1,000.00 Allocate by Percentage
Distribution Lines Personalize | Find | View All | EIN] @ First ‘& 1of1 ‘& Last
GL Chart || Exchange Rate Assets
Sg&ﬁ Line PO Percent Percent Merchandise Amt  Quantity *GL Unit Account Fund Dept Program Class Project
ﬂ j 1 100.0000 100.0000 1,000.00 500.0000) 01110 (@ 520110 G, (10000 |@ 1110003000 |Q a Q Q.
3
= Nty |[£2 Refresn [Ee Add || & Update/Display

12. Click on the Payments tab to 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.

13. 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 the Budget Check Online and Submitting a Voucher for Approval sections
of this manual to complete the process.
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Enter a Purchase Order Voucher with PY and CY Lines
Situations when this function is used: Purchase orders are created from a Requisition or to draw down
on a contract. Purchase Orders will need to be Amount only to drawdown one or more lines.
When the invoice is received, the information is copied from the purchase order into a voucher to pay
the supplier for both P (Prior Year) and C (Current Year) amounts on the same voucher.
Note: Credit vouchers should be processed as adjustment vouchers.
Required Fields: Supplier ID; Supplier 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
WorkCenter navigation: Accounts Payable WorkCenter (AP) > Links Pagelet > Vouchers > Voucher
Entry > Add a New Value
Navigator Menu navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry > Add a New Value
The Voucher Entry page displays:

Voucher
Add a New Value Q Find an Existing Value
*Business Unit | p1105 Q
*oucher ID | WEXT
*Voucher Style [Regular Voucher w
Supplier Name |\W B. Mason Co., Inc a,
Short Supplier Name | WEMASONCOI-001 Q
Supplier ID | 0000283240 Q
Supplier Location | pULTIPLE Q,
Address Sequence Number 2|q,
Invoice Number |test
Invoice Date |01/11/2024
Gross Invoice Amount 0.00
Freight Amount 0.00
Misc Charge Amount 0.00
PO Business Unit Q,
PO Mumber a,
Estimated Mo. of Invoice Lines i
Add

Your default BU will appear in the Business Unit field. The Voucher ID will default as NEXT and Voucher
Style will default in as “Regular Voucher”.

1. Business Unit - Leave as user default or enter appropriate business unit

2. Supplier ID - Enter the supplier number, including the leading zeros and tab out of field. Short
Supplier Name, Supplier Location, and Address Sequence Number automatically populate

Note: If you need to search for a supplier use the following navigation:

WorkCenter Navigation: Accounts Payable WorkCenter (AP) > Links Pagelet > Suppliers >
Supplier Information > Click on Find an Existing Value tab

Navigator Menu Navigation: Suppliers > Supplier Information > Add/Update > Supplier

3. Invoice Number - Enter Supplier’s Invoice number exactly as it appears on the supplier’s
invoice; to facilitate duplicate checking the invoice number entered in VISION must match
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o

8.
9.

the invoice number on the invoice. Do not alter the Invoice Number during voucher entry
by removing information or including additional information that does not appear on the
Supplier’s invoice. Note: If a supplier’s invoice number is not provided, enter relevant
information to correlate the voucher to the payment request.

Invoice Date - As per the supplier’s invoice

Click Add
Grant ID (Grant Vouchers only) - If this invoice is related to a grant, enter the grant number

here. You can use the magnifying glass to select the grant from the list. Departments are
required to update the fields per AOA’s Bulletin 5 and OMB’s Uniform Guidance
Note: Grant numbers should not be used in the Invoice field.

CFDA # (Grant Vouchers only) - If this invoice is related to a grant, enter the CFDA number(s)
here

Click on the chevron arrow “Copy From Source Document”
PO BU - Enter BU

10. Purchase Order Number - Enter PO number
11. Click Copy PO button

Copy From Source Document

PO Unit[01105 Q PO Number 0000008545 |Q Copy PO
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All information entered in the PO above defaults in under the Invoice Lines section. Verify that correct
chartfields have defaulted in from the PO above.

Invoice Information | Payments || Voucher Attributes
Business Unit 01105 Invoice No fest Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date 058/20/2019 [ Line Total 1.00 Session Defaults
Voucher Style Re a 5 Net 30 “Currency usola, Comments(0)
Invoice Date D&/0 B Basis Date Type Inv Date Wiscellaneous F Atiachments (0)
Invoice Received [ Freight = Template List
Advanced Supplier Search
Total 500.00| Supplier Hierarchy
Supplier ID0000 Q Control Group Q Difference 10000 Supplier 360
ShortName WBMASONCOI-001Q Incomplete Voucher
Location MULTIPLE a, Grant ID Q
*Address 2 a CFDA#
Save Save For Later Action v Run Calculate Print
Copy From Source Document
PO Unit 01105 PO Number 000 Copy From ¥ Go
Invoice Lines (2 Find | View All First &' 1of1 ‘& Last
i oy SpeedChart Q Purchase Order ek =
Ship To PDINTPODT Q S
Distribute by Amount 0110510000008545{1]1 ;
Item Q Description OFFICE SUPPLIES Associate Receiver(s) Calculate
Quantity 1.0000 Packing Slip # Amount Only
UOM EA Q, Contract Info | 000000 00000341
Unit Brice [1 00000 761111/0]18873 4
E. = Adjust PO Percentags
Line Amount 00 ] I CIP Indicator C |Q I : =
Allocate by Percentage
Distribution Lines Personalize | Find | View All | @ L:f} First ‘&' 1of1 &/ Last
GL Chart || Exchange Rate || Assefs
gg‘% Line PO Percent Percent Merchandise Amt  Quantity *GL Unit Account Fund Dept Program Class Project
H] =] 1 100.0000 100.0000 1.00 1.0000 D1105 (@ 620000 |@ 59300 |@, (1105501100 |Q Q Q Q
»
Save Save For Later

Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is subject to 1099
Reporting. You must go to this link and code each invoice line as reportable or not reportable based on
the type of payment being made. Please see the 1099 Reporting section in this manual and the
exercise for Enter a Reqular Voucher with Reportable and Non-Reportable Lines for more information.

Invoice Total
Line Tots 000
*Cufmency usD|Qy
MIBCHENS0UE -
Fraight -
Tota [ 000
Differance 200

In the Invoice Lines section: Line 1 is used for the Prior Year amount, enter P (P=Prior Year) Indicator
and line 2 is used for the Current Year amount, enter C (C=Current Year) Indicator.

Review the “Distribute by” field. Field will display “Amount” and will be greyed out

If you are not vouchering for the full amount of the purchase order, update amount to the amount of
the invoice from supplier.

To copy in a second line, select Purchase Order Only from the Drop-Down Menu next to Copy From box
and select Go.

Copy From Source Document

PO Unit 01105 PO Number 0000008545 Copy From | Purchase Order Cr v Go
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This brings you to the Copy Worksheet option. Enter Purchase Order number that you want to copy
from and click Search. Select the purchase order line that you want to copy to voucher and click the
Copy Selected Lines button.

Copy Worksheet

Business Unit 01105 Voucher NEXT

PO Lookup Criteria

Return to Invoice Information

Max Rows

Additional Search Criteria

_PQ Business Unjt 01105 Q_agency of Digital Services Reset View Matched /Cancelled Only
PO Number From 0000008545 aQ, PO Number To aQ,
PO Line Number From Q PO Line Number To Q
*PO Date Option | No Date v PO Date El

I Copy Selected Lines I

Select PO Lines Find | View Al First 4/ {of1 '}/ Last
PO Unit 01105 PO Number 0000008545
Supplier ID 00002233240  W.B. Mason Co, Inc PO Date 07/25/2019
Y Select All Deselact All
Select PO Lines Personalize | Find | View All | Q First ‘4 1of1 '}/ Last
Main Information Contract Information
Select Unit Price IP_‘Iiunr:enber :E?:S:rle Item ID Description \?;f:l:z}red uom Merchandise Amount Currency PO Gty
v 500.00000 1 1 OFFICE SUPFLIES 1.0000 EA 500.000 USD 1.0001
3
¥ Select All Deselect All PO Line Count 1
PO Total §500.00

In the Invoice Lines section: Line 1 is used for the Prior Year amount, enter P (P=Prior Year) Indicator
and line 2 is used for the Current Year amount, enter C (C=Current Year) Indicator.

Review the “Distribute by” field. Field will display “Amount” and will be greyed out

If you are not vouchering for the full amount of the purchase order, update amount to the amount of

the invoice from supplier.

Invoice Lines (% Find | View All Frst ‘4" 2072 W' Last
Line SpeedChart Q Purchase Order =
: iy o Ship To [PDIIMTPOO Q gt =
Distribute by Amount = 01105|0000008545]1]1
Item Q Description [OFFICE SUPPLIES Assaciate Receiver(s) Calculate
Quantity |1.0000 Packing Slip # Amount Only
UOoM EA Qa Contract Info |00000000000000000000341
Llpit Poca 2 00000 76111 A
I Line Amount 1.00 I I /P indicator P |Gy I Adjust PO Percentage
Allocate by Percentage
v Distribution Lines Personalize | Find | View All | &) E&‘ First ‘4’ 1of1 ‘& Last
GL Chart || Exchange Rate | Assels
gg‘% Line PO Percent Percent Merchandize Amt  Quantify *GL Unit Account Fund Dept Program Class Project
+] [=] [ 1 100.0000 100.0000 1.00 1.0000 01105 |G, 520000 &, /69300 |Q (1105501100 |G Q Q Q
»
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Review the Address information that defaulted in from the supplier. If the address should be changed
click on the magnifying glass to select the correct address the payment should be 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.

Summary Related Documents Invoice Infermation Paymenis Woucher Affributes Error Summary

Business Unit 04105 Invoice No test
Voucher ID 00027452 Invoice Date D5/D1/2012
Voucher Style Reqgular Voucher
Total Amount 2.00 *Pay Terms NET30 @ Net30
Supplier Name W B Mason Co, Inc

Payment Information

Payment 1

*Remit to 0 =3 Gross Amount 200 UsD

Location MU Discount 0.00) USD
“Address 2
Boston, MA 02298-1101
Payment Options

*Bank PECP3 Q Pay Group
*Account 0005 Q) *Handling | Regular Payment
*Method CHK Q Check Hold Reason
Message

Message will appear on remittance advice
Schedule Payment

*Action | Schedule Payment v Payment Date

Pay Y Reference

[ Action

Scheduled Due 0

Net Due
Discount Due
Accounting Date

*Netting | Not Applicable v

LD

0873172019

« Actions

Find | Vi

ew All

Run

Schedule Payments

First & 1of1 % Last

[#[=]

Payment Inguiry
Discount Denied

Late Charge

Express Payment

Payment Comments(0)

Haliday/Currency

Supplier Bank
Messages
Hold Payment
Separate Payment

13. Click on the Payments tab to 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.

14. Click Save
e Voucheris saved

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

See the Budget Check Online and Submitting a Voucher for Approval sections

of this manual to complete the process.
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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 supplier. In some cases, the purchase order may have multiple invoices that need to be paid
againstit. The following directions show how to pay an invoice using only part of a purchase order.
Required Fields: Supplier ID; Supplier 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

WorkCenter navigation: Accounts Payable WorkCenter > Links Pagelet > Vouchers > Voucher Entry >
Add a New Value

Navigator Menu navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry > Add a New Value
The Voucher Entry page displays:

Voucher

Find an Existing Value
Add a New Value Q =

*Business Unit |g1105 «}
*Voucher ID |NEXT
*Woucher Style | Regular Voucher w
Supplier Name ||rving Energy
Short Supplier Name | |RVING ENE-D02
Supplier 1D | 0000001293
Supplier Location | MULTIPLE
Address Sequence Number 10

2 0000

Invoice Number |tAP109TEST

Invoice Date |(1/11/2024
Gross Invoice Amount 0.00
Freight Amount 0.00
Misc Charge Amount 0.00
PO Business Unit Q
PO Number Q
Y
Estimated Mo. of Invoice Lines 1

Add

Your default BU will appear in the Business Unit field. The Voucher ID will default as NEXT and Voucher
Style will default in as “Regular Voucher”.

1. Business Unit - Leave as user default or enter appropriate business unit

2. Supplier ID - Enter Supplier ID number

3. Invoice Number - Enter Supplier’s Invoice number exactly as it appears on the supplier’s
invoice; to facilitate duplicate checking the invoice number entered in VISION must match the
invoice number on the invoice. Do not alter the Invoice Number during voucher entry by
removing information or including additional information that does not appear on the
Supplier’s invoice.

Note: If a supplier’s invoice number is not provided, enter relevant information to correlate
the voucher to the payment request.

4. Invoice Date - Enter as per the supplier’s invoice

5. Click Add
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The Invoice Information page displays:

Invoice Information Payments Voucher Aftributes
Business Unit 01115 Invaice No AP 10 Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date |1 il Line Total 0.00 ssion Defaults
Voucher Style Regul her “Pay Terms NET30 Q = Net 30 Currency usola, ntsi0)
Invoice Date 11/15/2018 [ Basis Date Type Inv Dat Miscellaneous = Attachments (0}
Invoice Received El Freight = Template List
- Advanced Supplier Search
Irving Energy
"""""""" Total 0.00 Supplier Hierarchy
Supplier ID D000 Q Control Group Q Difference e Supplier 360
ShortName |RVIN -002 |y
Location MULTIPLE Q Grant ID Q,
*Address 10 (&} CEDA¥
Save Save For Later Action v Run Calculate Print
Copy From Source Document
Invoice Lines (7 Find | View All First (&' 10of1 @ Last
Line "t £oy Down posthad, e One Asset ®][=]
*Distribute by | Amount ¥, Ship To PFMMTPOO1 aQ
Item Q Description Calculate
Quantity CIP Indicator| |Gy
Uom
Unit Price
Line Amount 0.00

The following information defaults in:

e Accounting Date = current date (this must never be changed manually)
e Currency =USD

e Distribute by = Amount

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

e GL Unitdefaultsin

Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is subject to 1099
Reporting. You must go to this link and code each invoice line as reportable or not reportable based on
the type of payment being made. Please see the 1099 Reporting section in this manual and the exercise
for Enter a Regular Voucher with Reportable and Non-Reportable Lines for more information.

Invoice Total
Line Tots 000
*Currency S0
MIBCSEENa0Us
Fraignt

Total [ 000

Differance

In the Header:

6. Grant ID (Grant Vouchers only) - If this invoice is related to a grant, enter the grant number
here. You can use the magnifying glass to select the grant from the list. Departments are
required to update the fields per AOA’s Bulletin 5 and OMB’s Uniform Guidance
Note: Grant numbers should not be used in the Invoice field.

7. CFDA # (Grant Vouchers only) - If this invoice is related to a grant, enter the CFDA number(s)
here
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Copy From Source Document

]

I Copy From | Purchase Order Or

PO Unit Q PO Number Q Copy PO
Invoice Lines (2 Find | View Al First ‘&' 1of1 &) Last
Line SpeedChart Q. —
- 1 Copy Down - BT o One Asset EIE=
*Distribute by | Amount v Ship To PFMMTFOD Q
Item Description Calculate
Quantity C/P Indicator|  |@
uom
Unit Price
Line Amount 0.00
Distribution Lines Personalize | Find | View All | IE'\ L;’ First ‘& 1of1 & Last
GL Chart || Exchange Rate Assets
gg:‘r" Line Merchandise Amt  Quantity *GL Unit Account Fund Dept Program Class Project Budget Date
] =] 1 0.00 01115 |@ Q Q Q Q Q @ [11152018 |5

In the Copy From Source Document section:

8. Copy From - select Purchase Order Only from drop-down menu

9. Click Go
The Copy Worksheet window opens:

Copy Worksheet
Business Unit 01115  Return fo Invoice Information

PO Lookup Criteria

PO Number From 0000000729 Q,
Q,

PO Line Number From

*PQ Date Option | No Date v

Additional Search Criteria

Max Rows

e 113110 & & Managament-FIS

Voucher NEXT

Reset
PO Number To
PO Line Number To
PO Date

Copy Entire Decument

View Matched /Cancelled Only

Q
Q
El

10. PO Business Unit - Enter Business Unit
11. Purchase Order - Enter PO number
12. Click Search
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The Select PO Lines section opens. All lines on the purchase order are listed:

Max Rows Search

Select PO Lines

PO Unit 01115
Supplier ID 0000001223 Irving Energy
¥ select Al Deselect All
Select PO Lines

Main Information Confract Information

. . Line Schedule
Select nit Price Number Niimber Item 1D
2 50000 1 1
7 2.10000 2 1 0000D0000D0000SEE
¥ gelect Al Deselect All

Copy Selected Lines I

Find | Wiew All

PO Number 0000000789
PO Date 11/1 1

Personalize | Find | View 1| (E] E

. Quantity Merchandise
Description Vouchered UomM Amount Currency P
FUEL 50.0000 GAL 12500 USD
D PROPANE -
EOUID PROPANE 1000000 GAL 210,00 USD
b
PO Line Count 2
PO Total $335.00

5 2

First (&) 10of1 &) Last

First ‘&) 1-20f2 ‘&) Last

13. 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
14. Click Copy Selected Lines
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The Invoice Information page displays:

Invoice Information Payments Voucher Aftributes
Business Unit 01115 Invoice No AP 1 Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date |1 |E] Line Total Session Defaults
Voucher Style Regular Vouchsr *Pay Terms NET. Q 5] Net 30 “Currency Comments(0)
Invoice Date [11/152018 El Basis Date Type Inv Date Miscellaneous ] Attachments (0}
Invoice Received el Freight = Termplate Lisk
Advanced Supplier Search
Total 210.00 Supplier Hierarchy
Supplier ID {000 3 Q Control Group Q biterence 0.00 Supplier 360
ShortName IRVING ENE-D02 | Incomplete Voucher
Location MULTIPLE Q Grant ID Q
*Address 10 Q CFDA#
Save Save For Later Action v Run Calculate Print
Copy From Source Document
PO Unit PO Number Copy From | Mone ol Go
Invoice Lines (2 Find | View All First ‘&' 1of1 & Last
Line SpeedChart a Purchase Order B
1 Copy Down g = One Asset =]
Ship To |PFMMTPO02 a,
01115]D00000072912[1 =
Description [LIQUID PROPANE - GAS Associate ) Cailculate
C/P Indicator| |3 Force Price
Unit Price 2.10000
= just PO Pe
L it 210.00 Adjust PO Percentage
Allocate by Percentage
Distribution Lines Personalize | Find | View Al | =) L:z.‘ First ‘&' 10of1 &/ Last
GL Chart || Exchange Rate || Assets
ng;‘ Line PO Percent Percent Merchandise Amt  Quantity *GL Unit Account Fund Dept Program Class Project I
#] =] 1 100.0000 100.0000 210.00 100.0000 pi11s @ 521331 @ 59300 /@ |1115001000 @ (&} Q, Q
2

Invoice Lines will show the PO Line that was previously selected. 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.

Invoice Lines (7 Find | View All First. ‘& 1 of 1 W' Last
Line SpeedChart a, Purchase Order -
1 Copy Down PRt ey a One Asset =]
Distribute by Quan 9 01115]0000000759121
Item 000 Description LIGUID PROPANE - GAS R Calculate
Quantity |1 CIP Indicator[C_|Q Force Price
uom
Unit Price |2.10000
— P! age
i Asigiint 210.00 Adjust PO Percentage
Allocate by Percentzge
v Distribution Lines Personalize | Find | View All | EH E& First ‘4) 1of1 ‘& Last
GL Chart Exchange Rate Assets
gg‘zly," Line PO Percent Percent Merchandise Amt  Quantity *GL Unit Account Fund Dept Program Class Project I
E =] 1 100.0000 100.0000 210.00 100.0000 D5 @ [52133 Q@ [59300 |@, (1115001000 (Q a Q Q.
13

15. C/P Indicator - Select C for current year or P for prior year, you must select this for each invoice
line and both C and P can be used within the same voucher
16. Click on the Payments tab
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The Payments page displays:

Invoice Information Payments Voucher Attributes

Business Unit 01115 Invoice No AP109TEST
Voucher ID NEXT Invoice Date 11/15/2018 el Action v Run
Voucher Style Regular Voucher Incomplete Voucher
Total Amount 210.00 *Pay Terms [NET30 @, Net30 Schedule Payments
Supplier Name |rving Energy
Payment Information Find | View All First ‘&' 10f1 Last
EHE
Payment 1
*Remit to 0000001283 |Q 5 Gross Amount 0.00( usD Scheduled Due ] Payment Inquiry
Location MULTIPLE Q Discount 0.00 usD Net Due Discount Denied
*Address |10 Q Discount Due Late Charge
Accounting Date Express Payment
Irving Energy Payment Comments(0)

PO Box 11013 Haliday/Currency

Lewiston, ME 04243

Review Payment information that defaulted in from the purchase order.
Note: Gross Amount shows S0, 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.

17. 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

Summary || Related Documents || Invoice Information || Payments || Voucher Attributes || Error Summary
e - Invoice No AP109TEST
Invoice Date |11/15/2018 el Action v Run
VOUCTIET Styie ularvoucher
Total Amount 210.00 *Pay Terms NET30 Q. Net3D Schedule Payments
Supplier Name |rving Energy
Payment Information Find | Wiew All First & 10of1 & Last
[ [=]
Payment 1
*Remit to 0000001283 |Q IGross Amount 210.00 UsD I Scheduled Due [ Payment Inquiry
Location MULTIPLE |G Discount 0.00 UsD Net Due [12 Discount Denied
*Address |10 Q Discount Due Late Charge
Accounting Date Express p;”ﬂ\ern
Irving Energy Payment Comments(0)
PO Box 11013 Holiday/Currency
Lewiston. ME 04243

See the Budget Check Online and Submitting a Voucher for Approval sections

of this manual to complete the process.
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Matching Purchase Order Voucher

Situations when this function is used: All departments have two-way matching turned on which
compares vouchers and purchase orders. 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.

Summary

Related Documents Invoice Information Payments

Business Unit 02300

Voucher ID
Voucher Style

Supplier Name

Eotry Statys

00102559

Regular

Irving Energy

PO Box 11013
Lewiston, ME 04243

Poctanlo

Match Status

Ready

Budg

Approval Status

Post Status

Budget Status

et Misc Status
*View Related

Pending

Unposted

Mot Chk'd

Valid

Payment Inguiry Y| Go

Voucher Attributes Error Summary

Invoice Date 12/04/2018
Invoice No 120415

Invoice Total 125.00 UsD

Pay Terms Net 30
Voucher Source Online
Origin ONL
Created On 12/04/2018 11:554M
Created By ETEST
Last Update 12/04/2015 12:08PM
Modified By ETEST
ERS Type Not Applicable
Close Status Open

PO Vouchers will show Match Status = Ready. Matching will need to be run successfully before this
voucher can be approved.

Matching as a Batch Process

WorkCenter navigation: Accounts Payable WorkCenter > Links Pagelet > Batch Processes > Matching

Navigator Menu navigation: Accounts Payable > Batch Processes > Vouchers > Matching

The Match Request page displays, click on the Add a New Value button:

Match Request

Add a New Value

*Run Control 1D

Add

Q Find an Existing Value

1. Run Control ID - Enter a run control ID
2. Click Add
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The Match Request page displays:

Match Request Messages
Run Control ID Test1234EJH Report Manager Process Monitor
Run Control Parameters
*Description | Matching Match Workbench
*Process Frequency [Always Process |
Match Action [Matching v
=Options [Business Unit |
As of Date |01/11/2024 |[§
[J Run Document Association Only
O Autopilot Run Conirol
UBILW‘;“:'”ESS Personalize | Find | Viewall | (| [ First (4 10f1 (3 Last
*Business Unit Description
08100 aQ, #] [=]
= Save ||[=] Notify || 5% Refresh
Mafch Request | Messages

"% Add 2| Update/Display

3.
4,
5.

Description - Enter Description
Process Frequency - Set to Always Process
Options — Select an option from the drop-down menu

e 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.

Business Unit - Enter the BU that matching should be run for
Click Run
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The Process Scheduler Request window opens:

Process Scheduler Request
Help
UserID EHOEFEL Run Control 1D Test1224EJH
Server Name | v Run Date [01/11/2024 [
Recumence| ~ ] Run Time |12:44:34PM Reset to Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
AP Matching AP_MATCH Application Engine  [Web [ [TXT ~ | Distribution
Cancel Refresh
8. Click OK
Run Control ID Matching Report Manager | Process Monitor B
Process Instance: 9471769
Run Control Parameters
Description Matching Match Workbench
*Process Frequency | Always Process v
Match Action | Maiching v
*Options | Business Unit b
As of Date [12/04/2018 |[54)
Run Document Association Only
) Autopilot Run Control
Business Personalize | Find | View All | L2 | @ Frst & 1o0f1 &
Unit Last
*Business Unit Description
02300 @, DLL - Div of Liquor Cantrol ] =]
9. Click on the Process Monitor link
Process List Server List
View Process Requests
User ID |EHOEFEL Q| Type | v| | Last v| | 1‘ ‘ Days v| | Refresh I
Server | V‘ Name | Q‘ Instance | | Range
Run Status | "l Distribution Status ‘ "‘| save On Refresh Report Manager
v Process List
|E{':| Q| of 16 w | View Al
Select | Instance Seq. Run Control ID Process Type :;?:I::ss User Run Date/Time Run Status gzmgutiun Details Actions
12437363 MATCHING Application Engine AP_MATCH EHOEFEL 01/24/2024 10:21:38AM EST Success Posted Details v Actions
10. Click Refresh until the Run Status = Success and the Distribution Status = Posted
11. Click on the Details link
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The Process Detail window opens:

Process Detail

Process

Instance 9471769
Name AP_MATCH

Run Status Success

Type Application Engine

Description AP Matching

Distribution Status Posted

Run
Run Control ID Matching
Location Server
Server PSUNX
Recurrence
Date/Time

Request Created On
Run Anytime After
Began Process At

Ended Process At

12/04/2018 1:24
12/04/2018 1:23:58PM EST
12/04/2018 1:25:00PM EST
12/04/2018 1:25:30PM EST

8PM EST

Update Process

Hold Request
Queue Request
Cancel Request
Delete Request
Re-send Content

Actions
Parameters Transfer
Message Log View Locks

Batch Timings

View Log/Trace

Restart Request

12. Click the Message Log link
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The Message Log window opens:

Message Log
Process
Instance: 9471769 Type: Application Engine
Name: AP_MATCH Description: AP Matching
Personalize | Find | View All | (] | E First '4
Severity Log Time Message Text
10 1:25:01PM Selected business units had 1 Vouchers to match.
10 1:26:02PM Document Association Module Started
10 1:25:02PM DAM - Pre Processing Complete for Association VP
10 1-25-03PM DAM - Finished UOM and Currency Conversions for
Association VP
10 1:26:04PM DAM - 0 Documents Associated using Algorithm Equal
10 1-25-04PM gir[:: - 0 Documents Associated using Algorithm Equal
10 1:25:05PM DAM - 0 Decuments Associated using Algaorithm Equal
10 1-25-05PM gfrl:'i - 0 Documents Associated using Algorithm Equal
10 1:25:05PM DAM - 0 Documents Associated using Algorithm User
Criteria
10 1:26:05PM DAM - 0 Documents Associated using Algorithm Equal
10 1-25-05PM DAM - 0 Documents Associated using Algorithm Sum
UpTo
10 1:25:06PM DAM - Pre Processing Complete for Association VPR
- DAM - Finished UOM and Currency Conversions for
0 1:25.07FM Association VPR
10 1:26:08PM DAM - Pre Processing Complete for Association VR
10 1-25-09PM DAM - Finished UOM and Currency Conversions for
Association VR
10 1-25-09PM Number of voucher lines that have manually associated
receipts - 0
AE- Number of Records inserted into Line Summary for
10 1:25:13PM Association VPR (DAM associated receipts) - 0
E- Number of Records inserted into Line Summary for
i0 E2==1SEM Association VPR (Receipts Associated Manually) - 0
10 1-25-13PM Number of Records inserted into Line Summary for
Association VP - 1
E- Number of Records inserted into Line Summary for
i0 E2==1SEM Association VR - 0
10 1:25:14PM Rule Application Processor Started
10 1:25:17PM Number of vouchers that were Auto Matched - 1
10 1:25:17PM Number of vouchers that were Auto Matched - 1
10 1-25-17PM Number of vouchers that were Matched with Override -
10 1-25-17PM Number of vouchers that were Matched with Debit
Memo - 0
10 1:25:17PM Number of vouchers that are in Exceptions - 0
10 1:25:18PM Matching Process Ended Normally
1-25-30PM Published message with |D fb077e73-f7f1-11e8-8753-
o ba16d4flcE7e to create entry in folder GENERAL.
1-25-30PM Successfully posted generated files to the report
repository

128 of 28 '}
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain
Explain

Explain

Help

Last

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, 1 voucher was matched with no errors.
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To find the voucher(s) that has a matching error run the VT_MER_VCHRS_NOT_POSTED query.

A

01110
fo1110
fo1110
fo1110
fo1110
fo1110
9 [o1110
10 [o1110
11 [o1110
12 [o1110
13 [o1110
14 [o1110
15 [o1110
16 (01110
17 [o1110
18 [o1110
19 [b1110

oM@ B e

B
17

01110
‘01110
‘1110
‘01110
‘1110
‘01110
‘1110
‘01110
‘1110
01110
‘1110
‘01110
‘1110
01110
1110
01110
1110

C D

11/18/2018 00007729
11/18/2018 Dooo7730

12/3/2018 00007770
11/21/2018 Dooo7747
11/21/2018 00007746
11/21/2018 Dooo7744
11/21/2018 00007745
11/26/2012 Dooo7754

12/2/2018 00007771
11/14/2012 Doo07733

12/5/2018 00007772
11/29/2012 Dooo776e
11/21/2018 00007748
11/29/2012 Doo07769
11/20/2018 0007736
11/20/2012 Do007737
11/20/2018 0007738

E

RPARTLOW
RPARTLOW
DBROCHU
'WTUCKER
'WTUCKER
'WTUCKER
'WTUCKER
SFULLER
ESTUBIN
JSHELTRA
ETEST
RPARTLOW
'WTUCKER
CTOUCHET
RPARTLOW
RPARTLOW
RPARTLOW

Open
Open
Open
Open
Open
Open
QOpen
Open
QOpen
Open
QOpen
Open
QOpen
Open
QOpen
Open
Open

F

G

Postable
Postable
Postable
Postable
Postable
Postable
Postable
Postable
Postable
Postable
Postable
Postable
Postable
Postable
Postable
Postable
Postable

H

Unposted
Unposted
Unposted
Unposted
Unposted
Unposted
Unposted
Unposted
Unposted
Unposted
Unposted
Unposted
Unposted
Unposted
Unposted
Unposted
Unposted

Not Applicable
Not Applicable
Not Applicable
Not Applicable
Not Applicable
Not Applicable
Not Applicable
Not Applicable
Matched

Not Applicable

Match Exceptions Exist

Not Applicable
Not Applicable
Not Applicable
Not Applicable
Not Applicable
Not Applicable

1

valid Pending
valid Pending
Not Budget Checked Pending
valid Approved
valid Pending
valid Pending
Valid Pending
Valid Approved
Valid Pending
Valid Pending
Not Budget Checked Pending
Valid Approved
Valid Pending
Valid Approved
Valid Pending
Valid Pending

Error in Budget Check Pending

K

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

Navigate to the voucher and open the summary page.

Summary

Business Unit 01110

Related Documents

Voucher ID 00007772
Voucher Style Regular

Supplier Name Irving Energy

PO Box 11013

Lewiston, ME 04243

Entry Status Postable

Match Sialu

Approval Status Pending

Post Status Unposted

Budget Status Not Chk'd

Budget Misc Status ‘alid

Niew Relaled [Baymentinging

Invoice Information

Payments

Voucher Attributes

Invoice Date 12/05/2018

Invoice No match exception

Invoice Total

1,800.00 usb

Pay Terms Net 30
Voucher Source

Origin
Created On
Created By

Last Update
Modified By

ERS Type
Close Status

Online

ONL

12/05/2018 11:01AM
ETEST

12/05/2018 11:22AM
ETEST

Not Applicable

Cpen

Error Summary

1. Click on the Exceptions link

2. Click OK

Message

You do not have authority to Override Match Exceptions (7005,127)
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The Match Exception Workbench Details page displays:

Business Unit 01110 FINMAN

Supplier 0000001293
Updated By E?ES% 77777
Terms NET30
Gross Amt 1300.00

Net 30

Match Exception Summary
Document Details

Line Details

Match Exception Workbench Details

Voucher 00007772
Supplier SetlD STATE
Match Due Date 12/05/2018
Due Date 01/04/2019
Origin ONL

usb Control Group

Voucher Match Action

Match Action Comments

Find | View All Fist ‘& Tof1 ‘& Last
Voucher Line Number 4 Voucher Line Match Action ¥ Al
PO Business Unit 01110 PO Number 0000000955
Line Number 1 Schedule Number 1
View Document| Purchase Order i

e Divamiert Dotailk Document Id | 01110 0000000955 v | Go

Match Rules Personalize | (2]

Rules Override Options Eﬂ \ \

Details Maich Rule Voucher Purchase Order Receiver

o F;‘ Life to Date Voucher Quantity > PO Quantity + PO P 600 500

o F;ﬂ Life to Date Voucher Amount > PO Schedule Amount + 1800 1000

o |_:z‘| Life to Date Voucher Amount > PO Schedule Amount + 1300 1000

(2] FQ’ Voucher Line Price <> PO Price with Rule Percen 3 2
Action:|_ Y BL

Inveice match exception
Supplier Location MULTIPLE
Invoice Date 12/05/2018
Matched Date 12/05/2018
Match Status Match Exceptions Exist
Match Type

Match Action History

Review Match Rules Listed, by clicking on the detail icon &
further explanation, see example below.

you can drill into each match rule to geta

Match Rule Details

Life to Date Voucher Quantity » PO Quantity + PO P
Match Control TWO_WAY Match Rule Type MERCH - QTY
Match Rule 320

Return

Description LTD vchr gty greater than PO gty with receipt tol

|Current voucher gquantity plus previously matched voucher quantities, if any, greater than PO line schedule quantity.
Include quantity received percent over, if any, from the PO when comparing the values

Match Exception Cause Type

=

There are two ways to fix match exceptions...

1. Iftheinvoice is wrong, adjust the voucher and re-run matching.
2. Ifthe PO is wrong, delete the voucher, adjust the PO and copy the adjusted PO backinto a

newly created voucher.
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Matching in the Voucher

WorkCenter navigation: Accounts Payable WorkCenter> Links Pagelet > Vouchers > Voucher Entry

Navigator Menu navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

The Voucher Entry page displays, click on the Find an Existing Value button:

Voucher

Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

@ Add a New Value

') Recent Searches | Choose from recent searches v / [] Saved Searches [Choose from saved searches

vlZ

ziness Unit | = L2300 &
Voucher ID [begins with v | (00102560
Invoice Mumber

TTotE DatE | = e ||
Short Supplier Name
Supplier ID [begins with + | Q,
Supplier Name [begins with + |
Voucher Style [= ~] |

Related Voucher

Entry Status [= | v |

Voucher Source [= | v |

Incomplete Voucher = | v |
# Show fewer options

() Case Sensitive

Clear

1. Business Unit - Accept default value or type in new BU number
2. VoucherID - Enter Voucher ID number
3. Click Search

The Voucher Summary page displays:

Summary Related Documents I Invoice Information I Paymenis . Voucher Attributes Error Summary
Business Unit 02300 Invoice Date 12/04/2018
Voucher 1D 00102560 Invoice No 120418MATCHING
Voucher Style Regular Invoice Total 125.00 uso
Supplier Name |rving Energy
PQ Box 11013
Lewiston, ME 04243
Entry Status Postable Pay Terms Met 20
Match Status Ready Voucher Source Cnline
Approval Status Pending Origin ONL
Post Status Unposted Created On 12/04/2018 3:29PM
Created By ETEST
Last Update 12/04/2018 3:31PM
Budget Status Not Chk'd Modified By ETEST
ERS Type Mot Applicable
Budget Misc Status Valid Close Status Open
*View Related _lf‘a\,.-'n“.en'! IriéqLiiﬁr Y| Go
[ZF Return to Search =] Motify || £* Refresh [ Add

4. Clickonthe Invoice Information tab
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The Invoice Information page displays:

Summary

Related Documents

Business Unit 02300
Voucher ID 00102560
Voucher Style Regular Voucher

Invoice Date |12/04/2016 &
Invoice Received [3]
Irving Energy
Supplier 1D 0000001293 Q
ShortName [RVING ENE-002 |
Location MULTIPLE Q,
*Address (10 Q

Invoice Information

Payments

Voucher Attributes

Error Summary

Invoice No 120416MATCHING
Accounting Date 12/04/2018
*Pay Terms NET30

Basis Date Type Inv Date

Grant 1D
CFDA#

l:,l\E

Invoice Total

Net 30

Save Actiorl: -Mat_cnihg 'I I Run
Copy From Source Document
5. Click on the Action drop-down arrow and choose Matching
6. Click Run
The follow message displays:
Message
Do you want to wait for the process to be completed? WVoucher will be displayed after process ends. (T050,54)
Yes Mo
7. ClickYes
Summary Related Documents . Invoice Information . Payments Voucher Attributes i Error Summary
: - . Invoice Total
Business Unit 02300 Invoice No 120418MATCHING
Voucher ID 00102560 Accounting Date 12/04/2018 Line Total
Voucher Style Regular Voucher 5] Net 30 Currency

Pay Terms NET30

Miscellaneous

Invoice Date 12/04/2015 Hasis late-fype: InvDate -
Freight
Invoice Received
lrving Energy Total
Supplier ID 0000001293 Grant ID e
ShortName [RVING ENE-002 CFDA#
Location MULTIPLE
Address 10
= ” a
Action Matching i .
8. Click on the green refresh arrows until the process is complete
9. Click on the Summary tab
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Summary Belateﬁ Documents Invoice Information I Payments Voucher Attnbutes . Ermror Summary .

Business Unit 02300 Invoice Date 12/04/2018
Voucher ID 00102560 Invoice No 120418MATCHING
Voucher Style Regular Invoice Total 12500 ush

Supplier Name [rving Energy
PO Box 11013
Lewiston, ME 04243

Entry Status Ppsiable Pay Terms Net 30
Match Status pgatched Voucher Source Online
Approval Status Pending Origin ONL
Post Status Unposted Created On 12/04/2018 3:29PM

Created By ETEST
Last Update 12/04/2018 3:.48PM

Budget Status Not Chk'd Modified By ETEST
ERS Type Mot Applicable
Budget Misc Status “alid Close Status Open
*View Related | Payment Inquiry v| Geo

Match Status = Matched.

The voucher is now ready to be budget checked and approved for payment.
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Un-matching PO Vouchers

Situations when this function is used: A matched PO voucher is sent back for edits.

WorkCenter navigation: AP WorkCenter > Links pagelet > Review Accounts Payable Information >
Match Workbench

Navigator Menu navigation: Accounts Payable > Review Accounts Payable Info > Vouchers > Match
Workbench

The Match Workbench page displays:

1.
2.
3.

4,

A list of matched vouchers is returned:

5. Select Undo Match for the voucher(s) you want to un-match

Match Workbench

Search

Use Saved Search

Process Maonitor

Business Unit equal to - 01110 Q,
Match Status equal to - Matched hd
Voucher ID All Values -
Supplier SetiD equal to - STATE (&}
Supplier ID All Values -
300

Max Rows to Retrieve

cleer

Advanced Search

=]
Saue Search Criteria

ﬁDelete Saved Search

Business Unit - Enter valid BU

Match Status - Select Matched

Voucher ID - Enter Voucher ID if known
Click Search

WSelect All

Details

Actions

- Actions
- Actions
- Actions
~ Actions
~ Actions
- Actions
~ Actions
~ Actions
~ Actions
- Actions
- Actions

- Actions

- Actions

- Actions

WiSelect All

Search Results for Match Inquiry Type: Matched

Deselect All
More Details
Undo .
Match Match Match Type Business Unit
=] Matched Auto - Matched 01110
[} Matched Auto - Matched 01110
=] Matched Auto - Matched 01110
(=] Matched Auto - Matched 01110
(=] Matched Auto - Matched 01110
[} Matched Auto - Matched 01110
(=] Matched Auto - Matched 01110
(=] Matched Auto - Matched 01110
(=] Matched Auto - Matched 01110
[} Matched Auto - Matched 01110
=] Matched Auto - Matched 01110
(=] Matched Auto - Matched 01110
=] Matched Matched with Override 01110
Matched Auto - Matched 01110
Deselect All
I Action Undo Matching - I Run I

Vouchers

00000060

00000097

00000350

00000363

00000402

00000412

00000415

00000419

00000425

00000426

00007743

00007756

00007761

00007771

Personalize | Find | View 10 | €2 =] First ‘' 1140f14 ‘2 Last

Financial
Supplier ID  Sanctions
Status

0000013121 Valid
0000019199 Valid
0000013317 valid
0000013317 Valid
0000013317 Valid
0000000282 Valid
0000013121 Valid

0000011485 Valid

0000005932 Valid

0000001293 valid

0000001293 Valid

Invoice Number

G14569

11109

52285574,01396931

04439204 05419973

09457524

811609

G05129

91630326

50119648

50142481

TURKEY DAY

HOLIDAYS

AP-106 MATCHING
RULES

120418

Gross Amt Currency

§72,575.00 USD
29,146.00 USD
897.60 USD
1,289.28 USD
2,356.20 USD
9,440.00 USD
262,258.00 USD
5,896.00 USD
4119 USD
30.25 USD
100.00 USD

100.00 USD

1,800.00 USD

300.00 USD

6. Select Undo Matching from the Action drop-down menu
7. Click Run
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The following message will appear:

Message

Undo Matching has been launched witff Process Instance Mumber 9474143 7005,129)

OK

8. Note the Process Instance Number (in this case: 9474143) and click OK

Go to the Process Monitor via the Links pagelet menu:

G Links o (aw
[ Assistance
[ Vouchers
[ Suppliers
[ Batch Processes
I Vouchers-Review Budget Check
Exceptions
[ Review Accounts Payable Information
[ Payments
[ Banking
[ WorkCenter
= Other Links
B Worklist
| & Process Monitor |
B WISION Module Security Form
The Process Monitor displays:
Process List Server List
View Process Request For
User ID|EHOEFEL Q Type ~ Last - 1 Days - Refresh
Server - Mame G, Instance From Instance To
Run Status hd Distribution Status hd Save On Refresh
Process List Persaonalize | Find | View All | = First 4 4 gf1 (k) | ast
Select Instance Seq. Process Type Gpe== User Run DateiTime Run Status sl aauton Details
Name Status
9474143 Application Engine AP_MATCH EHOEFEL 03/22/2019 9:13:59AM EDT Success Posted Details
[F] save ||E] Notify

9. Click Refresh until Run Status = Success and Distribution = Posted
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The Voucher Match Status now equals Ready:

Summary Related Dlocuments Invoice Information Payments Voucher Aftributes Error Summary

Invoice Date 12/04/2018
Invoice No 120418

Business Unit 01110
VoucherID 00007771
Vioucher Style Regular
Supplier Name Irving Energy
PO Box 11013
Lewiston, ME 04243

Eptry Status Postanla

Invoice Total 300.00 UsD

Pay Terms Met 30

Match Status Ready Vioucher Source Qnline
ADProval STalls ™ Pending Origin ONL
Post Status Unposted Created On 12/04/2018 9:52AM

Created By ESTUBIN
Last Update 12/04/2018 10:34AM

Budget Status \alid Modified By ESTUBIN

ERS Type Mot Applicable

Budget Misc Status ‘Valid Close Status Open

*\iew Related Payment Inquiry - Go

[ Motify || 2% Refresh

Bk Add || F] UpdateDisplay

You will now be able to make any edits to the voucher, match, budget check if necessary, and resubmit
for approval.

Un-match PO Vouchers is complete
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Enter an Asset Related Voucher

Situations when this function is used: Entering an Asset related voucher is like 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: Supplier ID*; Supplier 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.
WorkCenter navigation: Accounts Payable WorkCenter (AP) > Links Pagelet > Vouchers > Voucher
Entry > Add a New Value

Navigator Menu navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry > Add a New Value

Voucher

Add a New Value Q\, Find an Existing Value

*Business Unit | 01131 Q
Voucher D NEXT
*Voucher Style [Regular Voucher  w ]
Supplier Name | John A Russell Corp
Short Supplier Name | JOHN A RUS-001
Supplier ID |goo0001224
Supplier Location | SINGLE

0 0 000
Fe iy ey iy &y e

Address Sequence Mumber 1]¢
Invoice Number |CIP101218
Invoice Date [01/11/2024 I

Gross Invoice Amount 0.00
Freight Amount 0.00
Misc Charge Amount 0.00
PO Business Unit . |
PO Mumber Q,
Estimated Mo. of Invoice Lines 1

Add

Your default BU will appear in the Business Unit field. The Voucher ID will default as NEXT and Voucher
Style will default in as “Regular Voucher.” Much of the voucher information can be entered in the
voucher add function or entered later in the voucher pages.

1. Business Unit - Leave as user default or enter appropriate business unit

2. Supplier ID - Enter the Supplier ID, including the leading zeros and tab out of field. Short
Supplier Name, Supplier Location, and Address Sequence Number automatically
populate

Note: If you need to search for a supplier use the following navigation:

WorkCenter Navigation: Accounts Payable WorkCenter (AP) > Links Pagelet > Suppliers
> Supplier Information > Click on Find an Existing Value tab

Navigator Menu Navigation: Suppliers > Supplier Information > Add/Update > Supplier
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3. Invoice Number - Enter Supplier’s Invoice number exactly as it appears on the supplier’s
invoice; to facilitate duplicate checking the invoice number entered in VISION must match the
invoice number on the invoice. Do not alter the Invoice Number during voucher entry by
removing information or including additional information that does not appear on the
Supplier’s invoice.

Note: If a supplier’s invoice number is not provided, enter relevant information to correlate
the voucher to the payment request.

4. Invoice Date - As per the supplier’s invoice

5. Click Add

The Invoice Information page displays. Invoice and Supplier information defaults from previous page.
Accounting date defaults to current date. Currency defaults to USD.

Copy From Source Document section:

Click the expand arrow

PO Unit - Enter PO Unit

PO Number - Enter PO number you want to copy from
Click Copy PO Button

© % N
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Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is subject to 1099
Reporting. You must go to this link and code each invoice line as reportable or not reportable based on
the type of payment being made. Please see the 1099 Reporting section in this manual and the exercise

for Enter a Regular Voucher with Reportable and Non-Reportable Lines for more information.

Invoice Total

Line Totas Qoo
*Cufmency usD|Qy
MISCREINSOUS o
Fraight -
Totai [~ 000
Diffarence 000
Invoice Information Payments Voucher Attributes
Business Unit 01131 Invoice No [CIP101218 Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date 10/12/2018 &) Line Total ,000.00 Session Defaults
Voucher Style Regular Vo *Pay Terms NET3 ol i ey Usola Comments(0)
Invoice Date 09/10/201 5 Basis Date Type Inv Date Miscellaneous =] Attachments (0}
Inveice Received [5 Freight = Template List
Advanced Supplier Search
John A Russell Corp
e Total 6,000.00 Supplier Hierarchy
Supplier ID 000 Q Control Group Q. Difference 0.00 Supplier 360
ShortName JOHN A RUS-001 | Q Incomplete Voucher
Location SINGLE Q Grant ID Q
“Address 1 Q CFDA#
Save Save For Later Action v Run Calculate Print
Copy From Source Document
PQ Unit 01181 PO Number D000017572 Copy From | Nons v Go
Invoice Lines Find | View All First ‘& fof1 @ Last
2 Purchase Order
i 3SMTPO03
Distribute by Quantity Stiipdo = A 01121|0000017972{1]1 :
Item Q Description Services. Associate Recelvar(s) Calculate
Quantity [1.0000 C/P Indicator C |Q Force Price
UoM EA Q
Unit Price 5,000.00000
P Adjust PO Perce
Line Amount 6,000.00 ApstTe Foaentge
Allocate by Percentage
Distribution Lines Personalize | Find | View All | iﬁ‘l |:1-’ First ‘&) 10f1 Last
GL Chart || Exchange Rate || Assets
gg":; Line PO Percent  Percent Merchandise Amt  Quantity Asset  Business Unit Profile ID AssetID
El =] i 00.0000 100.0000 6,000.00 1.0000 rd 01180 Q[P Q@ [CIP-160007 [&
»
Save Save For Later
[Z] Notify || &2 Refresh E} Add #| Update/Display

10. C/P Indicator - Select C for current year or P for prior year, you must select this for each invoice
line and both C and P can be used within the same voucher

11. Select the One Asset box
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12. Click Assets tab in the Distribution Lines section

Copy From Source Document

Invoice Lines (7 Find | View Al First ‘&' 10of1 & Last
Line 1 Copy Down pHesicha Eurchase Orter One Asset
Distribute by Cuantity Ship To PBGSMTP003 01131/0000018412/1/1 _—
Item Description Services Associate Receiver(s) alculate
Quantity 1.0000 CIP Indicator C | Q) Force Price
UOM EA
Unit Price §,000.00000
Line Amount 6.000.00
Distribution Lines Personalize | Find | View Al | El | & First ‘&' 10f1 '} Last
G art Exchange Rate =
S:&r‘ Line Merchandise Amt  Quantity Asset Business Unit Profile ID Asset ID Sequence Number Cost Type

1 6,000.00 1.0000 o 01180 ciP CIP-150030

13. Select the Asset box

14. Business Unit - Enter BU

15. Profile ID - Enter appropriate Profile ID

16. Asset ID - Choose by clicking on the magnifying glass
17. Click the Payments tab
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The Payment page displays:

Summary || Related Documents || lnvol cem:‘crmal:anl Payments I Voucher Attributes || Error Summary

Business Unit 01181 Invoice No CIP101213
Invoice Date 09/10/2018 1) Action v i
Total Amount &,000.00 *Pay Terms NET30 G, Net3D Schedule Payments
Supplier Name John A Russell Corp
Payment Information Find | Wiew All First ‘& 10of1 & Last
HE
Payment 1
*Remit to 0000001224 Q,'.'j Gross Amount 6000.00 USD Scheduled Due [10712/201 Payment Inguiry
Location |SINGLE & Discount 0.00) UsD Net Due 1011 Discount Denied
“Address |1 Q, Discount Due Late Charge

Accounting Date Exprass Payment
Payment Comments(0)
HolidayiCurrency

Payment Options

*Bank PEOP3 Q Pay Group & *Netting | Not Applicable v Supplier Bank
*Account 0008 a *Handling | Regular Payment v LiC D [J:Sfﬁges
*Method ACH Q. ACH Hold Reason v g Hold Payment
= Actions

Message Separate Payment
IMessage will appear on remittance advice

Schedule Payment

*Action  Schedule Payment v Payment Date
Pay Y Reference
7;-:3-" Return to Search : 5 in List 45 Nextin List 3 Notify 8 Refresh |5 Add

18. Click Save

Voucher is saved and a Voucher ID has been assigned. When voucher has been budget checked and
approved, 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

See the Budget Check Online and Submitting a Voucher for Approval sections
of this manual to complete the process.
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Enter Vouchers to State Agencies Set up as Suppliers

Situation when this function is used:

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

Listing of State Departments set up as Suppliers and their Supplier Number

AHS-Administrative FUNd.........cceeiiiiiiiniieitc e s 0000073814
AOT-Dept Motor VENICIES ...ttt 0000133778
AOT- CeNLral GArage....ceeiiecririieeeeeiiiriee e e esirre e e e s st e e e e s ssrrreeeeeessarraeeeeeas 0000266981
AUITOr Of ACCOUNTS...cciiiiiiiiiiie ittt eee e sabre e s saae e s nabeee s 0000073815
BGS-Catamount Health........ccuuiiiiiiiiiiee e 0000270421
2T G T[0T T3 0 T=T o | A PRPR 0000043673
BGS-Federal SUIPIUS .......ccciiiuiiiiiee ettt e e e e enrane s 0000043663
BGS-FEE fOr SPACE ...t e 0000043672
BGS-Fleet Management.........ccuiiiieiiiciiiiee ettt e e e saaee s 0000147508
AOA RiSK MaNagemMENT.......ccuuviiieeieiiiiiee et e e e erbrre e e e e e e raraeee s 0000043668
BGS-POSTal....ueeieiiieeieiiee et e rre e e eees 0000043657
2T O T o T Y o Yo o PP 0000043658
BGS-Property Management........cceveeeiiiiiiiiiiiiiiiineee e eeeeeeees 0000043665
BGS-PUIrchasing Card .........cccuuieieieciiiieie e ettt saree e e e e sanaaee e 0000045300
BGS-State SUIPIUS ...t 0000043664
BGS-State Resource Mgmt FUNd .......ccvviieiiiiiiiiiiiee e 0000191873
Criminal Justice Training COUNCIl .......cccoveeiiiiiiiiiiiiiee e 0000004454
VTHR-UNemployment COMP .....uuiiiiiiieieieieeeeeeecee e eeeecccvvevveeeee e e e s e 0000073813
o | SRR 0000071433
Agency of Digital Services-CIT-Telecomm ........ccccceeeeiciiieeeeeecceeee e, 0000043669
Agency of Digital Services -Systems Mgmt...........occcviieeieiiiiiiieeeee e, 0000043670
Agency of Digital Services -CIT-CUSt SUPP cvvvrireeiiiiiiiieeeeriireeee e esiireeeee e 0000043671
[ o] T = O ST P PP OTPPPRTO 0000075905
0] o) [Tol Y= =Y oY U UUUR 0000073816
SEC. OF SEAE ceii it 0000073818
TAX DEPL .ttt et e e st snata e e s saba e e s araee s 0000068723
1 SR 0000041408
L7/ 51 SRS 0000047023
VISION/HR DeVEIOPMENT.....eciveiiiieiieectie et eeire et ettt et v evaeestee e 0000075693
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WorkCenter Navigation: Accounts Payable WorkCenter (AP) > Links Pagelet > Vouchers > Voucher
Entry > Add a New Value

Navigator Menu Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry > Add a New
Value

The Voucher Entry page displays:

Voucher

Find an Existing Value
Add a New Value et g

*Business Unit 01181 |Q
“Voucher ID | NEXT
*Voucher Style [ Regular Voucher e
Supplier Name |Vermont Dept of Libraries
Short Supplier Name | LIBRARIES-001
Supplier ID | 0000075205
Supplier Location | MULTIPLE
Address Sequence Number 1/t

Q2 0 0 O |
FE iy Sy Sy

Invoice Number | APTEST1126

Invoice Date | pi/11/2024 "
Gross Invoice Amount 250.00
Freight Amount 0.00
Misc Charge Amount 0.00
PO Business Unit Q,
PO Number Q
A
Esfimated No. of Invoice Lines 1

Add

Your default BU will appear in the Business Unit field. The Voucher ID will default as NEXT and Voucher
Style will default in as “Regular Voucher.” Much of the voucher information can be entered in the
voucher add function or entered later in the voucher pages.
1. Business Unit - Leave as user default or enter appropriate business unit
2. Supplier ID - Enter the supplier number, including the leading zeros and tab out of field. Short
Supplier Name, Supplier Location, and Address Sequence Number automatically populate

Note: If you need to search for a supplier use the following navigation:

WorkCenter Navigation: Accounts Payable WorkCenter (AP) > Links Pagelet > Suppliers >
Supplier Information > Click on Find an Existing Value tab

Navigator Menu Navigation: Suppliers > Supplier Information > Add/Update > Supplier

3. Invoice Number - Enter Supplier’s Invoice number exactly as it appears on the supplier’s
invoice; to facilitate duplicate checking the invoice number entered in VISION must match the
invoice number on the invoice. Do not alter the Invoice Number during voucher entry by
removing information or including additional information that does not appear on the
Supplier’s invoice.

Note: If a supplier’s invoice number is not provided, enter relevant information to correlate
the voucher to the payment request.
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4. Invoice Date - As per the supplier’s invoice
5. Gross Invoice Amount - Enter the gross invoice amount
6. Click Add

The Invoice Information page displays:

Invoice Information Payments Voucher Altributes

Invoice Total

Business Unit 01110 Invoice No AP

Voucher ID NEXT Accounting Date 11/26/ [ Line Total
Voucher Style Regular Voucher *Pay Terms NETOD A= e o iy
Invoice Date |11/26/2018 Basis Date Type Inv Date Miscellaneous
Invoice Received Freight

Vermont Dept of Libraries
: 00000 Total

0

Supplier ID|00000 Q Control Group Q Difference

ShortName LIBRARIES-001 Q Incomplete Voucher
Location MULTIPLE =% Grant ID Q
*Address 1 Q CEDA#
Save Save For Later Action v Run Calculate

Print

Mon Merchandise Summary
Session Defaults
Comments(D}

Aftachments (0)

Template List

Advanced Supplier Search
Supplier Hierarchy
Supplier 360

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:

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

e Currency = USD

e Distribute by = Amount

e Ship To = default ship to location for your Business Unit
e GL Unit
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Scroll down the screen and the Invoice Line box can be viewed:

Find | View Al First ‘4" 1071 & Last
Line 1 " SpeedChart a =
Loy BPEMMTPOO1 - One Asset 2
*Distribute by | Amount v Ship To PFEMMTPO Q
Item Q Description Books Calculate
Quantity C/P Indicator C |
UoM Q
Unit Price
Line Amount
Distribution Lines Personalize | Find | View All | £ | &5 First fof1 &/ Last
GL Chart Exchange Rate A
(.;\'\'f‘ Line Merchandise Amt Quantity *GL Unit Account Fund Dept Program Class Project Budget Date
] [= Q521300 A 10000 Q Q Q Q B

Invoice Lines section
7. Description - Enter the description of what you are paying the invoice for

8. C/PIndicator - Select Cfor current year or P for prior year, you must select this for each invoice
line and both C and P can be used within the same voucher

Distribution Lines section

9. Amount - Enter the full amount of the invoice if you are only using a single line and distribution
or enter the amount of the invoice that you are going to pay for only this line and/or
distribution

10. Account Number - Enter account number or click on the magnifying glass to select from thelist
11. Fund - Enter the fund or click on the magnifying glass to select from the list

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

13. Program - Enter program (If used by your department)

14. Class - Enter class (If used by your department)

15. Project/Grant - Enter project/grant (If used by your department)
The page should now look similar to the one above

16. Click on the Payments tab

Payments Voucher Attributes
Business Unit 01110 Invoice No APTEST 1126
Voucher ID NEXT Invoice Date 11/26/2018 ) Action L Run
Voucher Style Regular Vioucher Incomplete Voucher
Total Amount 250.00 *Pay Terms NETOO .'_‘(‘ Due Now Schedule Payments
Supplier Name Vermont Dept of Libraries
P ation Find | View A

Payment 1

Q= IGloss Amount 0.00 USD I Scheduled Due ) Payment Inquiry
Location MULTIFLE Q Discount U0 USL Net Due
*Address |1 Q Discount Due
Accounting Date

*Remit to DD000758505

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

17. Click Save
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e Voucheris saved

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

(see below)
sSummary Related Documents Invoice Information Payments Voucher Attributes Error Summary
Business Unit 01110 Invoice No |APTEST 1126
Voucher ID 00007658 I Invoice Date [11/26/2013 B!
Voucher Style Reqular Voucher
Total Amount 25000 *Pay Terms NETOO @, Due Now
Supplier Name “ermont Dept of Libraries

See the Budget Check Online and Submitting a Voucher for Approval sections
of this manual to complete the process.
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Enter Regular Voucher with 1099 Reportable and Non-Reportable Lines

Situations when this function is used: When a payment is made to a reportable supplier, 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 type and class.

Please see the 1099 Reporting section in this manual for more information on how to determine the
appropriate withholding type and class for each payment type.

Note: Please note that reportable and non-reportable amounts must be entered on separate invoice
lines of the voucher — NOT separate distribution lines.

What to do when entering a voucher to a reportable supplier:

When the blue Withholding link is available, the user must determine if the payment being made is a
reportable payment. (Please see the tables of reportable and non-reportable payments.) 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 in the Invoice Line Withholding Information section and the
Withholding Details section for each invoice line of the voucher that is not reportable.

nvoics Information || Payments || Wioucher ARTimAEs
Businsss Unit a1t involca No | Invoice Total Kon Wercrandlse Summany
Volchsr ID NEXT accounting DEte | 42152000 W Lins Totsl 0.00 Session Detauks
Voucher Style Raguiar Viousher “Pay Terms | NET30 et 3 *Cumancy usD|q, ot}
nvioics Dats i Basis Date Type i Caie o 2
= Fraight T
nvokos Recsived W) e
Graen Mountain Forensics T:ta' Adzncad Sunplier Ssarch
Supplar ID | 000 7 e Controd Grouwp 3 Diftarancs im Supplier Hierarchy
= e Sugplier 350
Shorthams [ GREEN MOUN-072 |0y inosmpists Vouchsr 4 1
Location | WLLTIPLE X Grant 1D Y
“fhdress 1 CFOAE
Sae 33 For Later action = Calcule Prim
Withholding Information
B3 0 Inaloa
Businsss Uinit 01110 nvolcs Numbsr T Entity
Vouchsr 1D NEXT Supplier 0000003127 Green Mounitain Forensics nvoics Date
Withholding Option
Postpons Withhoiding
formation Ind | View Al First 4 of
Ling 1 Description
ViTthhniming Cos i
g 5 l-‘ftnr:-:'ngA;-p icabis
Withhelding Details A L Firs of
il - = o Withholding Basis Contract Fouls Appiy F =
i T e e SR At Override Rstarence Oreerride Wittihoiding S
= = = — AT 3t —
1[R2 y [N o [FED y [0 a [ e +
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When making a reportable payment, the user must also determine if the withholding type and class
listed on the Withholding Information Page is correct for the payment being made. (Please see the 1099
Reporting section in this manual for more information.) If the withholding type and class is not correct,
it must be changed to the type and class applicable to the payment being made.

'.'."!th!|GInQ Information
Back ¥ Inoice

Business Unit 01110

Voucher ID. NEXT

Withholding Option

Ling

wnthnoiding Code

Withholding Details

“Toe

nvoics Number
Suppier

Description

0000003127

Green Moo Forensice

Postpons Withhoiding

Fina | View Al
\.'J‘ir‘r:-'-.‘.‘ ng Appicabe
Personaiize | Find | ViewaAn | LV | IS
Winhoding Basls  Co Apo
AsdOverrids  Rsfersnce = s
etiocames | #[=

VET Entity
nvoics Date
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Exercise 1
Enter a Voucher for an Invoice with Reportable and Non-Reportable invoice lines
Situation: An invoice has been received for $556.00 consisting of veterinary services in the amount of
$500 and mileage in the amount of $56.00.

WorkCenter navigation: Accounts Payable WorkCenter (AP) > Links Pagelet > Vouchers > Voucher
Entry > Add a New Value

Navigator Menu navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry > Add a New Value
The Voucher Entry page displays:

Voucher

Find an Existing Value
Add a New Value °! =

*Business Unif | 01181 Q,
*Voucher ID |NEXT
*Woucher Style | Regular Voucher w
Supplier Mame | Barre Animal Hospital 3
Short Supplier Name |BARRE AMIM-001
Supplier ID | 0000006145 aQ
Supplier Location | SINGLE

Address Sequence Number 1|

Invoice Number | Traini234

Invoice Date |01/11/2024 [
Gross Invoice Amount 556.00
Freight Amount 0.00
Misc Change Amount 0.00
PO Business Unit :-\
PO Number Wl
X
Estimated Mo. of Invoice Lines 9

Add

Business Unit - Enter BU if not using your default BU

Supplier ID - Enter Supplier ID number

Invoice Number - Enter Supplier’s invoice number

Invoice Date - As per the supplier’s invoice

Gross Invoice Amount - Enter gross invoice amount

Enter Estimate No. of Invoice Lines - Enter the estimated number of invoice lines
Click Add

N ou A WNR
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The Invoice Information page displays:

invoics Information || Pamness || Viouomer Amrimsss
Businsss Unit 01110 Involos No [Trami2se Invoice Total NN Mercnandise Summary
Voucher 1D KEXT digcounting Date (12115200 W Lins Total a0 Sk NS
oucher Style Feguiar Vioucher *Pay Terms [NET30 e = Fo *Cuamancy USD|q EIRREEEI )
b i : Miscailanaois 5 | JAmachments (U}
Invoics Date (121102020 W Basls Date Type i el g =
invoics Recshved il " gl e
Barra Animal Hospital Tots Adanced Supplier Search
SuppBer iD 0000006145 a cantrol Group =1 Pt gorT Supplier Hierarchy
SARRE 0 . Sunplier 350
ShortNams [BARRE ANI-00T |0y Incompists Vouchsr Fum
Logstion [siNGLE [+ emntiz| X
ek a CFDuE
Sae Sawe For Later m;u.nl ﬁ:_n cgmlage p[n
Copy From Source Document
Inwoice Lines ¥ Find | View All First ‘& {of2 '*' Lznt
3§ Chart 1
Lins 1 Dcamll}wn pee:hl e ¥ [ons (=]
e — e B o
tems a Description Calcuize
Guantity| Packing S8p
Lom [+] CPindicator | |
Uinit Prica
Lins amount 000
Distribution Lines Persorziize | Find | viewatl | 20| B At 4 qom1 b Lam
CGLChart || Exchange Rae || Assets | [TTW
;:;:‘; Lins Merchandiss Ami  Guanith o vt Aocount Fund Dot Frogram Ciass Frajet Eudged Dunde
= = [ 1 00 S =1 a A [ [} q [1zrezm |
Sk Saue For Laer
A Ncy | (£ Fefresh L Aol | [ ] UpdserDisplay
8. Click the Withholding link
The Withholding Information page displays:
Withholding Infaormation
Back 10 Inalce
Business Unit 01110 invoice Numbsr Tralniz34 WUT Entity
voucher I NExT Suppller 0000006145 Sarra Anbmal Hospkal Invoice Date 12raczmz0
Withholding Cption
Postpons UWithholding
nvoice Line Withhold Information Find I'v'lew.-!.ll I I Firsk ‘4 10"2' b Last
Ling 1 Description
Vilithivolding Code .
g A W-‘tnnniﬂinﬂn.pp'mh!a
Withholding Details - | View Al | B2V E& First ‘4 qofd Last
e ] ; Withhoiding Bxsls  Contract Ruts Apply 35
Entty “Tes ot Ftri At Orerride Fedarenos Dnverride Withholding Applioatis
= A= o - |WRhol 3t =
1["s oy [ioseM |y [FED o [0 a 2, et # [=]

9. Uncheck the Withholding Applicable checkbox and Applicable box for Line 1

10. Click on the View All

Accounts Payable - July 2024

link

Page 80 of 171




Withholding Information

Bax o innlee

Busin=se Unit 0110 Invoica Numbsr Tralmi2id VAT Entity

VoucheriD A= Supplisl 0000005145 Earre Animal Hospkal Invoios Date 12042020

Withhelding Option

Invoice Line Withhold Information

Lina 1 Description
Wathholding Code

Withholding Details

“Erilily “Trpe *Jurisdiotion Ciass
1[IRE G| [1999M [ |[FED |08
Line Z Description
ithhodding Code <]

Withholding Details

“Enitly “Tpe *Jurlsdiotion wCiass

Postpons Withholding

Find | Wiew 1
I:lw*thno;d-ing Applicabia
Personalize | Find | viewsn | &7 B At 0 1on1
Wiihhokding Exsis  Contrsot Fuls: Appiy 5 ¥
Amd Overrids Referencs Override Withhodding Appliaable

: ]
A, A Papment I:l

w-tnnw;ng Applcabla
Personalize | Find | viewan | &2 B Fird A& {afi &
'Withihodding Basls  Coniraod Fuls b W . Lt
At Dverrids Refzarsnos Drvsrrids g S
L&} &, Wikniold 3t Payment

First ‘4 {-2ar2 ‘&' Last

Lasl

Note that both withholding boxes are still checked for line two since veterinary services are
reportable using type 1099M and class 06.

11. Click the Back to Invoice link
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You are returned to the Invoice Information page:

=iNotify ||* Refresh

Invoice Information Payments Moucher Attributes
Business Unit 01110 Invoice No | Train1234 Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date | 12/18/2020 (i Line Total 56.00 Sesan el
&= Ca =10}
Voucher Style Regular Voucher *Pay Terms | NET 20 Q" uetan *Currency UsDic :...-mmEr:L—.‘El, .
i L 5 . i Miscellaneous . Attachments (0}
Invroice Date |12/10/2020 5 Basis Date Type Inv Date - Withhaoldi
. 3 2 Freight = Withholding
Invoice Received L Templste List
Barre Animal Hospital Total 556.00 Advanced Supplier Sesrch
Supplier D /0000008148 = Control Group =} Difference E00.00 Supplier Hiersrchy
g J Su 3l 16
Shorthlame |BARRE ANIM-001|Q Incomplete Voucher Sgplics a0
Location |SINGLE Q Grant ID Q
*Address |1 aQ CFDA#Z
Save Save For Later Action B Run Calculate Print
Copy From Source Document
Invoice Lings % Find | View All First ‘4" 1 of Dast
Lirse 4 DCDW Down SpeedChart Q DO i ; =
i c ne Assef
*Distribute by | Amount Ship T6|PFMMTR001 &
Item a IDescriptiun REIME I Calculste
Guantity Packing Slip
. Q CiP Indicator|C |
Unit Price
| Line Amount se.00/|
Distribution Lines Persanzlize | Find | View All | £2 h:;' First ‘4 1of1 & Last
GL Chart | Exchange Rate Assets | R
g:p?:l Line Merchandise Amt  Quantity *GL Unit Account Fund Dept Program Class Project Pudget Date
v
—- 20 . ¥ L1371 4 ! & s UL Ll
+ 1 56.00 01110 |Q, |{518300 C 21370 1110020000 |( C Q, [12/18/2020 |[w
Save Save For Later
+ Add 2#| Update/Display

Invoice Lines section

12. Description - Enter the description of what you are paying for on this line of the invoice —in this

case “REIMB”

13. C/P Indicator - Select C for current year or P for prior year, you must select this for each invoice line

and both C and P can be used within the same voucher
14. Amount - Enter Line 1 amount, in this case $56.00

Distribution Lines section

15. Merchandise Amount - Enter the merchandise amount of line 1 to reflect the amount being

paid — in this case $56.00
16. Account Number - Enter the account number or click on the magnifying glass to select from the list
17. Dept ID - Enter the Dept ID or enter the last 4 digits of your business unit, (to narrow your

search) and click on the magnifying glass to select from the list

18. Fund - Enter Fund

19. Program - Enter program (If used by your department)

20. Class - Enter class (If used by your department)

21. Project/Grant - Enter project/grant (If used by your department)
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In the Invoice Lines section, scroll all the way to the right of the screen, use the right arrow to display Line 2
of 2.

Note: Reportable and non-reportable amounts must be entered on separate invoice lines of the
voucher — NOT separate distribution lines.

The 2" Invoice Line displays:

Invoice Lines (2 Find | View All First ‘4 2 of 2 "} Last
R DCGPYDDW“ SPEEHFhan o DOneAssEt ——
*Distribute me Ship To|PFMMTFO01 Q
Item @ IDescription Veterinary Services I Calculste
Quantity Packing Slip
uom -y CJIP Indicator | Q
Unit Price
Line Amount 500.00
Distribution Lines Fersonalize | Find | View all | 22| First ‘4 1of1 "% Last
GL Chart | Exchange Rate Assets | TR
g:ﬁ; Line Merchandise Amt  Quantity *GL Unit Account Fund Dept Program Class Project Budget Date
] | = D 1 500.00 01110 |@Q ||520595 (3, (10000 |y 1110020000 |Qy &} Q Q J1218/2020 |

Save Save For Later

Invoice Lines section

22. Description - Enter the description of what you are paying for on this line of the invoice —in this
case “Veterinary Services”

23. C/PIndicator - Select C for current year or P for prior year, you must select this for each invoice line
and both C and P can be used within the same voucher

24. Amount - Enter Line 2 amount, in this case $500.00

Distribution Lines section

25. Merchandise Amount - Enter the merchandise amount of line 2 to reflect the amount being
paid — in this case $500.00

26. Account Number - Enter the account number or click on the magnifying glass to select from the list

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

28. Fund - Enter Fund

29. Program - Enter program (If used by your department)

30. Class - Enter class (If used by your department)

31. Project/Grant - Enter project/grant (If used by your department)
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This screenshot below shows a two-line voucher payable to a reportable supplier. Line 1 is paying $56.00
for an expense reimbursement, which is not reportable. Line 2 is paying $500. For Veterinary Services,

which is reportable.

Invoice Information Fayments Moucher Attributes

Business Unit 01110 Inveice No|Train1224
Voucher ID NEXT

Voucher Style Regular Voucher

Accounting Date |12/18/2020
*Pay Terms |MET20
Invoice Date | 12/10/2020 W Basis Date Type Inv Date
Invoice Received W
Barre Animal Hospital
Supplier |D|0000008145 Q
Shortllame | BARRE ANIM-001 |G

a

Control Group

Location|SINGLE Grant ID

Met 20

Incomplete Voucher

*Address |1 Q CFDAZ
Save Save For Later Action ¥
Copy From Source Document
Invoice Lines ‘%
Line 1 DCDW Dowwn Spe-edtfhart @
sDistribute by Ship To[PFMMTFO001 Q
Item Q. Descripticn | REIMB
Guantity Packing Slip
- Q CIP Indicator[C |cy
Unit Price
Line Amount 58.00
Distribution Lines
GL Chart Exchange Rate Assets | |
g:p‘; Line Merchandise Amt  Quantity =GL Unit Account Fund
# = O 1 56.00 01110 |@ [518300 @ [21370 &
Line 2 DCDpy Down SpHd{?haﬂ Qa
*Distribute by Ship To |PFMMTPO01 a,
Itemn a Descriptien Veterinary Services
Quantity Packing Slip
ucm Q CiP Indicator C |
Unit Price
Line Amount E00.00
Distribution Lines
GL Chart Exchange Rate Assets [
S:.p: Line Merchandise Amt Quantity =GEL Unit Account Fund
== O 1 500.00 01110 |G [520895 |Q

Save Save For Later

Fu
L

10000 |y (1110020000 |y

Invoice Total

Line Total
*Currency
Miscellaneous
Freight

556.00

TEe

0.00

Q

a

[El

R

Print

Project

=

Difference
“§
Run Calculate

Personalize | Find | View All | £ L:i‘
Dept Program Class
1110020000 Q) QL

Perscnalize | Find | View All
Dept Program Class

Project

Mon Merchandise Summarny
Session Defaults
Comments{0)

Attachments (0}

Template List

Advanced Supplier Search
Supplier Hierarchy

Supplier 380
First ‘&' 1-2p0f2 ‘& Last
li=
DOneAss&t
Calculate
First ‘4 1of1 & Last
Budget Date

Q@ [12/18/2020 |

] e
One Asset
Calculate
First ‘4 1of1 & Last
Budget Date

Q [1218r2020 |5

+ Add 24| Update/Display

32. Click on the Withholding link
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The Withholding Information page opens:

Withholding Information

| Back to Iru‘:ic:el

Business Unit 01110 Invoice Number Trainl224 VAT Entity
Voucher 1D NEXT Supplier 0000005145Bame Animal Hospital Invoice Date 12/10/2020

Withholding Option

Postpone Withholding

Invoice Line Withhold Information Find | View 1 First ‘4 1-Zof2 ‘b Last

Line 1 Description REIME

Withholding Code O Withheolding Applicable

Withholding Details Perscnalize | Find | View All | &2 |__ﬁ First ‘& 1 of1 & Last
Withholding
*Entity *Type *Jurisdiction *Class Basis Amt En}fn‘tr!l:‘t EAUIE id ]ﬂ'pf'!l\":l di Applicable
Crearride eference verride Withholding
Withhold
1[IRS a, [10sam]q [Fen o e a a II:IEI:'rlr':::ISI | + (=
Line 2 Description Veterinary Services
Withholding Code =4 Withholding Applicable
Withholding Details Personalize | Find | View all | 2| B Fisst ‘4 1of1 & Last
Withholding !
*Entity *Type *Jurisdiction *Class Basis Amt E:&trr:;:i E"T;ridi Apply Withholding Applicable
Override
1|IRS Q, [1098M |3, |FED Q 06 Q Q Withhold at FIS

Payment

The panel displays no withholding for invoice line 1 (reimbursement) and withholding applicable for invoice
line 2 (reportable service.)
33. Click Back to Invoice link
34. Click Save
e Voucheris saved
e VoucherID # 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.
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Correct for Payment

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

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

Invoice Information Eayments Moucher Attributes
Business Unit 01110 Invoice No Invoice Total Men Merchandise Summary
Voucher ID NEXT Accounting Date | 12/18/2020 W Line Total 600.00 Sesinn ek
== Con 107
Voucher Style Regular Voucher *Fay Terms |NETO0 Q"2 Due No *Currency usD|q :"-""'"‘Em—"-a. .
? o o - Miscellaneous o Attachmentz(0)
Invoice Date [ Basis Date Type Inv Date pes i S
: 3 = Freight = Withholding
Invoice Received " =
emplate List
Hluzzi Vincent Total Advanced Supplier Search
Supplier 1D 0000052055 a, Control Group QL Diflcrente E00.00 Supplier Hierarchy
'] [Frdiatn] Su i AF
Shorthame |ILLUZZIVIN-DO1 | Incomplete Voucher Supplier 280
Location |SINGLE a, Grant ID Q
*Address |1 e} CFDAZ
Save Save For Later Action “w Run Calculste Print
Copy From Source Document
Invoice Lings 2 Find | View All First '#" 1 of 1 & Last
B DCDW Hym Speeu?han 3 DOI‘IE Asset £ =
*Distribute by [ Amount Ship To|FFMMTFO01
Itemn % IDescriptin}n Rent for Office Space I Calculate
Quantity Packing Slip
iy X
Unit Price
| Line Amount 00.00 |
Distribution Lines Fersonslize | Find | View all | 2] & First ‘4 of 1 ‘% Last
GL Chart | Exchange Rate || Assets | [FTR
& ine Merchandise Amt uantity 3 nit Account un ept rogram ass roject udget Date
ggp‘; Li Merchandise A Guanti GL Uni : Fund D P cl Proj Budget D
&= 1 £00.00 01110 |y [514000 | |[t0o00 |y [1110003000 |y Q L L f12718i2020 |5y
Save Save For Later
= Motify || 2% Refresh + Add 2#| Update/Display

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

Invoice Lines section

1. Description - Enter the description of what you are paying for on this line of the invoice — in this

3.

case “Rent for Office Space”

C/P Indicator - Select C for current year or P for prior year, you must select this for each invoice line
and both Cand P can be used within the same voucher

Amount - Enter Line 1 amount, in this case $600.00

Distribution Lines section

4. Merchandise Amount - Enter the merchandise amount of line 1 to reflect the amount being
paid — in this case $600.00

5. Account Number - Enter the account number or click on the magnifying glass to select from the list

6. DeptID - Enter the Dept ID or enter the last 4 digits of your business unit, (to narrow your
search) and click on the magnifying glass to select from the list

7. Fund- Enter Fund

8. Program - Enter program (If used by your department)

9. Class - Enter class (If used by your department)

10. Project/Grant - Enter project/grant (If used by your department)

11. Click on the Withholding link
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The Withholding Information page opens:

Withholding Information
Badk to Invoice
Business Unit 01110 Invoice Number VAT Entity
Voucher ID  NEXT Supplier 0000052058 lluzzi.Vincent Invoice Date

Withholding Option

Postpone Withholding

Invoice Line Withhold Information

Find | Wiew All First of
Line 1 Description Rent for Office Space
Withheolding Code 2 Mwithholding Applicable
Withholding Details Personalize | Find | View All | &2 |_,_-|. First 1of1 ‘& Last
Withhelding -
SE 4 * P —— el s Contract Rule Apply e
Lk Type higtsdicHon TERE Ej;:—},:?t Reference Crverride Withholding Applicatie
Withhold
1[IrS ol [10oen]ey [FeD o [0 ) a ,':’s'f;n_;':ts' +] =

Default type is 1099N and class 01

You are paying this supplier for office space. You know from the table in the 1099 Reporting section of
this manual that payments for rental of office space is reported on a 1099-Misc as 01. The type and
class that has defaulted on the payment is 1099N and 01. You must change the withholding type and

class on this payment so it is reported correctly on a 1099-Misc.

Withholding Information

Back to Invoice

Business Unit 01110 Invoice Number VAT Entity
Voucher ID NEXT Supplier 0000052056 |lluzzi, Vinoent Invoice Date

Withholding Option

Postpone Withholding

Invoice Line Withhold Information

Find | View All First 1of1
Line 1 Description Rent for Office Space
Withholding Code Q Muwithholding Applicable

Withholding Details Personalize | Find | View All | &2 L-.‘i First 1'ef1 ‘& Last

Withholding A n
*Entity *Type =Jurisdiction *Class Basis Amt g‘}rmr’“ E‘HIE id I‘Ffl!:ll-. di Applicable
Override eference Override Withholding
Withhold
1[IRE & [osemley [FED % ([0 o) g e H =

b Last

12. Click the search icon for the Type field and choose 1099M
13. Click the search icon for the Jurisdiction field and choose FED
14. Click the search icon for the Class field and choose 01

Note: If when changing Type and/or 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.SupplierRequests@vermont.qov to add the
withholding type and/or class to the supplier. Do not approve or budget check the
voucher until the withholding type and/or class is added to the supplier and can be
changed on the voucher.
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15. Click Back to Invoice link
16. 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.

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.

See the Budget Check Online and Submitting a Voucher for Approval sections
of this manual to complete the process.
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Enter an Adjustment Voucher
Situations when this function is used: listed below
Note: One-time suppliers may only be used in a voucher once. Refunds from a one-time supplier must
be returned by the supplier and received into VISION with a direct journal deposit. If the refund was
originally a payment for services, the department must send an email to the Director of Statewide
Accounting that includes all details of the voucher and deposit (BU, Supplier ID, Deposit ID, Amt, etc)
so that 1099 information can be appropriately adjusted.

Receiving a credit on an invoice that has already been paid:

Adjustment vouchers are used to enter Credit Memos from suppliers. 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 suppliers. 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 supplier 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 supplier that has a purchase order related to it, pay the invoice with
the purchase order for the full amount. Enter an adjustment voucher in the amount of the credit
memo.

Required Fields: Supplier ID; Supplier Name; Location; Address; Invoice Number; Invoice Date;
Amount; GL Unit; Account; Fund; Department ID; Pay Terms; Voucher ID; Line Description
WorkCenter navigation: Accounts Payable WorkCenter > Links Pagelet > Vouchers > Voucher Entry >
Add a New Value

Navigator Menu navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry > Add a New
Value
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The Voucher Entry page displays:

Voucher

Find an Existing Value
Add a New Value R =

*Business Unit | 51181
oucher ID | NEXT

*Woucher Style [ Adjusiments e

Supplier Name | Upicel
Short Supplier Mame | UNICEL-001
Supplier ID | po00000953
Supplier Location | LULTIPLE
Address Sequence Number 6l

P oOPLPP

Invoice Number | SAMPLE102418
Inveice Date | 09/25/2015 [T

Add

Your default BU will appear in the Business Unit field. The Voucher ID will default as NEXT and Voucher
Style will default in as “Regular Voucher”.

Much of the voucher information can be entered in the voucher add function or entered later in the
voucher pages.
1. Business Unit - Enter BU if not using your default BU
Voucher ID - Leave as NEXT
Voucher Style - Set to Adjustments
Supplier ID - Enter Supplier ID number
Invoice Number - Enter Suppliers invoice number
Invoice Date - As per the supplier’s invoice
Gross Invoice Amount - Enter gross invoice amount

Enter Estimate No. of Invoice Lines - You can enter the estimated number of invoice lines
Click Add

© O NOUHWN
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The Invoice Information page displays:

Invoice Information Payments Voucher Aitributes
Business Unit 02170 Invoice No SAMPLE102418 fnyuice Tofa) M Mermhaiise Sumn
Voucher ID NEXT Accounting Date 10/ [ Line Total 0.00 Comments(0}
Voucher Style n *Pay Terms NE SRS “Currency usolq, Attachments (0}
Invoice Date [ [& Basis Date Type Inv Date Miscellaneous = Se L BUnieR SR
Invoice Received &) Freight = Supplier Hierarchy
Supplier 360
Unicel
e Total -15.00
Supplier ID DO a Control Group Q Diff —
ShortName UNICEL-0D &3 Incomplete Voucher
Location MULTIPLE a Grant ID
"Address G Q CFDA#
Save Save For Later Action v Run Calculate Print
Dr.-py From Source Document
00005393 Copy toVoucher Copy From ‘Workshest
Invoice Lines: (2 Find | View Al First & 1of1 @ Last
Line 1 SpeedChart Q, =
*Di Amoun Ship To|PCJTPITDO! [} One Asset
Distribute by | Amount I
Item Q, Description Sl
Quantity Related Voucher
uom aQ Packing Slip
Unit Price CiP Indicator||Q
Line Amount -15.00
Distribution Lines Personalize | Find | View Il | & | & First ‘& 10f1 & Last
GL Chart || Exchange Rate || Stafistics || Assets
Line Merchandise Amt  Quantity *GL Unit Account Openitem Fund Dept Program Class Project Affiliate E
&l = 1 500 62179 | Q Q Q Q aQ Q Q Q 1
‘ b
Save Save For Later
[=] Notify ||<3 Refresh =% Add || 5| Update/Display

Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is subject to 1099
Reporting. You must go to this link and code each invoice line as reportable or not reportable based on
the type of payment being made. Please see the 1099 Reporting section in this manual and the
exercise for Enter a Reqular Voucher with Reportable and Non-Reportable Lines for more information.

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

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

e Currency =USD

e Distribute by = Amount
e Ship To = default ship to location for your Business Unit
e GL Unit

10. Credit Memo Amount - Enter the amount as a credit (example —15.00) in the Total field

11. Click on the chevron arrow “Copy From Source Document” if the original voucher ID is known
12. Voucher ID - Enter the voucher ID number

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

Extended Amount & Amount fields populate with -$15.00
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Invoice Information PBayments

Business Unit 02170

Voucher Altributes

Invoice No [SAMPLE102418

Invoice Total

Non Merchandise Summary

Voucher ID NEXT Accounting Date 10/26/2012 £l Line Total 0.00 Comments(0)
Voucher Style Adjustments *Pay Terms [NET3 Q = Net 30 Currency usDi®, Attachmenis (0)
Invoice Date D2/25 3 E] Basis Date Type [nv Date Miscellaneous = Advanced Supplier Search
Invoice Received 5 Freight = Suppier Hiemeiy
o8 Supplier 360
s - Total ~15.00|
0 8 b
Supplier 1D DO 73 Q Control Group Q Difference 000
ShortName UNICEL-001 Q Incomplete Voucher
Location MULTIFLE Q Grant ID Q.
*Address § Q CFDAZ
Save Save For Later Action v Run Calculate Print
Copy From Source Document
Voucher ID 00008383 @ Qo Ffom Warkshest
Invoice Lines (2 Find | View All First 4 fof1 & Last
Line SpeedChart Q =
% £ PCJTPITO0q One Asset E=
*Distribute by | Amount v Ship To 0o Q
Item Description Calculate
Quantity Related Voucher
Uom Packing Slip
Unit Price CiP Indicator[C | @
Line Amount 5.00
Distribution Lines Personalize | Find | View All | = B First ‘d4 1of1 &/ Last
GL Chart || Exchange Rate Statistics Assels
Line Merchandise Amt  Quantity *GL Unit Account Openitem Fund Dept Program Class Project Affiliate E
[*] [=] 1 -15.00 02170 |G §{521100 Q Q |10000 |G 1110003000 |Q aQ Q Q Q1
3
Save Save For Later
5 Notify {_," Refresh | [_L Add j’J Update/Display

14. C/P Indicator - Select C for current year or P for prior year, you must select this for each invoice

line and both C and P can be used within the same voucher

Distribution Lines section

15. Account Number - Enter the account number or click on the magnifying glass to select from the list

16. Fund - Enter fund

17. Department - Enter department

18. Click Save

The following Message appears if no related voucher has been entered:

Message

]

There is no Related Voucher associated with this Adjustment (23200,13)

Voucher iz unknown or the adjustment relates to multiple vouchers

Use the Copy From Source Document feature to populate a Related Voucher if one is directly related to this adjustment. No additional action is required if the Related

19. Click OK

Note: The Adjustment Voucher will save without a related voucher ID but we recommend entering it

when it is known using the Copy from Source Document function.
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The transaction saves and Voucher ID is assigned:

Summary Related Documents Invoice Information Payments: Voucher Attributes Error Summary
Rucine e Invoice No [SAMPLE102416 Invoice Total Non Merchandise Summary
Voucher ID 00003 Accounting Date 10/26/2013 [#] Line Total -15.00 Comrments(0)
o ST A i *Pay Terms [NET30 QA a3 *Currency UsDQ Attachments (D)
Invoice Date D9/25/2018 El Basis Date Type Inv Date Miscellaneous [ | Advanced Supplier Search

Invoice Received I Freight ] EUDIC:iEf ';é&;'SFCh,'
upplier 36
) _H'ﬂ'l'c‘?l Total| ~15.00|
Supplier 1D 0000 Q Control Group Q, Chteranice 300
ShortName [UNICEL-001 Q Grant ID a,
Location [MULTIPLE Q CFDA#
*Address 5 aQ

See the Budget Check Online and Submitting a Voucher for Approval sections
of this manual to complete the process.
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Enter a Journal Voucher to Correct Accounting Entries

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

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

Note: Chartfield coding corrections to one-time supplier vouchers must be made via an ONL journal.

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: Business Unit; Supplier ID; Supplier Name; Supplier Location; Address
Sequence Number; Invoice Number; Invoice Date; Pay Terms; C/P Indicator; Amount; GL Unit; Account; Fund;
Department ID; Related Voucher; and Line Description

WorkCenter Navigation: Accounts Payable WorkCenter > Links > Vouchers > Voucher Entry > Add a New Value

Navigator Menu Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry > Add a New Value The
Voucher Entry page displays:

Voucher

Find an Existing Value
Add a New Value Q g

*Business Unit |p1181 Q,

oucher ID | NEXT

“Woucher Style [ Journal Voucher ~ ]

Supplier Name | HIGHGATE APARTMEMNTS  |(

Short Supplier Mame | HIGHGATE A-001

Supplier ID | 0000399655
Supplier Location | MULTIPLE

Address Sequence Number 1|
Invoice Number | SAMPLE 102418

Inveice Date | 09/25/2015 [

O 00 0 08
J Ty

Your default BU will appear in the Business Unit field. The Voucher ID will default as NEXT and Voucher
Style will default in as “Regular Voucher”.

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

Business Unit - Enter BU if not using your default BU
Voucher Style - Select Journal Voucher

Supplier ID - Enter Supplier ID number

Invoice Number - Enter Suppliers invoice number
Invoice Date - As per the supplier’s invoice

Click Add

o vk wWN
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The Invoice Information page displays:

Business Unit 01110
Voucher ID NEXT
Voucher Style Journal Voucher

Invoice Date |11/23/2018 [E

Invoice Information || Payments || Veucher Attributes

Invoice No |ADJ AP18 TEST
Accounting Date 11/232012 [#]
Pay Terms NET20
Basis Date Type Inv Date

Invoice Received [&]

Highgate Apartmenis

Invoice Total

Line Total
Net 30 =Currency

Total
Difference

CFDA#

Supplier ID 0000007818 Q,
ShortName HIGHGATEAP-001 |Q I Related Voucher Q I
Location [SINGLE Q lacomolole Voucho
*Address |1 Q GrantID Q

Session Defaults
Comments(0)
Attachments (0)

Template List

Advanced Supplier Search
Supplier Hierarchy
Supplier 360

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

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

e Currency = USD
e Distribute by = Amount

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

e GL Unit

e Total Amount - defaults in with 0.00 and is grayed out
7. Related Voucher - Enter or selectthe Regular Voucher ID that requires a correction

Note: If you need to enter more than one journal voucher to correct coding for the same
regular voucher, you must enter the original regular Voucher ID in the Related Voucher

field in each journal voucher that is created.

8. GrantID - Enter Grant ID from original voucher if applicable
9. CFDA# - Enter CFDA# from original voucher is applicable
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Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary
Business Unit 01110 Invoice No[ADJ AP18 TEST Invoice Total Session Defaults
Voucher ID 00007657 Accounting Date [11/23/2018 ez Line Total 0.00 Comments(0)
Voucher Style Journal Voucher Pay Terms NET30 Net 30 “Currency usD@, Attachments (0)
Invoice Date [11/23/2018 [51) Basis Date Type Inv Date Template List
Invoice Received 5 Total 0.00 Advanced Supplier Search
Difference 0.00 Supplier Hierarchy
Supplier 360
Supplier ID 0000007 Control Group Q,
ShortName HIGHGATEAP-001 |Q Related Voucher 00007623 a;
S =
Location SINGLE Q GrantID a
*Address |1
b CFDA#
EEC2 Action v Run Calculate Print
Invoice Lines (2 Find | View All First ‘& 10f1 ‘&) Last
i ComyDole Shesohan S One Asset B
*Distribute by | Amount v e =
Item Description £hange of fund Calculate
Quantity CIP Indicator [C @
uom
Lo oo
I Line Amount 0.00 I
Distribution Lines Personalize | Find | View 1 | 22| B First ‘&) 1-20f2 & Last
GL Chart || Exchange Rate || Assets
[E)gf.,f‘ Line Merchandise Amt Quantity *GL Unit Account Fund Dept Program Class Project Budget Date
= -10.00 1 516600 100! 1110003000 1232018 |5
Bl =] 1 0.00 01110 516600 0000 10003000 232012 |[H

In the Invoice Lines section:

10. Description - Enter the description of the journal voucher

11. C/P Indicator - Select C for current year or P for prior year, you must select this for each invoice
line —both C and P can be used within the same voucher

Note: If you need to correct a C/P Indicator as well as accounting entries you can do so in one
Journal Voucher. See the Enter a Journal Voucher to Correct a C/P Indicator exercise in this
manual.

12. Line Amount - Enter 0.00
In the Distribution Lines section:
13. Merchandise Amount - Enter amount as a negative amount
14. Account Number - Enter the account number or click on the magnifying glass to select from the list
15. Fund - Enter Fund

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

17. Program - Enter program (If used by your department)
18. Class - Enter class (If used by your department)

19. Project/Grant - Enter project/grant (If used by your department) - Enter Project/Grant of the
incorrect line from the original voucher

Distribution Lines Personalize | Find | View All | \ L;‘ First (&' {of1 ‘&' Last
GL Chart || Exchange Rate || Assets

Copy

Down Line Merchandise Amt Quantity *GL Unit Account Fund Dept Program Class Project Budget Date

= 1 -10.00 01110 |q [FieE00 |q [10000 |@ [itioo0zoon |q Q Q Q [zene [m

20. Click on the 'f“ icon located at the beginning of the distribution line
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A prompt box will open asking how many rows to add with a default of 1:

fintraining.erp.vermant.gov says

Enter number of rows to add:

1

e

21. Click OK
Distribution Line 2 opens for Invoice Line 1 of the Journal Voucher:

Personalize | Find | View Al | &2 | E& First ‘&' 1-20f2 &/ Last

Distribution Lines

GL Chart || Exchange Rate || Assets

ggzﬁ Line Merchandise Amt Quantity *GL Unit Account Fund Dept Program Class Project Budget Date
el =] 1 -10.00 01110 |G 518600 Q@ [10000 |G |1110003000 |Q Q Q Q |123z0e |FH
Bl [=] I 2 10.00 01110 QI Q Q Q Q Q Q123 |

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. In this scenario we are only correcting the Account.

Distribution Lines Personalize | Find | View All | | Ln_ﬁal First ‘&' 1-20f2 &) Last
GL Chart || Exchange Rate || Assets
gg&% Line Merchandise Amt Quantity *GL Unit Account Fund Dept Program Class Project Budget Date
] (=] 1 -10.00 01110 | | 516600 10000 |@, [1110003000 |Q Q a Q [zannis |5
el (=] 2 10.00 01110 |y || 516605 10000 & 1110003000 |G Q Q, Q11232018 |[H

22. Click Save
The following Message will display if a related voucher number has not been entered:

Message

Please enter or select the original Regular Voucher {23200,15)

The Related Voucher field must be populated with a Regular Voucher ID. Select the original Regular Voucher associated with the invoice ID entered on this Journal

Voucher.

23. Click OK
24, Enter or select the Regular Voucher ID that requires a correction

25. Click Save
The Template box will automatically update to JRNLVCHR on the Voucher Attributes page once the

voucher is saved.
The journal voucher will now need to be budget checked and approved.

See the Budget Check Online and Submitting a Voucher for Approval sections
of this manual to complete the process.

Enter a Journal Voucher to Correct Accounting Entries is Complete
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Enter a Journal Voucher to Correct a C/P Indicator

Situation when this function is used: A journal voucher is used to correct a current/prior year indicator.

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.)

Note: One-time suppliers may only be used in a voucher once. The C/P Indicator cannot be changed on
a one-time supplier related voucher and must be reported using the C/P Indicator Miscode form.

Required Fields: Business Unit; Supplier ID; Supplier Name; Supplier Location; Address Sequence
Number; Invoice Number; Invoice Date; Pay Terms; C/P Indicator; Amount; GL Unit; Account; Fund;
Department ID; Related Voucher; and Line Description

WorkCenter Navigation: Accounts Payable WorkCenter > Links > Vouchers > Voucher Entry > Add a New
Value

Navigator Menu Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry > Add a New Value
The Voucher Entry page displays:

Voucher

Find an Existing Value
Add a New Value Q g

*Business Unit |p1110
*Voucher ID | NEXT

*Voucher Style [ Journal Voucher ~
Supplier Name | Agency of Digital Services-C/|Q)
Short Supplier Name | AGENCY QF-004
Supplier ID | 0000043669
Supplier Locafion | SINGLE

0 0O 0 0O f
Call i o o

Address Sequence Mumber 1|

Invoice Mumber | vOIP002185-FIN3
Invoice Date |ps/21/2019

Your default BU will appear in the Business Unit field. The Voucher ID will default as NEXT and Voucher
Style will default in as “Regular Voucher”.

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

1. Business Unit - Enter BU if not using your default BU
Voucher Style - Select Journal Voucher

Supplier ID - Enter Supplier ID number

Invoice Number - Enter Suppliers invoice number
Invoice Date - As per the supplier’s invoice

Gross Invoice Amount - Enter gross invoice amount
Click Add

NouhkwnN
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The Invoice Information page displays:

Invoice Information Payments Mo
Business Unit 01110
Voucher D NEXT
Voucher Style Journal Voucher
Invoice Date |05/21/2012 3
Invoice Received i

Supplier 00000043659
Shorthame AGENCY OF-004
Location | SINGLE

*Address 1

RRRS

Save Save For Later

Voucher Attributes

Invoice No|VOIFDD2185-FIN2

!

Accounting Date 04/12/2020 W

Pay Terms. NETOO Due Mow
Basis Date Type Inv Date

Agency of Digital Services-ClTTelecomm

Control Grou

Related Voucher 00007E70 =
—omriereogker
Grant 1D Q
CFDA#
Actionl vl

nvoice Total
Line Total
*Currency
Total
Difference
Run Calculate

0.00

usD|a

0.00
0.00

Print

Session Defaults

Comments{D)
Attachments [0}

Template List

Advanced Supplier Search
Supplier Hierarchy
Supplier 260

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

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

e Currency = USD

e Distribute by = Amount

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

e GL Unit

e Total Amount - defaults in with 0.00 and is grayed out

8. Related Voucher — Enter or select the Regular Voucher ID that requires a correction

Note: If you need to enter more than one journal voucher for a voucher correction, enter
the Original Voucher ID in the Related Voucher field not the journal voucher number.

9. GrantID - Enter Grant ID from original voucher if applicable
10. CFDA# - Enter CFDA# from original voucher is applicable
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Invoice Information Bayments || Moucher Attributes
Business Unit 01110 Invoice No VOIPDO2185-FIN2 Invoice Total Session Defaults
Voucher D NEXT Accounting Date |04/12/2020 W Line Total -1,131.13 Comments{0)
Voucher Style Journal Voucher Pay Terms NETOO Due Mow *Currency Usojcy Al:tad'!rr!Er!L-% o)
. - i Template List
Invoice Date 05/21/2013 i Basis Date Type Inv Date i 1. —_—
FEC I v Total 0.00 Advanced Supplier Search
; Difference -1.131.13 SpFicee | Sl
Agency of Digital ServicesCTTelecomm Supplisr 260
Supplier ID|0000043555 ) Control Group o
Shortame AGENCY OF-004 |y Related Voucher 00007570 Q
L ti SING
pealeaaNGLE - Incomplete Voucher
*Address |1 Q Grant ID fel
CFDA#
Save Save For Later Action w Run Calculate Print
Invoice Lines 1% Find | View All First: & 1 0f 1 &' Last
tne 1 [ Copy Down Speedf?hart = One Asset _
*Distribute by Amount Ship To [PFRIMTFEO01 1 i
=
ltem Description |Comect C/F Indicator I F S
Gruantity Packing Slip
e /P Indicator[C |y
Line Amount -1131.13
Distribution Lines Personalize | Find | View All | (2] & First ‘& 1of1 & Last
GL Chart | Exchange Rate Assets |I'T'l
g:p}" Line Merchandise Amt Quantity =GL Unit Account Fund Dept Program Class Project Budget Date
== O 1 1,131.13 01110 |Q [518605 | [10000 ¢y [1110002000 |&y o a & Jfoai1zrz020 |5
Save Save For Later

In the Invoice Lines section:

11. Description - Enter the description of the journal voucher
12. C/P Indicator - Select C for current year or P for prior year as in the incorrect voucher, you must
select this for each invoice line
13. Line Amount - Enter Line 1 amount from the incorrect voucher as a negative amount
In the Distribution Lines section enter the chartfield information from the incorrect voucher:

14. Merchandise Amt - Enter amount as a negative amount
15. Complete the Distribution Line to match the original incorrect voucher

16. Click on the i|icon in the Invoice Line section to add a new invoice line
The following message box opens asking how many invoice lines to add:

Enter number of rows to add:
K

Cancel

17. Enter the number of lines to add and click OK
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A new Invoice Line opens:

Invoice Lines (7 Find | View All First ‘4 1-Zof2 Last
ok DCup\; el SPEEd?han A One Asset =
*Distribute by| Amount Ship To|FFMMTFOO01 A
Itern Description |[Comect C/F Indicator Sl
Quantity Packing Slip
oA CIP Indicator|[C |
Unit Price
Line Amount -1,131.13
Distribution Lines Personalize | Find [ View Al £ R Fit ' 10f1 b Last
GL Chart | Exchange Rate Assets | 5D
g:.F‘;n Line Merchandise Amt  Quantity *GL Unit Account Fund Dept Program Class Project Budget Date
= O 1 -1,121.13 01110 |@, [516805 | [10000 |@ [1110003000 @ Q. 2 [04132020 |5y
tine 2 [copy Down et Q oncnceee  HE
*Distribute by | Amount Ship To|PFMMTFOO1 A
Itam I Description | Comect C/F Indicator I Calculate
Quantity Packing 5li
Lo CIP Indicator|F |
I Line Amount 1,121.12-'
Diztribution Lines Perscnalize | Find | view ANl | (2] & First ' 1of1 & Last
GL Chart Exchange Rate Asets | [N
g:p""n Line Merchandice Amt  Quantity =GL Unit Account Fund Deept Program Class Project Budget Date
W
# = O 1.121.13 01110 |@ |5168805 |y |10000 |@ ([1110003000 @y 2 @ Joar12iz020 |5y
Save Save For Later
=IMotify || &3 Refresh % Add || 2 Update/Display

18. Description - Enter the description of the journal voucher

19. C/P Indicator - Select the correct C/P Indicator, you must select this for each invoice line

20. Line Amount - Enter Line 1 amount from the incorrect voucher

21. Complete the Distribution Line to match the original incorrect voucher

Note: If you need to correct accounting entries as well as a C/P Indicator you can do so in one
Journal Voucher by entering the correct chartfield data here.

22. Click Save

The following Message will display if a related voucher number has not been entered:

Message

Voucher.

Please enter or select the original Regular Voucher {23200,15)

The Related Voucher field must be populated with a Regular Voucher ID. Select the original Regular Voucher associated with the invoice ID entered on this Journal

23. Click OK

24. Enter a Related Voucher number

25. Click Save
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The Template box will automatically update to JRNLVCHR on the Voucher Attributes page once the
voucher is saved.

The journal voucher will now need to be budget checked and approved.

See the Budget Check Online and Submitting a Voucher for Approval sections
of this manual to complete the process.

Enter a Journal Voucher to Correct a C/P Indicator is Complete
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How to Set Up SpeedCharts

Situations when this function is used: SpeedCharts can reduce the amount of time it takes to enter
vouchers with the same accounting information. Individuals can set up their own SpeedCharts or they
can be set up so that many people in a business unit can use them. SpeedCharts are effective dated so
new chart field information may not be usable in an existing SpeedChart. You will need to inactivate
the existing SpeedChart and enter a new effective dated speedchart.

SpeedCharts are Business Unit specific, but can be used on any voucher within the business unit no
matter the supplier.

Required Fields: Set ID; SpeedChart Key; User ID; Effective Date; Description; Security; Percent; GL
Unit; Account; Fund; Department ID

Navigator Menu navigation: Set Up Financials /Supply Chain > Product Related > Procurement Options
> Management> SpeedChart > Add a New Value

The SpeedChart panel displays, click on the Add a New Value button:

Find an Existing Value
Add a New Value Q <

*SetlD (01110
*SpeedChart Key | Telephone
User ID |EHOEFEL
Primary Permission List

*Effective Date |10/25/2018

Add

SetID defaults in as equal to STATE but MUST be changed to your AP Business Unit.

1. SetID - Enter appropriate business unit

SpeedChart Key - Enter what you want the SpeedChart to be called

User ID - Enter your User ID or click on the magnifying glass and select from the list
Effective Date - Enter the date that you would like the SpeedChart to be available for use
Click Add

i AW
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The SpeedChart page displays:

SpeedChart
setiD 01110 SpeedChart TELEPHONE Eff Date 10/25/2018 “Status
Description Total Percent 50,00
Security Option Definition
O Universal (All Users) ®) Enter Percentages
®) One User ETEST Q O Enter Weights
'_! One Permission oM a
Description |Telephone, fax
Speed Charts Personalize | Find | View Al | 2 B First ‘&' 10f1 ‘&) Last
Chartfields
Percent Weight GL Unit Account Fund Dept Program Class Project Affiliate Stat
I1 50.00| 0.00000 01110 |3, |516600 Q (10000 |Q, 1110003000 |Q &} QL QI (&} Q
< >
o Save | Notify + Add .| Update/Display 21 Include History # Correct History

The information entered on the Add page has populated onto this page. Status defaults in as Active.

6. Description - Enter a brief description of what the SpeedChart is used for

7. Security Options - Select the Security that should apply to the SpeedChart. Select Universal if
anyone within the business unit should have access to the SpeedChart or select One User and
fill in the user name if only that user should have access to the SpeedChart. The One Permission

option is not used by the State of Vermont
8. SpeedCharts -
e Enter Percent that should be applied to row 1
e Enter GL Unit
e Enter Account
e Enter Fund
e Enter DeptID
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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9. Scroll to the right and click on the + sign beside row 1 to add a new row
SpeedChart
setiD 01110 SpeedChart TELEPHONE Eff Date 10/25/2013 “Staus[Active V]
Description Total Percent  50.00
Security Option Definition
O Universal (All Users) ® Enter Percentages
® One User ETEST Q O Enter Weights
) One Permission UOM Q
Description | Telephone, fax. ‘
@
Speed Charts Personalize | Find | View Al | 2] [ First ‘4/ 1of1 '}/ Last
Chartfields
Veight GL Unit Account Fund Dept Program Class Project Affiliate Stat
1.00000  [01110 |Q (516600 | [10000 @ (1110003000 |G Q Q Q Q Q -
< >
[§/Save | [[=] Notify L% Aad 2| Updatef/Display 2 Include History k» Correct History
A new row opens:
SpeedChart
setiD 01110 SpeedChart TELEPHONE Eff Date 10/25/2012 Status[Acive ]
Description Total Percent 10000
Security Option Definition
O universal {All Users) (®) Enter Percentages
) One User ETEST Q ) Enter Weights
() One Permission UoM Q
Description | Telephone, fax.
(BT
Speed Charts Personalize | Find | View Al | 2 | B First '4/ 1-20f2 ‘b Last
Chartfields
Percent Weight GL Unit Account Fund Dept Program Class Project Affiliate Stat
1 50.00| 0.00000 01110 |@ (518600  |@ [10000 |@ [1110003000 |Q aQ Q Q aQ aQ
|2 000 oo a a a a a a al a a
< >
[5)Save | |[E] Notify | Add .| Update/Display & Include History ki Correct History

10. Fill in percent of split that should be applied to row 2 accounting information

11. SpeedCharts 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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The percentages between all of the rows must equal 100 percent:

SpeedChart
SetiD 01110 SpeedChart TELEPHONE Eff Date 10/25/2013 *Status[Actve V]
Description Total Percent  100.00
Security Option Definition
O universal (All Users) @ Enter Percentages
(®) One User ETEST Q ) Enter Weights
') One Permission VoM a
Description | Telephone, fax.
[ET
Speed Charts Personalize | Find | View All | 2] B First ‘&' 1-20f2 &' Last
Chartfields
Percent Weight GL Unit Account Fund Dept Program Class Project Affiliate Stat
1 s0.00/fp.ooooo [o1110|Q (516600 | [10000 @, [1110003000 |Q Q Q Q Q Q
2 s0.00|fp.ooooo [01110 |Q 516626 |Q [10000 | [1110006000 |Q Q Q Q Q Q
[4 >
% Add .| Update/Display ;j Include History L_“/ Correct History

12. Click Save
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Adding a Voucher using a SpeedChart

Situations when this function is used: SpeedCharts can reduce the amount of time it takes to enter
vouchers with the same accounting information. Individuals can set up their own SpeedCharts or they
can be set up so that many people in a business unit can use them. SpeedCharts are effective dated so
new chart field information may not be usable in an existing SpeedChart.

SpeedCharts are Business Unit specific, but can be used on any voucher within the business unit no
matter the supplier.

Required Fields: Business Unit; Supplier ID; Supplier Name; Location; Address; Invoice Number;
Invoice Date; Amount; SpeedChart; Pay Terms

WorkCenter navigation: Accounts Payable WorkCenter (AP) > Links Pagelet > Vouchers > Voucher
Entry > Add a New Value

Navigator Menu navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry > Add a New Value
The Voucher Entry page displays:

Voucher

Find an Existing Value
Add a New Value Q =

*Business Unit 1110 .::\
*Woucher ID |NEXT
“Voucher Style
Supplier Mame | Vermont State Colleges
Short Supplier Name [VTSTCOLLEG-001
Supplier ID' | 0000042882
Supplier Location | MACHCCV
Address Sequence Number 1o

P L PLPPS

Invoice Number | SC111415
Invoice Date | 10/12/2018
Gross Invoice Amount 1000.00
Freight Amount 0.00
Misc Charge Amount 0.00
PO Business Unit
PO Number

Esfimated Mo. of Invoice Lines 1

Add

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.

1. Business Unit - Leave as user default or enter appropriate business unit
2. Supplier ID - Enter the supplier number, including the leading zeros and tab out of field. Short

Supplier Name, Supplier Location, and Address Sequence Number automatically populate
Note: If you need to search for a supplier use the following navigation:

WorkCenter navigation: Accounts Payable WorkCenter (AP) > Links Pagelet > Suppliers >
Supplier Information > Click on Find an Existing Value tab

Navigator Menu navigation: Suppliers > Supplier Information > Add/Update > Supplier
3. Invoice Number - Enter Supplier’s Invoice number exactly as it appears on the supplier’s
invoice; to facilitate duplicate checking the invoice number entered in VISION must match the

invoice number on the invoice. Do not alter the Invoice Number during voucher entry by
removing information or including additional information that does not appear on the

Supplier’s invoice.
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Note: If a supplier’s invoice number is not provided, enter relevant information to correlate

the voucher to the payment request.
4. Invoice Date - As per the supplier’s invoice

5. Gross Invoice Amount - Enter the gross invoice amount
6. Click Add

The Invoice Information page displays:

,,,,,,,,,,,,,,,,,,,,,,,,,,, Total 1.000.00 Supplier Hierarchy

Supplier ID 0D 2 aQ, Control Group Q Difference 0.00 Supplier 360
ShortName |\ LLEG-001 | Incomplete Voucher

Location MACHCCY aQ Grant ID @

“Address |11 Q CEDA#

Invoice Information Payments Voucher Aftributes
Business Unit 01110 Invoice No [SC111413 Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date 11/14/2018 ] Line Total 1,000 00 Session Defaults
Voucher Style Regular Voucher *Pay Terms NETOO Q, = e Mow *Currency usDjQ, Comments(0)
Invoice Date | 10/12/ Eil Basis Date Type Inv Date Miscellaneous = Attachments (D)
Invoice Received ] Freight = Template List

Advanced Supplier Search

Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is subject
to 1099 Reporting. You must go to this link and code each invoice line as reportable or not
reportable based on the type of payment being made. Please see the 1099 Reporting
section in this manual and the exercise for Enter a Reqular Voucher with Reportable and
Non-Reportable Lines for more information.

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

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

e Currency = USD

e Distribute by = Amount

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

e GL Unit

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

Invoice Lines (2 Find | View All First &' 10of1 &' L
Line 1 Copy Down SpeedCnart = E One Asset
*Distribute by | Amount v Ship To PFMMTPO0A Q
Item Q, Description CEITUETE
Quantity C/P Indicator| |G
uom
Unit Price
Line Amount 1,000.00
Distribution Lines Personalize | Find | View All | @l L:d First ‘&' 10f1 &' L
GL Chart || Exchange Rate Assets
[Ec?\% Line Merchandise Amt Quantity *GL Unit Account Fund Dept Program Class Project Budget Date
] [=] 1 1,000.00 01110 |@ Q Q Q Q Q Q. [1n4ro1s

=]

6. Click on the magnifying glass next to SpeedChart
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Look Up SpeedChart
Help
SetlD 01110
SpeedChart Key| begins with «
Look Up Clear Cancel | Basic Lookup
Search Results
View 100 First ‘4 130r3 B Last
SpeedChart Key Description
FED WH FEDERAL WITHHGLDING
S5C1114 AP1114
Ny=0 === o] =5 ET )
7. Select the SpeedChart by clicking on the link
Copy From Source Document
Invoice Lines (7 Find | Wiew All First ‘&' 10f1 ‘&' Last
Line 1 Copy Down SpeedChart SC1114 Q &=
*Distribute by | Amount R Ship To PFMMTPO01 Q One Asset
Item Rescriotion L5 LS
uoMm
Unit Price

Line Amount 1,000.00

Distribution Lines Personalize | Find| view Al |2 | IE First ‘& 1of2 (»/ Last

GL Chart || Exchange Rate || Stalisics || Assels
gg\% Line Merchandise Amt  Quantity *GL Unit Account Fund Dept Program Class Project Affiliate Budget Di

e (=] 1 260.00 1110 |@, 519020 |@, [10000@, (1110006000 |Q a a a @ [1Aaeo]

»

8. C/PIndicator - Select Cfor current year or P for prior year, you must select this for each invoice
line and both C and P can be used within the same voucher
9. Under Distribution Lines click View All

Distribution Lines Personalize | Find \’le\'.‘1|| E First ‘&) 1-20f2 & Last

GL Chart || Exchange Rate || Statistics || Assets

prm—

Dg\:ﬁ Line Merchandise Amt  Quantity *GL Unit Account Fund Dept Program Class Project Affiliate Budget Dz
&l =] 1 250.00 pi110 |@ 19020 |@ [io000|q (1110006000 |qy Q aQ aQ Q [Hn4no]
&l [=] 2 750.00 o110 @ [p1e020  |q [10000|@ [1110003000 |@ Q Q a

»
Save Save For Later

The chart field information has automatically filled in on the distribution lines. The amount of the
invoice has been split 25/75 as was set up in the SpeedChart.

10. Click on Payments tab
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The Payments page displays:

Invoice Information I Payments I;w:rer Attributes

Business Unit 01110

Voucher ID NEXT
Voucher Style Regular Voucher

Total Amount 1,000.00

Supplier Name ‘ermont State Colleges
Payment Information

Payment 1

Location MACHCCY
*Address |11 Q

Invoice No SC111418
Invoice Date [10/12/2018
Incomplete Voucher

*Pay Terms NETDO Q, Due Now
Gross Amount 0.00 USD
Discount 0.000 usD

Bl Action

Scheduled Due
Net Due
Discount Due
Accounting Date

Find | View All

Run

Schedule Payments
First: & 10f1 W Last

=

Payment Inguiry
Discount Denied

Late Charge

Express Payment

Payment Comments(0)

Haliday/Currency

Review Payment information that defaulted in from the supplier.

Note: Gross Amount shows S0, 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.

11. Click Save

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).

e Gross Amtis now filled in.

Summary Related Documents Invoice Information Payments

Business Unit 01110

Total Amount 1,000.00

Supplier Name ‘fermont State Colieges
Payment Information

Payment 1

*Remit to 00000425
Location MACHCCV  |Q
*Address 11 Q

Wermaont State Colleges

% Debbie Clark
Community College of VT
PC Box 489

Montpelier, ¥T 05601-0488

Voucher Attributes Error Summary

Invoice No|SC111418
Invoice Date [10/12/2018

*Pay Terms NETOD C, Due Now

IGrDss Amount
Discount

1000.00 USD
000 USD

'_ay Action

Scheduled Due [11/14
Net Due 10/

Discount Due
Accounting Date

Run

Schedule Payments

Find | View All First ‘&' 1of1 & Last

[+=]

Payment Inguiry
Discount Denied

Late Charge

Express Payment

Payment Comments(0)

Holiday/Currency
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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
WorkCenter navigation: Accounts Payable WorkCenter > Links Pagelet > Vouchers > Voucher Entry
Navigator Menu navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

The Voucher Entry page displays, click on the Find an Existing Value button:

Voucher

; o +) Add a New Val
Find an Existing Value a New Value,

Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all valuas
T) Recent Searches  [Choose from recent searches v ]| # [] Saved Searches [Choose from saved ssarchas v ] &
Business Unit [= w | 01110 Q

Voucher ID [ begins with v | (00007682
nveice Number | begins with »
Invoice Date ]
Short Supplier Name
Supplier ID a
Supplier Hame
Voucher Style [= ] | v |
Related Voucher
Entry Status [= v] | v |
Voucher Source [ = v w |

Incomplete Voucher [ = v v |
# Show fewer options

] Case Sensitive

Clear

Your default BU will appear in the Business Unit field.

1. Business Unit - Leave as user default or enter appropriate business unit

2. VoucherID - Enter the Voucher ID (including leading zeros) of the voucher that needs to be
budget checked

3. Click Search
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The Voucher Summary page displays:

Summary Related Documents I Inveice Information I Payments Voucher Attributes Error Summary
Business Unit 01110 Invoice Date 10/16/2018
Voucher ID 00007682 Invoice No BUDGETCK
Voucher Style Regular Invoice Total 3500 usD
Supplier Name Highgate Apartments
73 Highgate Drive, Ste 121
Barre, VT 05641
Entry Status Postable Pay Terms Met 30
Match Status o piatch Voucher Source Online
Approval Status Pending Origin  ONL
Post Status Unposted Created On 11/16/2018 2:55PM
Created By ETEST
Last Update - 11/16/2018 2:59PM
Budget Status Not Chk'd Modified By ETEST
ERS Type Mot Applicable
Budget Misc Status “alid Close Status Open
*View Related | Payment Inquiry Y| Go
|[gh Return to Search =] Motify || £* Refresh play
4. Click on the Invoice Information tab
The Invoice Information page displays:
Summary Related Documents Invoice Information | Payments Voucher Attributes [ grraréun1nwar;
Business Unit 01110 Invoice No[BUDGETCK Invoice Total Non Merchandise Summary
Voucher ID 00007682 Accounting Date 11/16/2013 = Line Total 35.00 Session Defaults
Voucher Style RegularVoucher *Pay Terms |[NET30 a, = Net30 *Currency usola, Comments(D)
Invoice Date 10/16/2018 = Basis Date Type Inv Date Miscellaneous T | Attachments (0)
Invoice Received el Freight = Withholding
Template List
Highgate Apartments ) i 0 Advanced Supplier Search
Supplier 1D 0000007818 a, Grant ID Q Difference Do Supplier Hierarchy
ShortName HIGHGATEAP-001 | CEDAR| Supplier 360
Location SINGLE a,
*Address 1 Qa,
Save Action v Run Calculate “Print
Copy From Source Document Budget Checking
Journal Generate
Invoice Lines (7 Match, Doc Tol, Bdgt Find | View All First & 1or1 @& Last
| Voucher Post _
. Line 1. 7CnpyDoWr\1 Speqgichart | | | One Asset EHE
*Distribute by | Amount v ”
Item Description Calculate
Quantity CIP Indicator G|
uom
Unit Price
Line Amount 35.00
Distribution Lines Personalize | Find | View All | = @ First ‘) 1of1 ‘*) Last
GL Chart || Exchange Rate || Assets
gg&‘;‘ Line Merchandise Amt *GL Unit Account Fund Dept Program Class Project Budget Date
EHE E 1 35.00 0110 |@ [516600  |@ 10000 |@ (1110003000 @, a <} qQ [11eR0E |H
Save
‘@"‘ Return to Search [Z] Notify || £ Refresh [Ey Add ]

Click on the drop-down arrow beside Action and choose Budget Checking
Click on Run and the Budget Checking Process is started
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The following Message opens:

Message

Do you want to wait for the process to be completed? Voucher will be displayed afier process ends. (7050 54)
fas No
7. ClickYes
Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary
Business Unit 01110 Invoice No BUDGETCK Invoice Total Non Merchandise Summary
Voucher ID 00007652 Accounting Date 411/16/2013 Line Total 35.00 Session Defaults
Voucher Style Regular Voucher Pay Terms NET30 7 Net 30 Currency usD Comments(0)
Invoice Date 10/16/2013 Basis Date Type Inv Date Miscellaneous = Attachments (0)
Invoice Received Freight A ‘Withhalding
Template List
Highgate Apartments Total 35.00 Advanced Supplier Search
Supplier ID DOO0OO7S12 Grant ID Difference 0.00 Supplier Hierarchy
ShortName HIGHGATEAP-0D1 CFDA# Supplier 360

Location SINGLE
Address 1

rt
Action Budget Checking

8. Click on the Refresh button
9. Once the page is done processing then click on Summary tab

The Summary page displays:

Summary Related Documents Invoice Information FPayments Youcher Aftributes Error Surmmary

Business Unit 01110 Invoice Date 10/16/2018
VDUL‘F‘IEFID DjED'I.rEEz In'JD'LCE ND‘ EUDGETCK
Voucher Style Regular Invoice Total 35.00 UsD

Supplier Name Highogate Apartmenis
73 Highgate Drive, Ste 121
Barre, VT 05641
Entry Status Postable Pay Terms Net 30

Match Status 5 piatch Preview Approval Voucher Source Online

Approval Status Pending Origin. ONL

Post Status Unposted Created On 11/16/2018 2:55PM
Created By ETEST
Last Update 11/16/2018 3:15PM

Budget Status “/alid Modified By LHICKORY
ERS Type Not Applicabls
Budget Misc Status “alid Close Status Open
*\iew Related | Payment Inquiry {r_ Go

The Budget Header Status now has a status of ‘Valid Budget Check’.

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 multiple vouchers thru a batch process.

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

WorkCenter navigation: Accounts Payable WorkCenter > Links Pagelet > Batch Processes > Budget Check
Navigator Menu navigation: Accounts Payable > Vouchers > Budget Check

The Budget Check page displays:

Budget Check

Find an Existing Value
Add a New Value Q -

*Run Control 1D | Budget_Check_AP
Add

1. Clickon the Add a New Value button if you are running this process for the first time or click onthe
Find an Existing Value tab if you have already set up a run control
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.

2. Run Control ID - Enter a run control ID

3. Click Add
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The Budget Check page displays:

Budget Check

Run Control ID Budget_Checking_AF Report Manager

Process Request Farameters

*Process Frequency: | Always Process v

Request Number:

*Description: Budget Checking AP

*Transaction Type: AP VOUCHER  |@
Selection Parameters
Field Name Value Type From/To
Business Unit v | [Value v | Ib1110
[ Save J=T Notity ||< Refresh

Pracess Monitor B
Find | View All First ‘4 fof1 ‘& Last
F[=
Process All Business Units
Find | View All First: ‘& 1 .of1 &/ Last
FromiTo
==

a

[k Add || 7| UpdateiDisplay

Description - Enter a description

N o wu s

. Click Save
8. ClickRun

The Process Scheduler Request window opens:

. Clickon the drop down next to Process Frequency and choose ‘Always Process’

Click on the magnifying glass next to ‘Transaction Type’ and select AP Voucher from the list

Process Scheduler Request

UseriD ESTUBIN

| OK I Cancel

Fefresh

Hel

Run Control ID Budget Checking

Server Name ¥ Run Date [11/16/2018 [El
Recurrence = Run Time [11-45:59AM Reset to Current Date/Time
Time Zone @
Process List
Select Description Process Mame Process Type *Type *Format Distribution
L] Comm. Cnirl. Budget Processor FS_BP Application Engine '.'\':"ED v TK.‘ ¥ | Distribution

9. Click OK
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The Budget Check page displays:

Budget Check
Run Control ID Budget_Checking Report Manager | Process Monitor g
Process Request Parameters Find | View All First ‘& f0f1 W/ Last
*Process Frequency: j:ﬁ\_l\-.'a-;s Process v | i] d
Request Number: 1
*Description: Budget Checking
*Transaction Type: AR VOUGHER: | Process All Business Units
Selection Parameters Find | View All First ‘&' 1-2of2 ‘& Last
Field Mame Value Type From/To FromiTo
[Business Unit v | [Value v | 1110 Q (% [=]
[Voucher ID v | [Range v | |oooo7ere @ [pooo7es a [#[=]
5 Save ||[=] Notify ||z Refresh £ Add || ] Update/Display
10. Click on the Process Monitor link
The Process Monitor opens:
Process List Server List
View Process Requests
User ID |EHOEFEL Q ‘ Type ‘ ~ ‘ ‘ Last ~ ‘ | 1| | Days ~ | |
Server | v‘ Name ‘ 0,| Instance | | Range
Run Status ‘ b ‘ Distribution Status | h ‘ save On Refresh Report Manager
~ Process List
‘ 5| a | 70117 ~ | View Al
Select | Instance Seq. Run Control ID Process Type z;n::ss User Run Date/Time Run Status 2{::[::“0“ Details Actions
12437364 Budget_Checlk_AP Application Engine FS_BP EHOEFEL | 01/24/2024 10:37.01AM EST Sucecess Posted Details ~ Actions

10. Click on the Refresh button until the Run Status = Success and Distribution Status = Posted
11. Click on the Details link
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The Process Detail window opens:

12. Click on the

Process Detail

Process
Instance 9196440
Name FS_BF
Run Status Success
Run

Run Contrel ID Budget_Checking
Location Server
Server PSUNX

Recurrence

Date/Time

Request Created On 11/

Run Anytime After 11/
Began Process At 1

Ended Process At 11/1

oK Cancel

3 11:48:02AM EST
3 11:45:50A)
8 11:48:31AM EST
013 11:48:46AM EST

Type Application Engine
Description Comm. Cnirl. Budget Processor
Distribution Status Posted

Update Process

Hold Request

Queue Request
Cancel Request
Delete Request

Re-send Content Restart Request

Actions
FParameters Transfer
M EST Message Log Wiew Locks

Baich Timings

View Log/Trace

Message Log link

Message Log

Process
Instance: 9196440
Name: FS_BP

Personalize | Find | Wiew All | @I E First "4

Type:

Help

Application Enging

Description: Comm. Cntrl. Budget Processaor

1-Tof 7 ‘& Last

Severity Log Time

Message Text

Explain

10 11:48:32AM Commitment Control Budget Processing has bagun. Explain
10 reagarau  Reauestfor ESTUBIN'/"Budgel Crecking Explai
10 11-45-37AM Eeﬂﬂt-!:rsr;i;gssﬁg-ﬂ ts. Documents Processed: 4, Errors: Explain
10 11:48:37AM Commitment Control Budget Processing Complete. Explain
11-48-4BAM rSeLll3 ,C,Eens;r’ull, posted generated files to the report SaET

Return

“Budget Checking”. Documents Processed: 4; Errors: 0, Warnings: 0

This states that the Budget Checking Process picked up 4 vouchers to budget check and there were 0

vouchers with errors.
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Finding and Fixing Budget Check Errors

Navigator Menu navigation: People Tools > Process Scheduler > Process Monitor

The Process Monitor opens:

Process List Server List

View Process Requests

Userip [EHOEFEL Q| e | v| [ Les v | 1| T
Server | v‘ Name ‘ Q‘ Instance | ‘ Range
Run Status ‘ "‘| Distribution Status | v| Save On Refresh Report Manager

v Process List

||:1| Q| | View Al
Process . Distribution 3 .
Select  Instance Seq. Run Control ID Process Type Name User Run Date/Time Run Status Status Details Actions
12437364 Budget_Check_AP Application Engine FS_BP EHOEFEL | 01/24/2024 10:37T:01AM EST Warning Posted Details v Actions

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.

1. Click on Details link beside the budget checking process with an error or warning The Process
Detail window opens:

Process Detail
Process
Instance 9196632
Mame FS_BP
Run Status ‘Warning
Run
Run Control ID BUDGET_CK
Location Server
Server PSUNX
Recurrence
Datel/Time
Request Created On 11/, 1:50:50PM EST
Run Anytime After 11 1:50:41PM EST
Began Process At 11 1:51:11PM EST
Ended Process At 11/2% 51:25PM EST
QK Cancel

Type Application Engine

Description Comm. Cntrl. Budget Processar
Distribution Status Posted

Update Process

Hold Request
Queue Request
Cancel Request
Delete Request
Re-send Content

Actions
Parameters Transfer
Message Log View Locks

Batch Timings

View Log/Trace

Restart Request

2. Click on the Message Log link
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The Message Log window opens:

Message Log
Help
Process
Instance: 0196632 Type: Application Enging
Name: FS_BF Description: Comm. Cntrl. Budget Processor
Personalize | Find | View All | | E First ‘4 1.7 of 7 '}/ Last
Severity Log Time Message Text Explain
10 1:51:11PM Commitment Control Budget Processing has begun. Explain
- O Begin reguest number 1 for User ID "ETEST™ and Run i
=y g
! IR Control ID "BUDGET_CK" Sz
an D Request 1 for "ETEST" / "BUDGET_CK" complated o
] B119PM successiully. Explain
in 4-E4-4 0D Request 1 Statistics. Documents Processed: 2, Emmors: o
1] 51:19PM 1. Wamings: 0 Explain
10 1:51:19FM Commitment Control Budget Processing Complete. Explain
ST Published message with ID c692a8d6-f407-11e3-8ce1- o
S12BPM - C3faanatcni6 o create entry in falder GENERAL Explain
P Successfully posted generated files to the report -
B1:26PM repository Explain

"Budget_CK". Documents Processed: 2; Errors: 1
This indicates that 2 vouchers were selected for processing and 1 voucher has a budget check error.

Navigator Menu Navigation: Commitment Control > Review Budget Check Exceptions > Accounts
Payable > Voucher

Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

) Recent Searches  [Choose from recent searches v | # [ Saved Searches [Choose from saved searches | &

Commitment Control Tran ID | begins with

Commitment Control Tran Date | = S

*Business Unit [= w ] 01110
Voucher ID [begins with v |

Process Instance [ = v |

|Process Status | = w o I
A =hov [ewer oplions
Search Clear

. Business Unit - Enter Business Unit or leave as default
Voucher ID - Enter Voucher ID or click on Search for a list of vouchers

Process Status - Select = Errors Exist
. Click Search

A W N PR

Note: If the Search button is clicked and there is only one voucher with a budget check
error the voucher will automatically open.
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The Voucher Exceptions page displays:

Voucher Exceptions || Line Exceptions
Business Unit 01110 Voucher ID QO0O7682 Actions
Exception Type | Error v Override Transaction /] |
Maximum Rows 100 More Budgets Exist
Search

Advanced Budgst Criteria

Budgets with Exceptions =

Budget Override Budaget Chartficids

Personalize | Find | view ail | 2 | & First '4&' 1-20f2 '}/ Last

Details Business Unit Ledger Group Exception More Detail Override Budget Transfer
1 @ 01110 APPROP Mo Budget Exists IMaore Detail GoTo .. E
9 @ 01110 DRG No Budget Exists More Detail GoTo... 5

The Exception message is No Budget Exists.

5. Clickon the Budget Chartfields tab to see what Chartfield string was used.

Voucher Exceptions Line Exceptions

Business Unit 01110 Voucher ID 00007738

* Actions.
*Exception Type | Error ¥ Override Transaction 0 ﬂ'_t h'_l!
Maximum Rows 100 More Budgets Exist
Search Advanced Budget Criteria
Budgets with Exceptions Personalize | Find | View All | 2 E First '@ 120f2 W/ Last
Budget Override | Budget Chartfields IEH
Details Business Unit Ledger Group Account Fund Dept Budget Period
1 &R 01110 APPROP 000100 58700 1110003000 2019
2 & 01110 ORG 000100 58700 1110003000 2019

There are other budget check errors you may receive, such as:

e lLedgergroup PRMST EXP —Spending Authority Over Budget
e **|fyou receive this error, you must contact Finance.
e Exceeds Budget Tolerance

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.

6. Click on the Magnifying Glass next to line 2
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The Payables Voucher Li

ne Drill Down window opens:

Payables Voucher Line Drill Down

Transaction Line Identifiers

Voucher ID 00400813 5
Distribution Line 1

Business Unit 08100
Voucher Line 2

Additional Source Information

Invoice Number 152253RICH

Supplier ID 0000231539

Transaction Line Details

Account Fund Code Department Program Code
507300 20135 81000025800 59430
Line Status Valid
Budget Date 06/24/2007
Line Amount £8.06 UsD

The chartfield information that was used in the voucher is shown.

7. Click OK

Voucher Exceptions

Maximum Rows

Search

Budgets with Exceptions

Business Unit 03100

*Exception Type _'E_rror

Line Exceptions

Voucher ID 00400813 | 4 tions

v Override Transaction

100 More Budgets Exist

Advanced Budget Criteria

Personalize | Find | View All | & | E

Budget Override Budget Chartfields Eﬂ

Details Business Unit Iéigﬁgr Exception More Detail
1 @{ 08100 ORG Exceeds Budget Tolerance Meore Detail
2 @L 08100 ORG Exceeds Budget Tolerance More Detail

First 1-20f2 ‘¥ Last
%V:égg: Transfer
GoTo.. 5
GoTo ) &

8. Clickon the Go To icon

A new window opens:

Flease select one of the following links:

Go o Budget Fxeepiions

(30 to Budget Inquiry

Cancel

9. Click on the Go to Budget Inquiry link to see the budget details
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Commitment Control Budget Details

Business Unit Ledger Group Account

08100 ORG ooot10
Chart (5]

Ledger Amounts

Budget:

Expense:

Encumbrance:

Pre-Encumbrance:

Associate Revenue

Available Budget

Without Tolerance
With Tolerance

Budget Exceptions
Exception Errors 10

& Return to Search =] Notify

Fund

20135

Dept

8100002800

3,049,716.00 USD

3,038,721.87 USD

0.00

10,994 13
10,994 13 5

Exception Warnings

usD

usD
usD

0

0.00 USD

0.00 USD

Program Budget Period
55430 2007
& 8 Max Rows
= i Attributes
« =i Parent / Children
@ e | Associated Budgets
& |
Percent (0.36%) &
Percent  (0.36%) A

Budget Exceptions

100

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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Submitting a Voucher for Approval
Situations when this function is used: Once a voucher is successfully budget checked it must be
submitted for approval.
WorkCenter navigation: Accounts Payable WorkCenter > Links pagelet > Vouchers > Voucher Entry
Navigator Menu navigation: Accounts Payable > Vouchers > Voucher Entry

The Voucher Entry page displays, click on the Find an Existing Value button:

Voucher

: o Add a New Value,
Find an Existing Value ®

Search Criteria

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

) Recent Searches [ Choose from recent searches w | / [] Saved Searches [Choose from saved searches w | f

Business Unit 01110 Q
Voucher ID 00007811
Inveice Mumber
Invoice Date ol
Short Supplier Mame
Supplier ID a
Supplier Name

WVoucher Style [ = vl w |
Related Voucher
Entry Status [= v w |
Voucher Source [= v v |
Incomplete Voucher [ = vl w |

~ Show fewer options

[l Case Sensitive

1. Business Unit - Accept default or enter a BU number
2. VoucherID - Enter Voucher ID number
3. Click Search
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The Voucher page displays, click on the Invoice Information tab:

Invoice Total

MNon Merchandise Summary

Summary Related Documents I Invoice Information IPaymems Voucher Aftributes Error Summary
Business Unit 01110 Invoice No Traing34
Voucher ID 00007811 Accounting Date |01/25/2019
Voucher Style Regular Voucher *Pay Terms [NET30
Invoice Date |01/07/201% Basis Date Type Inv Date
Invoice Received 5
J.A, Rueso Paving, Inc.
Supplier ID | 000035, 3 Grant ID
ShortHame [J.4. RUSSO-001 |y CFDAZ
Location |MULTIPLE Q
*Address |1 &3
Save Action
Copy From Source Document
Invoice Lines 2
tine 1 [Tl copy Down SDEEdéhan
*Distribute by Amount = Ship To|PFMMTPOO1
ltem Q Description
Quantity CIP Indicator|C |
uom Q
Unit Price
Line Amount. 100.00
Distribution Lines
GL Chart Exchange Rate Assels
GOty | | s Merchandise Amt  Quantity GL Unit Account
Down
& | =] 1} 1 100.00 01110 |G 520000
Save
|[&h Return to Search [=] Notify &4 Refresh
Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary

Session Defaults

il Line Total 100.00
Q = i “Currency UsD|ay Comments(0)
Miscellaneous oy | Attachments (0)
Freight = Template List
Advanced Supplier Search
Total 100.00 Preview Approval
Q Difference 0.00 Supplier Hierarchy
Supplier 360
= Run Calculate Print
Find | View All First. &' 10of1 & Last
x =]
[Flone asset =l
8
Calculate
Personalize | Find | View a1 | 2 | B First ‘& 10f1 ‘& Last
Fund Dept Program Class Project Budget Date
G |10000 (@ (1110003000 |O Q Q Q |02s2018 |

[Ch Add Update/Display

If the voucher has been successfully budget checked the Submit Approval button is available.

3. Click Submit Approval

The Approval Comments window opens:

Help

Approval Comments
Business Unit 01110
Voucher ID 00007a11
Additional Details Test
oK Cancel Refresh

Lol Characiers remamning

4. Add comments if desired
5. Click OK
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The Approval Summary tab displays:

@

|t Return to Search

Payments Moucher Attributes Error Summary

Business Unit 01110

Voucher ID 00007811

Voucher Approval Stage 1
BUSINESS_UNIT=01110, VOUCHER_ID=00007811:Pending ( View/Hide Comments

Default path for Vouchers

Pen
ttiple Approvers
(9 Query

Comments

| Notify

i Refresh

Approval Summary

[} Add

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary | Approval Summary

6. Clickthe Multiple Approvers link to view the list of approvers

@ Moxilla Firefox
G? & https://fintrain

Description:
Approver #19
Name:
Description:
Approver #20
Name:
Description:
Approver #21
Name:
Description:
Approver #22
Name:
Description:
Approver #23
Name:
Description:
Approver #24
Name:

Nescrintion:

e
Q% =

Training user 1 &

90%

Sarah Elizabeth Powers
Sarah Elizabeth Powers

Stephanie L Fuller
Stephanie L Fuller

Shawn D Benham
Shawn D Benham

Paul R Rousseau
Paul R Rousseau

e |

Nathalie F Browning
Nathalie F Browning

Matthew D Riven
Matthews N Riven

Summary

Business Unit

Voucher ID
Voucher Style
Supplier Hame

Entry Status
Match Status

Approval Status
Post Status

Budget Status

Budget Misc Status
*WView Related

|at Return to Ssarch

Related Documents

Invoice Information

Payments

Voucher Attributes Error Summary

Invoice Date 01/07/201%

01110
0000TE1 Invoice No Train934
Regular Invoice Total 100.00 uso
J.A. Russo Paving, Inc.
PO Box 327
Rutland, VT 05701
Postable Pay Terms Net 30
No Match Voucher Source Onling
Pending Origin ONL
Unposted Created On 01252019 2:50PM
Created By ETEST
Last Update 01/25/201% 3:11PM
Walid Modified By ETEST
ERS Type Mot Applicable

Walid
Payment Inguiry -

=] Natify

=% Refrash

Close Status Open

Do Ada

Summary | Related Documents | Inveice Information | Payments | Voucher Attributes | Error Summary | Approval Summary

Approval Summary

3. Click on the Approval History link on the Summary tab to view approval status

Submitting a Voucher for Approval is Complete
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Approve a Voucher

Situations when this function is used: A voucher must be approved after it has been budget checked
and submitted for approval. You may not approve your own vouchers and if you are in a department
approver pool you will be able to view your own vouchers but the Approve and Deny buttons will be
greyed out. 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 the supplier, accounting, and payment information is correct including the
amount of the voucher.

WorkCenter navigation: Accounts Payable WorkCenter > Links Pagelet > Vouchers > Approve Voucher
Navigator Menu navigation: Accounts Payable > Vouchers > Approve > Approve Voucher

The Voucher Approval AF search page displays:

Voucher Approval AF

Find an Existing Value
Search Criteria

Enter any infermation you have and click Search. Leave fields blank for a list of all values
) Recent Searches  [Choose from recent searches ~]| # [ Saved Searches [Choose irom saved searches v &
*Business Unit [= +] 01110 Q

Voucher ID 00007677

Short Supplier Mame
Supplier ID Q
Supplier Name
Approval Status [ = wv] | w
~ Show fewer options

| Case Sensitive

Search Clear

1. Business Unit - Accept default or enter appropriate BU
2. Voucher ID - Enter Voucher ID number
3. Click Search
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The Approval page for the voucher is displays:

Under Approval tab, header level information is displayed including the Supplier, Invoice Number,

Invoice Date and Total amount.

Approval Line Information Charge Information

Business Unit 01110
Voucher 00007677
Invoice Date 11/06/2018

Voucher Details

Transaction Currency USD
Tofal 100.00

Misc Amt 0.00

Freight 0.00

Sales Tax 0.00

Use Tax 0.00

Entered VAT 0.00

Invoice Number ABC123
Supplier J.A Russo Paving, Inc.

ID 0000362458

Terms Net 30
Approval Status Pending

Added By JKENNERK
SCl-John Kennerknecht

o Return to Search | [=] Nofify

Details Personalize | Find | View All | £ = First ‘& {of1 *' Last
Remit SetiD  Remit Supplier  Remitting Address :;neduled o Gross Amt Cumrency Supplier Nam
STATE 0000362458 Remitling Address 12/06/2018 100.00 USD J.A RussoF

< >
Voucher Approval Stage 1
. View/Hide C it
BUSINESS_UNIT=01110, VOUCHER_ID=00007677:FPending = . l0& Lomments
- - [#]Start New Path
Default path for Vouchers
Pending
@ Multiple Approvers 'E
Voucher Approvers by Query
Comment History
Ed]
254 characters remaining
Approve Deny Add Comments Hold

4. Click on the Attachments link to view any attachments added to the voucher

A Voucher Attachments page is displayed showing the files attached to the Voucher.

Voucher Header Attachment

Help
Business Unit 01120 Voucher ID 00023318
Details Personalize | Find | View All | &2 II_;' First ‘4 1of1 '} Last
= Show to — =
File Name Approver? Description User MName Date/Time Stamp
TS TR R and, Heraid 30013 TIBETT TE 35 pat I CMILES  Connie Churchill eyt -
Adding large attachments can take some time to upload, therefore, it is advisable to save the
transaction before adding large sttachments.
Add Attachment
OK I Cancel Refresh
5. Click the File Name link to open the attachment in a new window
6. Click the OK button to return to the Approval page
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Approval Line Information

Business Unit 01110
Voucher 00007677
Invoice Date 11/06/2018

Line Number From 1 To

Line Detail

Line Description

1 Permit Fees

" Return to Search

=] Notify

Approval | Line Information | Charge Information

Charge Information

Invoice Number ABC123
Supplier J.A. Russo Paving, Inc.

ID 0000362458

1 of 1

Personalize | Find | View All | 2] &2 First ‘¢ 10f1 ' Last
Quantity Merchandize Amt
0.0000 100.00

7. Click on Line Information tab to verify line information

Voucher line detail information is displayed including a Line Description, Quantity

and Merchandise Amount

Approval Line Information Charge Information
Business Unit 01110 Invoice Number ABC123
Voucher 00007677 Supplier J.; ving, Inc.
Invoice Date 11/06/2018 ID 0000362458
Line Number From 1 To 1 of 1 L
Details Find | View All First ‘4" 10f1 ‘» Last
Voucher Line 1 Quantity 0.0000
Description Permit Fees Merchandise Amt 100.00
Accounting Charge Information Personalize | Find | View All | &2 [ First ‘4’ 1of1 '}/ Last
GL Chart
Merchandise Amt GL Unit Account Fund Code Department Program Code Class Field
100.00 01110 524552 10000 1110003000
< >
o™ Return to Search =] Notify
Approval | Line Information | Charge Information

8. Click on Charge Information tab to verify chartfield information

Charge information page opens. This page displays the chartfield information for

each line of the voucher
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Approval I Line Information Charge Information

Business Unit 01110 Invoice Number ABC123
Voucher 00007677 Supplier J.A. Russo Paving, Inc.
Invoice Date 11/06/2018 ID 0000362458

Voucher Details

Transaction Currency USD Terms Net 30
Total 100.00 Approval Status Pending
Misc Amt 0.00
Freight 0.00 Added By JKENNERK
Sales Tax 0.00 SCl-John Kennerknecht
Use Tax 0.00

Entered VAT 0.00

Details Personalize | Find | View All | E | u;‘ First ‘4 10f1 ‘& Last
Remit SetlD  Remit Supplier Remitting Addreszs Sg:eduled i Gross Amt Currency Supplier Nam
STATE 0000362458 Remitting Address 12/06/2018 100.00 USD J.A RussoF

< >

Voucher Approval Stage 1

BUSINESS_UNIT=01110, VOUCHER_ID=00007677:Pending %;::’::f:f::me““

Default path for Vouchers

Pending

® Multple Approvers El
Voucher Approvers by Query

Comment Histo

50 Retum to Search | |[=] Notity

Deny Pushbach Add Comments Hold

9. Click on the Approval tab
To Approve a Voucher

1. Enter comments in the Text Box - This step is not required but provides functionality to allow
Comments to be added and saved, documenting the Voucher Approval

2. Click the Approve button - Once this button is selected, the Voucher status is updated
to Approved, and no further steps are required
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Business Unit 01110
Voucher 00007619
Invoice Date 08/10/2018

Voucher Details

Transaction Currency USD
Total 100.00

Misc Amt 0.00

Freight 0.00

Sales Tax 0.00

Use Tax (.00

Entered VAT (.00

Details

<

Default path for Vouchers

Pending

e Multiple Approvers
Voucher Approvers by Query

Remit SetiD  Remit Supplier Remitting Address

STATE 0000362458 Remitting Address

Voucher Approval Stage 1

Approval | Line Information || Charge Information

Personalize | Find

Scheduled to
Pay

09/09/2018

Invoice Number PO112

Supplier J.A. Russo Paving, Inc,

ID 0000362458

Terms Net 30

Approval Status Pending

Added By TRIVET
Tara N Rivet
Aftachments (0)

Iviewan| & B First
Gross Amt Currency

100.00 USD

Start
BUSINESS_UNIT=01110, VOUCHER_ID=00007619:Pending g:;
a

1of1 '} Last

Supplier Nam

J.A Russo F
>

The work for this Invoice has not been completed, and Invoice should be retumed to the Supplier

T m

Approve

2" Return to Search =] Notify

—————————

Add Comments

Hold

To Deny a Voucher

1. Enter comments in the Text Box - This step is required to deny a voucher and provides

functionality to allow Comments for the denial to be recorded for Accounts Payable processors

to view

2. Click the Deny button to deny the voucher - Voucher status is updated to Denied, and no

further steps are required
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Close Vouchers

Situations when this function is used: All types of Vouchers can be closed by VISION End-users. If you
are having issues closing a voucher, please contact Finance Support, via e-mail at
VISION.FinHelpdesk@vermont.gov or call (802) 828-6700 option 2, with your AP Business Unit and
Voucher ID that you are trying to close. Finance Support will work with Financial Operations personnel
to problem solve and respond with information.

A voucher can be closed if it is decided that the supplier should not receive payment. To close a
voucher, the voucher must be Posted and not selected for payment.

Note: If you are closing a voucher created in VISION 8.8 (before February 5, 2019) you will need to
add a C/P indicator on the Invoice Information page and save the voucher before you will be able to
close it.

WorkCenter navigation: Accounts Payable WorkCenter > Links Pagelet > Vouchers > Close Voucher
Navigator Menu navigation: Accounts Payable > Vouchers > Add/Update > Close Voucher

The Voucher Close page displays:

Voucher Close

Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

D) Recent Searches | Choose from recent searches v ¢/ [ saved Searches [Choose from saved searches v 4

*Business U"IitEl 01110 Q,
Voucher ID | pegins with ~ || 00007613

nvoice Number | pegins with ~

Short Supplier Name
Supplier ID

Supplier Name

Close Status Indicator | = ~| ~
A Show fewer options

[CJcase Sensitive

Search Clear

1. Business Unit - Enter Business Unit or leave as default
2. Voucher ID - Enter voucher ID number
3. Click Search
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The Close Voucher page displays:

Close Voucher Voucher Details
Business Unit 01110 Voucher 000 Action: v Run
Supplier
Supplier 0000001233 Energ
Short Name [RVINC
Voucher Information
Invoice A t Check Origin ONL Header Budget Status Valid
Date 08/0 Group Non-Prorated Budget Status “alid
Gross Amount 100.00 USD Entry Status Postable
Related Voucher Close Status Open

Process Manual Close

Manual Close Date 11/23/ #| Mark Voucher for Closure

Comments

I 1] Save |‘~ Return to Search | |[=] Notify

4. Click on Mark Voucher for Closure
5. Enter Comments if needed

Note: The Manual Close Date defaults in as the current date and it should never be
changed.

6. Click Save

If you are closing an unpaid matched PO voucher, the following message will display:

IMessage

You are closing a PO Woucher. Do you wish to restore Encumbrance and reopen (unmatch) the PO? (7030,630)
MNote: This process cannot be Undone

IF"YES' the encumbrance will be restared, the voucher liability liquidated, and the PO Ling/Schedules will be available for further invoicing only for
unreconciled PO's selected.

Note that subseguent voucher posting will automatically unmatch the voucher if your answer is YES

I 'Mo’, only the voucher liability will be liquidated

Yes Mo Cancel

7. Click Yes to proceed with the close

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.

Note: If you are closing a voucher created in VISION 8.8 (before February 5, 2019) you will need to

add a C/P indicator on the Invoice Information page and save the voucher before you will be able to
delete it.

WorkCenter navigation: Accounts Payable WorkCenter > Links Pagelet > Vouchers > Delete Voucher

Navigator Menu navigation: Accounts Payable > Vouchers > Add/Update > Delete Voucher The
Voucher Delete page displays:

Voucher Delete

Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

D Recent Searches | Choose from recent searches v|# [ Saved Searches [Choose from saved searches v
*Business Unit 01110 Q
Voucher D 0007624
ENITy SIEMs | = v v

nvoice Numher

Short Supplier Name [ pegins with v |
Supplier ID Q

Supplier Name [ begins with v |

~ Show fewer options

[CJCase Sensitive

1. Business Unit - Enter Business Unit or leave as default

2. Voucher ID - Enter voucher ID number
3. Click Search
The Delete Voucher page displays:

Delete Voucher Woucher Details

Business Unit 01110 Voucher 00007654

Supplier

Supplier 0000007518 Highgate Apartments
Short Name HIGHGATEAP-001

Voucher Information

Invoice deletet12213 Origin OML Header Budget Status “alid
Date 10/22/2013 Group Mon-Prorated Budget Status “alid
Gross Amount 3500 USD Entry Status Fostable

Related Voucher

[§lsave ||[Er Return to Search [=] Motify

4. Click Delete
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The following warning message opens (this message only displays if the voucher being deleted has

been budget checked):

Message

OK

Warning -- Delete Confirmation (7030,12)

Press OK to delete the voucher. Press Cancel if you do not want o delete the voucher.

Cancel

5. Click OK

The following message opens:

Message

Budget transactions related to this voucher have been deleted. (7030,473)

Flease review your budget account balance and activity.

OK

Cancel

6. 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 funds back into your

available balance.
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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.

WorkCenter navigation: Accounts Payable WorkCenter (AP) >Links Pagelet > Vouchers > Voucher Entry

Navigator Menu navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

The Voucher Entry page displays, click on the Find an Existing Value button:

Voucher

Find an Existing Value

Search Criteria

@ Add a New Value

D) Recent Searches [ Choose from recent searches

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

v & [ Saved Searches [ Choose from saved searches

v|/

Business Unit 01110 Q
Voucher D 00007663

Invoice Date [51)

Short Supplier Name [ begins with v |
Supplier ID Q

Supplier Name [ begins with v |

Voucher Style | = - | | ~ |

Related oucher | pegins with w

Entry S:a'.Js| = - | | ~ |

Voucher Source [ = M v

ncomplete Vou cher| = ' | | w |
~ Show fewer options

[[] Case Sensitive

1. Business Unit - Leave as default or enter the appropriate business unit

2. VoucherID - Enter the Voucher ID associated with the purchase order you need to liquidate

3. Click Search
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The Voucher Summary page displays:

Summanry Related Documents Invoice Information Pay “oucher Attributes Error Summary
Business Unit 01110 Invoice Date 07/26/2013
Voucher ID 00007653 Invoice No 82918-10

Voucher Style Regular Invoice Total 50.00 usD

Supplier Name NhcRae Truck & Auto
26 Middle Rd
Milton, VT 05468
Entry Status Postable
Match Status

Pay Terms Net 30

Voucher Source Cnline
Approval Status Approved Origin ONL
Post Status Posted Created On 02/29/2013 1:43PM

Created By CTOUCHET
Last Update 08/23/2013 1:53PM

Modified By SFULLER
ERS Type Not Applicable

Budget Status ‘alid

Budget Misc Status “alid Close Status Open
*View Related [ Payment Inquiry w| Go
4™ Return to Search | Notify % Refresh [ Add || 57 Updates

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

The voucher has been approved and budget checked so that means it is eligible to be picked up in a
paycycle.

4. Click on the Payments tab

Summary Related Documents Invoice Information I Payments I Voucher Attributes Ermor Summary

Business Unit 01110 Invoice No PY156225110

Voucher 1D 00007663 Invoice Date [06/22/20128 Action Bin

Voucher Style Reguiar Voucher

Total Amount 3.99 *Pay Terms NET30 Net 30
Supplier Name W.B. Mason Co., Inc
Payment Information Find | View All First ‘& 10f1 ‘& Last
=
Payment 1
*Remit to |0000223240 :J Gross Amount 3.99 UsSD Scheduled Due 07/26/2018 Payment Inguiry
Location [MULTIPLE Discount 0.00,usD Net Due 07/22/2018 Discount Denied
*Address 2 Discount Due Late Charge
Accounting Date 07/20/2018 Express Payment
W.B. Mason Co., Inc Payment Comments(0)
PO Box 931101 Holiday/Currency
Boston, MA 02288-1101
Payment Options
*Bank PEOP3 Pay Group *Netting | Not Applicable [¥] Supplier Bank
=Account D005 *Handling [ Regular Payment v L/CID Messages
“Method [GHK Sheck Hold Reason| v L Hold Payment
 Actions [ separate Payment
Message

IMessage will appear on remittance advice.

Schedule Payment

*Action | Schedule Payment ﬂ Payment Date 07/30/2018
Pay ] Reference 0000053875
Save
[E" Return to Search = Notify || % Reiresh s Add ] Update/Disy

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 number.

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

There are a couple of ways to inquire on payment information. The information below will show two
ways to obtain the payment information for a voucher.

WorkCenter navigation: Accounts Payable WorkCenter > Links Pagelet > Vouchers > Voucher Entry
Navigator Menu navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

The Voucher Entry page displays, click on the Find an Existing Value button:

Voucher

Find an Existing Value
Search Criteria

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

e .
7) Recent Searches

Choose from recent searches

Business Unit

Voucher 1D 00007577

nvoice Number [begins with ~ |
Invoice Da'.e

Short Supplier “Ja'ne

Supplier ID

Supplier \la'ne

Voucher Style | = v | |

v

Related Voucher
Entry S'a'Js| = ~ | | ~ |
Voucher Scu'-:e| = ~ | | ~ |
ncomplete Voucher| = ~ | | ~ |

Search

# Show fewer options

[[]Case Sensitive

Clear

v| # [ Saved Searches

@ Add a New Value

Choose from saved searches

v|/

1. Business Unit - Leave as default or enter the appropriate business unit

2. VoucherID - Enter the Voucher ID associated with the purchase order you need to liquidate

3. Click Search

The Voucher Summary page displays:

Summary

Match Status

Related Documents

Invaice Infermation

Business Unit 01110
Voucher ID 00007577
Voucher Style Regular
Supplier Name W.B. Mason Co., Inc.
PC Box 931101
Boston, MA 02298-1101

Entry Status Postable

Match

Approval Status Approved
Post Status Posted

Budget Status “alid

PBayments

Preview Approval

Bu i Jelic]
*View Related | Payment Inquiry

[Er Return to Search

[=] Notify | £* Refresh

Voucher Aftributes

Error Summary

Invoice Date 01/19/2013

Invoice No

151645336

Invoice Total 9566 usD

Pay Terms Net 30

Voucher Source
Origin

Created On
Created By
Last Update
Modified By
ERS Type

Close Status

Cnline

ONL

D2/26/2018 12:00AM
CTOUCHET
02/26/2018 12:00AM
CTOUCHET

Mot Applicable

Cpen

B Add ||B

Summary | Refated Documents | Invoice Information | Payments | Voucher Atiributes | Ermor Summary

4. Select Payment Inquiry from the View Related drop-down list and click Go
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The Payment Inquiry page will open in a new window with search criteria for this voucher already

filled in:

Payment Inquiry
Search Criteria

Search Name ALL

From To
From Supplier Mame 1 Q Q
Supplier Location Q
*Amount Rule | Any e
Amount
*Currency o
Bank SetiD |[STATE s |
Bank Code [FEOP3 Q
Bank Account 0005 o
Bank Account #
From Ref ID 00000526875 0000083875
From Payment Date 3 &)
Payment Method e
Pay Cycle a
Seq Num Q
Payment Status b
Remit SetiD | STATE e}
Remit Supplier 0000283240 Q
Settle By | W
Settlement Slaru5| V|
ingle Payment Vouchers
U single P t Vouch
Max Rows 300 Search Clear Heyword Search
] show Chart tChart Type |Bar Chart b
Sorting Criteria
ist sort | Bank Account V| D Descending Sort
2nd sort | Payment Referance D V| D Descending
Payment Inquiry Resuft Personslize | Find | View All (i | R First '&' 1ofF1 “®' Last
Payment Details Additional Info Supplier Detalls Financial Gateway =]
Actions Source f%:?:;:;:,e o :tae{;:-ln?t Amount Currency Creation Date Pag:::nt Etaftffm Reconciliation Status Reconcile Date
= Astions | VCHR oooopgagzs | 2X S 5,222 1T USD D7/20/2018  O7/20/2018 Paid Reconciled 08/07/2018

Source, Payment Reference ID, Payment Method, Amount, Creation Date, Payment Date, Payment
Status, Reconciliation Status and Reconciliation Date (if applicable) are all displayed. If more than one
row is returned, columns can be sorted by clicking on the column heading.

A Reconciliation Status of ‘Unreconciled’ indicates that a payment has not been cashed by the supplier.
Note: Internal wire payments will always be returned with a reconciliation status of unreconciled as
these payments do not go through the reconciliation process in VISION.

5. Click onthe Payment Reference ID link to view the vouchers that are included in the payment
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The Vouchers for a Payment window opens:

Vouchers For a Payment
Back To Payment Inquiry
Bank Name Peoples United Bank Pymnt RefID 0000023836
Bank Account # *=*<0444 Accounting Date 02/28/2013
Payment Date 02/28/2013
Pay Cycle WVENDOR  Seg Num 4286 Days Qutstanding 5
Supplier Name W.B. Mason Co., Inc Payment Clear Date 03/05/2018
Address PO Box 831101 Reconcile Date 03/12/2013
Value Date [2/28/2013
Boston MA  02298- USA
1101
Payment Amount 1,585.73 USD Payment Method CHK
Description 1l
)
Details Personalize | Find ' La_ﬁ' First ‘&' 1-100f24 ‘»' Last
Eﬂistiness Voucher 1D .;ed;ice S:;reica Invoice Number Gross Paid Amount Paid Amount Currency _I%:iianunt I(_Saht:rge Source
01100 00029004 1 011972018 151 54.53 54.53 USD Accounts Payable Vouchers
o110 00028398 1 D1/26/2018 15186 20.55 20.55 USD Accounts Payable Vouchers
01110 0ooo7sTT 1 D01/19/2018 151645386 98.66 92.86 USD Accounts Payable Vouchers
o110 0ooo7s7s 1 01/26/2018 |5186067S 61.65 61.65 USD Accounts Payable Viouchers
01260 00141374 12/05/2017 150291470 32.97 32.97 USD Accounts Payable Vouchers
02120 00195749 02/05/2018 152131084 7.85 7.85 USD Accounts Payable Vouchers
02140 00260564 02212018 CRE5150457 4377 -43.77 UsD Accounts Payable Vouchars
03440 01397915 02/05/2018 CR5093927 £.72 -6.72 USD Accounts Payable Vouchers
03440 01397914 01/30:2018 151967466 9.16 9.16 USD Accounts Payable Vouchers
03440 01397912 1 01/29/2018 151003437 261.46 261.48 USD Accounts Payable Vouchers

6. Click View All to see the full list of vouchers

In this case multiple vouchers are included in this one payment. Columns can be sorted by clicking on
the column heading.

Or

WorkCenter navigation: Accounts Payable WorkCenter >Links Pagelet > Review Accounts Payable
Information > Payment

Navigator Menu navigation: Accounts Payable > Review Accounts Payable Information > Payments >
Payment
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The Payment Inquiry page displays:

Payment Inquiry

Search Criteria

Search Name

From Supplier Name 1

Supplier Location
*Amount Rule
Amount
*Currency

Bank SetlD

Bank Code

Bank Account
Bank Account #

ALL

From

e o

[Any

STATE

From Ref ID

0000053697

From Payment Date

Payment Method
Pay Cycle
Seq Num

Payment Status
Remit SetlD

Remit Supplier

Settle By

Settlement Status

Max Rows

Sorting Criteria

P E e 2020020

STATE

e pKe

| V]

O Single Payment Vouchers

[J show Chart

1st sort|Bank Account V]

2nd sort[Payment Reference ID v

Keyword Search

To

*Chart Type [Bar Chart

~

[ Des cending

[ Des cending

Sort

1. Search Criteria - This example shows using the Payment Reference (From Ref ID field) for
search criteria
2. Click Search

Payment Inquiry Results display:

Actions

~ Actions

~ Actions

 Actions

* Actions

Payment Details

Source

WVCHR

VCHR

VCHR

VCHR

Payment Inquiry Result

Additional Info || Supplier Details || Financial Gateway
Payment
Reference ID Payment Method Amount Currency
0000053657 System Check 240.00USD
0000053637 System Check 111.06 USD
- Automated —_—
0000053697 Cieanng House 2,052.44 USD
e Automated =
0000053697 Cieaning Houss 50,637.00 USD

Creation Date

D5/25/2001

D5/16/2018

09/12/2018

08/09/2005

Personalize | Find | View All | Ii-"—'\ Lo

Payment
Date

08/25/2001

05/16/2018

09/13/2018

08r15/2005

Payment
Status

Paid

Paid

Paid

Paid

First ‘&' 1-40f4 ‘& Last

Reconciliation Status Reconcile Date

Reconciled

Reconciled

Unreconciled

Reconciled

01/29/2002

05/24/2018

DaM7/2005

Source, Payment Reference ID, Payment Method, Amount, Creation Date, Payment Date, Payment
Status, Reconciliation Status and Reconciliation Date (if applicable) are all displayed. If more than one

row is returned, columns can be sorted by clicking on the column heading.

A Reconciliation Status of ‘Unreconciled’ indicates that a payment has not been cashed by the supplier.
Note: Internal wire payments will always be returned with a reconciliation status of unreconciled as
these payments do not go through the reconciliation process in VISION.

3. Click on a Payment Reference ID link to see details
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The Vouchers for a Payment page displays:

Vouchers For a Payment

Bank Name TD Bank NA
Bank Account# **==*3001
Pay Cycle VENACZ  Seq Num 119
Supplier Name Maribore Town School District
Address indham Central Supenvisory Union
1219 VT Rie 30

Townshend VT 05353- USA
g716
50,637.00 USD

Payment Amount Payment Method ACH

Pymnt Ref ID 0000053687

Accounting Date 08/15/2005

Payment Date 08/15/2005

Days Outstanding

Payment Clear Date 08/15/2005

Reconcile Date

D8r17/2005

Value Date 08/15/2005

Description rﬂ
Details
Sll::ainess Voucher ID ;;g;ice Advice Date Invoice Number Gross Paid Amount Paid Amount Currency
05100 00103934 1 08/5/2005 PY3202T71200400 -4,856.00 -4,956.00 USD
05100 00103794 1 D8M15/2005 CY3204T1200601 2,431.00 2,431.00USD
05100 00103570 1 08/15/2005 CY320271200600 33,624.00 33,624.00 USD
05100 00103339 1 D8M5/2005 CY3201T1200801 19,533.00 18,538.00 USD

Personalize | Find | View All | 2] E First (&' 4-40of4 &) Last

Discount Late
Taken Charge

Source

Accounts Payable Vouchers
Accounts Payable Vouchers
Accounts Payable Vouchers

Accounts Payable Vouchers

In this case multiple vouchers are included in this one payment. Columns can be sorted by clicking on

the column heading.
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Inquire on Voucher Accounting Entries

WorkCenter navigation: Accounts Payable WorkCenter > Links Pagelet > Review Accounts Payable
Information > Accounting Entries

Navigator Menu navigation: Accounts Payable > Review Accounts Payable Information > Vouchers >
Accounting Entries

Reasons why you might use this:
e Toreview the accounting entries that journal generated to the GL and view the associated
source AP journal ID’s;

e Tosee if a voucher has been unposted and posted again;
e To see if a payment has been cancelled and reissued;
e To seeif a voucher has been closed.

The Voucher Accounting Entries page displays:

Voucher Accounting Entries

*Business Unit 01110 |3, I Voucher ID|00007663 |Q, I Invoice Number Q
*Accounting Line View Option |Standard [v] Invoice Date [ show Foreign Currency
Supplier ID *Sort By | Posting Process W
Supplier Name Search Reset
Accounting Information Find | View All First ‘&' 10of1 ‘b Last
Posting Process GL Dist Status Posting Date
Persanalize | Find | View All | &2 | &= First ‘&' 10f1 ‘&' Last

Main Information || Chartfields || Journa

Description Monetary Amount Currency Code Ledger GL Unit Accounting Date

1. Business Unit - BU defaults in

2. VoucherID - Enter full 10-digit Voucher ID including the leading zeros
3. Click Search

The Accounting Information section is populated:

Accounting Information Find | View All First ‘& 10f2 "' Last

Posting Process AP Accrual GL Dist Status Distributed Posting Date 07/27/2018

Personalize | Find | EZH Lﬂd First ‘4’ 1-20F2 &/ Last
Main Information

Description Monetary Amount Currency Code Ledger GL Unit Accounting Date
Accounts Payable -3.99 UsSD ACTUALS 01110 07126/2018
OFFICE SUPPLIES 393 UsD ACTUALS 01110 0712612013

4. Click on the Chartfields and Journal tabs to view more information
5. Clickon View All to see the Payment part of the accounting entries
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Accounting Information

Posting Process AP Accrual

Main Information Chartfields Journal

Description

Accounts Payable

OFFICE SUPPLIES

Posting Process Payments

Main Information Charffields Journal

Description

Cash Distribution
IfU Cash Distribution
Accounts Payable

IfU Cash Distribution

Monetary Amount

Monetary Amount

GL Dist Status Distributed

Currency Code Ledger
-3.80 UsSD ACTUALS
3.00UsD ACTUALS

GL Dist Status Distributed

Currency Code Ledper
-3.83 UsSD ACTUALS
389 UsD ACTUALS
383 0Us8D ACTUALS
-3.99UsD ACTUALS

Personalize | Find | View All | ﬁ‘| @

GL Unit

01110

01110

First ‘&' 120f2 b/ Last

Find | View i

Posting Date 07/27/2018

First ‘4’ 120f2 *' Last

Accounting Date
07/26/2018

0712612018

Posting Date 07/30/2013

Personalize | Find | View Al | (2 | = First ‘4’ 1-40f4 '»' Last

GL Unit

00005

00005

01110

01110

Accounting Date
07f30/2018
07/30/2018
07f30/2018

07/30/2018

6. Click on the Chartfields and the Journal tabs to view more information
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Enter an Amortization Voucher

Situations when this function is used: The State will use the new Amortization Voucher Style to create
and pay vouchers expensed to a prepaid Account; an added style for Proprietary fund users which uses
accrual accounting for prepaid expenses.

What is an Amortization Type and Schedule?

The new voucher style will include an Amortization Type which defines the offset accounting
information. A Start Date and End Date is used to create the Amortization Schedule. The schedule and
type are used to build the journals that reduce the prepaid balance and book the expense. The journals
are created using the Generate Amortization Journals process based on the Amortization Schedule.

WorkCenter navigation: Accounts Payable WorkCenter > Links Pagelet > Vouchers > VoucherEntry
Navigator Menu navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

The Voucher Entry page displays:

Voucher

Find an Existing Value
Add a New Value 21 =

“Business Unit 01110 |Q

PPl

oy
| “Voucher Style [ Amortization Voucher
Supplier Name (

Short Supplier MName

Supplier ID
Supplier Location

Jelyelyelyelye

Address Sequence Humber ol
Invoice Number
Invoice Date
Gross Invoice Amount 0.00
Freight Amount 0.00
Misc Charge Amount 0.00
PO Business Unit
FO Number

Esftimated No. of Invoice Lines 1

Add

Your default BU will appear in the Business Unit field. The Voucher ID will default as NEXT and Voucher
Style will default in as “Regular Voucher”.

1. Business Unit - Enter BU (if not using your default BU)

2. Voucher Style - Select Amortization Voucher

3. Enter Supplier ID - Enter the supplier number, including the leading zeros and tab out of field.
Short Supplier Name, Supplier Location, and Address Sequence Number automatically populate
Invoice Number - Enter Supplier’s Invoice number
Invoice Date - As per the Supplier’s invoice
Gross Invoice Amount - Enter the gross invoice amount
Click Add

N o u s
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The Invoice information page displays:

Invoice Information Payments Voucher Attributes
Business Unit 01167 Invoice No [APAMORTINV x Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounfing Date |10/30/2018 [ Line Total 120.00 Session Defaults
Voucher Style Amortization Vioucher *Pay Terms NET30 QE Net 20 *Currency usDia@, Comments(0)
Invoice Date [10/30/2018 e Basis Date Type Inv Date Miscellaneous I | Attachments (0)
Invoice Received B Freight | Template List
T p Advanced Supplier Search
Product ldentification & Processing A ;
Total Supplier Hierarchy
Supplier 1D 0000018381 Q Control Group Q Difference 000 Supplier 360
ShortName PRODUCTIDE-001 |Q Incomplete Voucher
Location SINGLE a
*Address 1 Q
Save Save For Later Calculate Print
Copy From Source Document
Invoice Lines (2 Find | View All First ‘&' 1of1 “* Last
Line 1 []copy Down Speadtiml ) i Augi EE
*Distribute by Ship To PBGSMTPO01 < §
Item Q. Description Calculate
Quantity
UoM
Unit Price
Line Amount 120.00
Distribution Lines Personalize | Find | View All | E—‘l @ First ‘4’ 10of1 ‘&' Last
GL Chart || Exchange Rate | Assets F=h
[D:gx‘f_' Line Merchandise Amt Quantity *GL Unit Account Fund Dept Program Class Project Budget Date
EE O 1 120.00 o160 |cfl [1a0218 |Q Q Q =% Q 10302018
Save Save For Later
=] Notify '.; Refresh :+ Add jJ Update/Display
Invoice Information | Payments | Vioucher Attributes

Under Distribution Lines

8. Account - Defaults as 140218. Review this default account and overwrite it if a different prepaid
account should be used

9. Fund - Enter fund

10. Department - Enter Department

11. Program - Enter Program (If used by your department)

12. Class - Enter Class (If used by your department)

13. Project/Grant - Enter Project and/or Grant (If used by your department)

14. Click the Amortization tab on the Distribution Lines
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IEvoics Indormaean Py Nouichir ANDulE
Business Unit 01167 Involce Mo APAMORTIMY Imwoice Total Nan Mefchandas Summary
Woucher I NEXT Accounting Date 10302015 W Line Total 120000 Seasion Dedaults
Vioueher Styke Amortization Youches “Pay Terms [NET30 = T *Cumency usolq, Comments(l)
Imvoice Date 10302018 1] Basis Date Type Inv Date Miscellancous - Aftachmeants (0)
Invoice Received i Freight - Tarmpley L
Advancod Supphar Seatch
Product Identification & Processing
Total 10,00 Supplied Histaichy
. " 3 ~ 5 L e
Supplier B0 0000018381 O Contred Group = § Ditterencs oo Supplar 360
ShosiMame PRODUCTIDE-0DY O Incomplete Voucher
Location SINGLE a
“hddress 1 o
Save Save For Later Catcudaty Erint
¢ Copy From Source [k i
Involes Lines (3 Find | Wi All Fiel ‘A qof) A Last
Line 1 Copy Down ot o =¥ One Assed &=
*Distribute by [ Armcunt [ Ship To|PEGSMTFIO01 a
Hem Q Description .
Ciaam ity
uoM (a3
Uit Price
Line Amount 120,00
on Lines Personalize | Fing | View Al | L2 | iR First ‘A o1 ‘& Lasi
E As FUTWOIT EALOE
Copy Down  Line Merchandise Ami Cuandsty Shari Dinie Emed Diaie Amoriizaton Type Amorinration 10
d = 1 12000 10302018 Sl ] W (B0 L+ ]
Sava For Later
| Nolity | L% Refrush A | UpdateDisplay

Under the Amortization tab

15. Start Date - Select the start date

16. End Date - Select the end date

17. Amortization Type - Select the amortization type
Note: Use the VT_AMORTIZATION_TYPE query to view a list of amortization types and
descriptions available for your BU.

18. Click Save

Transaction saves and voucher ID is assigned:

Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary
Invoice No APAMORTINV Invoice Total Non Merchandise Summary
Accounting Date 09/30/2018 5 Line Total Session Defaults
*Pay Terms |[NET30 QE Net 30 *Cumency Comments(0)
ice Date 00/30/2018 Basis Date Type Inv Date Miscellaneous Aftachments (0)
Invoice Received Freight e List
) m Advanced Supplier Search
Product Id & Processing ~ "
Sl Tmal Supplier Hierarchy
Supplier 1D 0000018381 Q Control Group Q Difference 0.00 Supplier 360
ShortName PRODUCTIDE-001 |Q
Location [SINGLE Q
*Address [1 Q
L. g Calculate Print
Copy From Source Document
Invoice Lines (7 Find | View All First (4" 1of1 ‘2 Last
une 1 [Jcopy Down Spepatha, A Cone Asset EE
*Distribute by Ship To PEGSMTP001 Q
Item Q Description Calculate
Quantity
UoMm
Unit Price
Line Amount 120.00|
Distribution Lines Personalize | Find | View All | | G First ‘4" 1of1 '} Last
GL Chart Exchange Rate Assels Amortization
Copy Down  Line Merchandise Amt Quantity Start Date End Date Amortization Type Amortization 1D
== O 1 120.00] 1030/2018 [ 402019 g @, 0000000003
Save
=] Notify | |&% Refresh =% Add | 5] Update/Display
Summary | Related Documents | Invoice Information | Payments | Voucher Altribuies | Error Summary

19. Click on the Invoice Information tab
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Summary Related Do:umenlsl Invoice In ation Igaymenls Voucher Attributes Ermor Summary

Business Unit 01167 Invoice No APAMORTINV fmvaice Tnial Non Merchandise Summary
Voucher ID 00042079 Accounting Date 09/30/2018 E] Line Total 120.00 Session Defaults
Voucher Style Amortization Voucher *Pay Terms |NET30 Qﬂ Net 30 *Currency usDiQ Comments(0}
Invoice Date [09/30/2018 i) Basis Date Type Inv Date Miscellaneous F | Attachments (0)
Invoice Received ] Freight =i Tempiate List

Advanced Supplier Search

n & Processin
9 Total 120.00| ‘Supplier Hierarchy

Product Identific

Supplier ID (0000018381 @, e e v Supplier 360
ShortName PRODUCTIDE-001 | Q
Location |SINGLE Q
*Address 1 [«§
Save IAr.tinn [Budget Checking v Run I Calculate Print
Copy From Source Document
Invoice Lines (7 Find | View All First ‘&' 1of1 ‘& Last
Line 1 [Jcopy Down Spesachart X [ one Asset E=
*Distribute by Ship To FBGSMTP001 Q
Item Q Description Calculate
Quantity
uom
Unit Price
Line Amount 120.00
Distribution Lines Personalize | Find | View All | E‘| B First ‘4 10f1 ‘b Last
GL Chart | Exchange Rate || Assets || Amartization
‘.fsf‘*‘n Line Merchandise Amt  Quantity *GL Unit Account Fund Dept Program Class Project Budget Date
EE O 1 12000 01160 |Q [140002  |@ [58700 |Cy (1160309100 |Q [36021 @ o001 |Q LEASE290 @ 09/30/2018
Save
2" Return to Search 4| Nextin List =] Notify #% Refresh b Add

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary
20. Select Action-Budget Checking from the Action drop-down menu
21. Click Run

The following Message opens:

IMessage

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

Yes No

22. Click Yes
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Invoice Received

Supplier ID 000001
ShortName
Location

Address 1

Save

Invoice Lines (7.

Summary | Related D

Product Identification & Proces:

| Invoice

Summary [ Related Documents Invoice Information Paymenis ] Voucher Atiributes
Business Unit 01167 Invoice No APAMORTINV
Voucher ID 00042079 Accounting Date 0913012018
Voucher Style Amortization Voucher Pay Terms NET30
Invoice Date 097302018 Basis Dot Type v Dte

83g1

PRODUCTIDE-001
SINGLE

Action Budget Checking

Copy From Source Document

Line 1 Copy Down SpeedChart
Distribute by Amount Ship To PBGSMTP001
Item Description
Quantity
uom
Unit Price
Line Amount 120.00
* Distribution Lines
GLChart | Exchange Rate || Assets || Amortization
Copy . ) ;
Doan Line Merchandise Amt  Quantity GL Unit Account
1 120.00 01160 140002
[P Refum to Search ious in List 45| Nextin List =] Nofify | |2 Refresh

Error Summary

Net 30
Fund Dept
58700 1160309100

| Payments | Voucher Attributes | Error Summary

Invoice Total Non Merchandise Summary
Line Total 120.00 Session Defaults
Currency usD Comments(0)
Miscellaneous = Attachments (0)
Freight & Template List
Advanced Supplier Search
Total 120.00 Supplier Hierarchy
Difference 0.00 Supplier 360
Print
Find | View All First ‘4 10f1 ‘& Last
One Asset
Calculate
Personalize | Find | view Al | 2| B Frst 4 101 0 Last
Program Class Project Budget Date
36021 00001 LEASE290 09/30/2018
E Add || 8 Upd

23. Click the Refresh button until the Submit Approval button appears

Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary
Business Unit 01167 Invoice No [APANMORTINY x Invoice Total Nan Merchandise Summary
Voucher ID 00042079 Accounting Date |09/30/2018 [E Line Total 120.00 Session Defaults
Voucher Style Amortization Voucher “Pay Terms |NET30 Qﬂ Net 30 *Currency usD|a Comments(0)
Invoice Date 09/30/2018 5 Basis Date Type Inv Date Miscellaneous 2 | Aachmems (o)
Invoice Received 5 Freight o, | Templalelist
o Advanced Supplier Search
Product & Processing i
. Total Preview Approval
Supplier 100000018381 & Difference 0.00 Supplier Hierarchy
ShortName PRODUCTIDE-001 [Q Supplier 360
Location |SINGLE Q
*Address |1 Q.
Save Action | v Run Calculate Print Submit Approval
Copy From Source Document
Invaice Lines (7 Find | View All First ‘4 10f1 ‘b Last
tine 1 [Jcopy Down Speedthimt Q o kiest =
*Distribute by Ship To|PBGSMTP001 Q e
Item Q Description Calculate
Quantity
uom
Unit Price
Line Amount 120.00
Distribution Lines Personalize | Find | View All | iz | E First ‘4 10f1 '} Last
GL Chart Exchange Rate Assels || Amortization
S:'“vy“ Line Merchandise Amt  Quantity *GL Unit Account Fund Dept Program Class Project Budget Date
EE O 1 120.00| 01160 |3 140002 Q [58700 |Q 1160309100 |Q (36021 Q00001 | Q [LEASE290 Q. 09/30/2018
Save
|&" Return to Search Noiity || £* Refresh
24. Click on Submit Approval
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The Approval Comments box displays:

Approval Comments

Help
Business Unit 01167
Voucher ID 00042079
Additional Details \ 4

254 characters remaining

Cancel || Refresh

25. Enter Additional Details if needed and click OK

The voucher is routed for approval:

@l Payments Voucher Attributes Error Summary Approval Summary

Business Unit 01167

Voucher 1D 00042079

Voucher Approval Stage 1

BU SINESS_UNIT=01167, VOUCHER_ID=00042079:Pending
Default path for Vouchers

Pending
@ Multiple Approvers
Voucher Approvers by Query

1 Refum fo Search | <= Nofy || Refresh 4 Add

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary | Approval Summary

After the voucher has been approved, the voucher is posted as part of batch processing on a nightly

basis. Once the Voucher is Posted the Amortization Schedule can be reviewed.
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Enter a New Voucher using a Template

Situations when this function is used: The State will use the new Template Voucher Style to quickly
create vouchers with use of a template.

What is a Template Voucher?

The new voucher style of Template Voucher allows users to create a Voucher that can be used to copy
from in the future. Template Vouchers are built specific for an AP Business Unit and Supplier. Minimal
field values are required to save the Template Voucher.

WorkCenter navigation: Accounts Payable WorkCenter > Links Pagelet > Vouchers > Voucher Entry

Navigator Menu navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

Voucher

Add a New Value Q, Find an Existing Value

*Business Unit | 01110 QL
“Voucher ID NEXT

|"UCUC'I9F Style [ Template Voucher v|
UDPIer Mame [ A Russo Paving Inc

Short Supplier Name | A RUSS0-001 g
Supplier ID | 0000362458 Q
Supplier Location [MULTIPLE Q
Address Sequence Number 13
Inveice Number NV NUMBER
nvoice Date [pg/30/2018 [#]
Gross Invoice Amount 100.00
Freight Amount 0.00
Misc Charge Amount 0.00
PO Business Unit Q,
PO Number Q,

Estimated No. of Invoice Lines 1

Add

Voucher page displays. Your default BU will appear in the BU field. The Voucher ID will default as NEXT
and Voucher Style will default in as “Regular Voucher”

Business Unit - Enter BU (if not using your default BU)
Voucher Style - Select Template Voucher

Enter Supplier ID - Enter the supplier number, including the leading zeros and tab out of field.
Short Supplier Name, Supplier Location, and Address Sequence Number automatically populate

Invoice Number - Enter Supplier’s Invoice number
Invoice Date - As per the Supplier’s invoice

Gross Invoice Amount - Enter the gross invoice amount
Click Add

N o un &
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The Invoice Information page displays. Invoice and Supplier information defaults from previous page:

Invoice Information Payments Voucher Atfributes
Business Unit 01110 Invoice No INV NUMBER Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date 10/31/2018 5 Line Total 100.00 Bession Defaults
Voucher Style Template Voucher *Pay Terms NET30 QE Net30 *Currency usoj@, Comments{0)
Invoice Date [09/30/2018 B Basis Date Type Inv Date Miscellaneous T | Attachments (0)
Invoice Received Freight = Template List
= Template
- R0 Pavin; NG Total 100.00] Advanced Supplier Search
Supplier ID 0000362458 Q Control Group aQ Difference 000 Supplier Hierarchy
ShortName J A RUSS0-001 @ Incomplete Voucher Supplier 360
Location MULTIPLE (&} Grant ID Q
*Address 1 Q CEFDA#
Save Save For Later Action ‘ v Run Calculate Print
Copy From Source Document
Invoice Lines (7 Find | View All First ‘4 10f1 '} Last
Line 1 [Jcopy Down Seetiihart, a [lone asset EIE]
*Distribute by Ship To[PFMMTPO01 Q
Item (a8 Description Calculate
Quantity
uom
Unit Price
Line Amount 100.00|
Distribution Lines Personalize | Find | View All | 2 | E.‘ First ‘4 1of1 ' Last
GL Chart || Exchange Rate | Assefs
S“:ﬂ" Line Merchandise Amt  Quantity *GL Unit Account Fund Dept Program Class Project Budget Date
EE= O 1 100.00 01110 |Q [520000 |Gy [10000 |@ [1110003000 |Q a a @ 10/31/2018
Save i Save For Later
}jNotify «* Refresh _+ Add || 7| UpdateDisplay |

8. Enterinvoice line(s) and distribution line(s) based on the splits that will be used for future

voucher entry.
9. Click the Template link

The Template Voucher Details window opens:

Template Voucher Details
Help

Save as a Template Voucher

Template ID RUSSOTMP

Description |Russo Paving Template

OK Cancel Refresh

10. Template ID - Enter a Template ID
11. Description - Enter a description
12. Click OK
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Summary Related Documents

Business Unit 01110
Voucher ID 00007673
Voucher Style Template Voucher
Invoice Date 09/30/2018
Invoice Received

Invoice Information

ShortName J.A. RUSSC-001  |Q
Location MULTIPLE Q,
*Address |1 Q
» Copy From Source Document
Invoice Lines (2
Line 1  [lcCopy Down
“Disrbute by
Item
Quantity
uom
Unit Price
Line Amount 100.00

Distribution Lines

GL Chart Exchange Rale Assels
g:ﬂ"n Line Merchandise Amt
EE O 1 100.00)

Notify || Refresh

Payments Voucher Aftributes Error Summary
Invoice No INV NUMBER Invoice Total Non Merchandise Summary
Accounting Date 10/31/2018 Line Total 100.00 Session Defaults
*Pay Terms |NET30 Qﬂ Net 30 *Currency usDlay Comments(0)
Basis Date Type Inv Date Miscellaneous I Attachments (0)
Freight = Template List
Template
. Total 100.00| Advanced Supplier Search
Control Group Q Difference 0.00 Supplier Hierarchy
Grant ID (e} Supplier 360
CFDA#
Action Run Calculate Print
Find | View All First ‘4 10of1 '} Last
SpeedChart Q EE
Ship To|PFMMTPO01 Q Llone Asset
Description Calculate
Personalize | Find | View An | &7 | 7] First ‘&' 10f1 ' Last
Quanity *GL Unit Account Fund Dept Program Class Project Budget Date
01110 |@, [520000 |y [10000 |@ (1110003000 |y aQ Q @ 103172018
[E4 Add || F| Update/Dispiay

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

13. Click Save - A Voucher ID is generated, and you now have a Template Voucher that can used in

Regular Voucher Entry steps as follows
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WorkCenter Navigation: Accounts Payable WorkCenter > Links Pagelet > Vouchers > Voucher Entry

Navigator Menu Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry
The Voucher Entry page displays:

Voucher

Add a New Value Q, Find an Existing Valuel

“Business Unit 01110 |Q
“Voucher ID |NEXT

“Voucher Style [ Regular Voucher v
Supplier Name | J A Russo Paving Inc a,
Short Supplier Name |J A RUSS0-001 Q
Supplier ID |0000362458 Q
Q
Q

Supplier Location | MULTIPLE
Address Seguence Number 1
Invoice Number | 123456789
nvoice Date [10/15/2018 El
Gross Invoice Amount 0.00
Freight Amount 0.00
Misc Charge Amount 0.00
PO Business Unit

felyel

PO Number
Estimated Mo. of Invoice Lines 1

Add

Your default BU will appear in the BU field. The Voucher ID will default as NEXT and Voucher Style will
default in as “Regular Voucher”

1. Supplier ID - Enter the supplier number, including the leading zeros and tab out of field. Short
Supplier Name, Supplier Location, and Address Sequence Number automatically populate

2. Invoice Number - Enter Supplier’s Invoice number
Invoice Date - As per the Supplier’s invoice
4. Click Add
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The Invoice Information page displays:

Invoice Information | Payments

Business Unit 01110
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date [10/15/2018
Invoice Received

Invoice Lines (7

tine 1 [copy Down
*Distribute by
Item
Quantity
uom
Unit Price
Line Amount 000

Distribution Lines

[=Notity || Refresh

Voucher Aftributes

£
&

J.A. Russo Paving, Inc.

Supplier 1D 0000362458 Q
ShortName J A. RUSSO-001 a
Location MULTIPLE Q
*Address 1 a
Save Save For Later
Dopy From Source Document
PO Unit [}

&

0.00

GL Chart || Exchange Rale || Assels
SOPY  Line Merchandise Amt
EE O 1
Save Save For Later

Invoice Information | Payments | Voucher Aftributes

Quantity

Invoice No 123456789
Accounting Date 10/31/2018 EH
“Pay Terms [NET30 (L —

Basis Date Type Inv Dale

Control Group Q.

Incomplete Voucher
Grant ID [ 8

CFDA#

Action | ~

PO Number Q Copy PO

SpeedChart
Ship To PFMMTP001

peiiel

Description

C/Pindicator| |Q

*GL Unit Account Fund Dept

01110 |Q Q aQ

Invoice Total

Line Total 0.00
*Currency usDiq
Miscellaneous =
Freight =
T
Difference 0.00
Run Calculate Print

MNon Merchandise Summary
Session Defaults
Comments(0)

Attachments (0)

Template List

Advanced Supplier Search
Supplier Hierarchy

Copy From | Template v

Find | View All

Personalize | Find | View Al | 1|

Program Class Project

Q Q Q

= Add

Supplier 360

Go
First ‘4 1071 & Last

[Jone Asset EHE
Calculate

First ‘&' 1of1 »/ Last
Budget Date

Q 10/31/2018

] Update/Display

5. Expandthe Copy From Source Document section by clicking on the chevron arrow
6. Select Template from the Copy From drop-down menu

7. Click Go

The Voucher Template page displays:

Voucher Template

Business Unit 01110

Voucher ID NEXT

Invoice Date

Select Template to Copy

Invoice Number

Template ID RUSSOTMP % |Q, Russo Paving Template

Back to Invoice

Supplier J.A Russo Paving, Inc.
ID 0000362458

Copy from template

8. Select the Template ID that will be used to create this Regular voucher
9. Click the Copy from template button
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You are returned to the Invoice Information page:

Invoice Information Payments
Business Unit 01110
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date | 10/15/2018
Invoice Received

J-A. Russo Paving, Inc.

Supplier ID 0000362458 QU
ShortName J.A. RUSS0O-001  |Q
Location MULTIPLE Q
*Address |1 Q
Save Save For Later

Copy From Source Document

PO Unit [s
Invoice Lines (7

Line 1 [JCopy Down
“Ditribute by

Item

Quantity

uom

Unit Price
Line Amount 100.00

Distribution Lines

GL Chart Assets

Exchange Rate

Copy . 3
Down Line Merchandise Amt
EE O 1 100.00
Sava Fox Lofer
[=] Notify | |£* Refresh

Invoice Information | Payments | Voucher Aftributes

Voucher Atiributes

Invoice No 123456789 Invoice Total Non Merchandise Summary
Accounting Date [10/31/2018 Line Total 100.00 Session Defaults
*Pay Terms |NET30 O\ﬁ Net 30 *Currency UsD|Q Comments(0)
Basis Date Type Inv Date Miscellaneous = Attachments (0)
Freight = Template List
Advanced Supplier Search
Total 100.00| Supplier Hierarchy
Control Group Q Difference 0.00 Supplier 360
Incomplete Voucher
Grant ID Q
CFDA#
Action ~ Run Calculate Print
PO Number Q Copy PO Copy From | Template v Go
Find | View All First 4/ 10f1 ‘& Last
SpeedChart Q mE=
Ship To|PFMMTRO01 a [JOne Asset
Description Calculate
C/P Indicator|C | Q.
Personalize | Find | view Al |2 | B First (© 1071 ' Last
Quantity *GL Unit Account Fund Dept Program Class Project Budget Date
01110 |q@ [520000 |@ [10000 |@ [1110003000 |Q Q a Q@ 103172018
| & Add 2 Update/Display

Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is
subject to 1099 Reporting. You must go to this link and code each invoice line as
reportable or not reportable based on the type of payment being made. Please see the
1099 Reporting section in this manual and the exercise for Enter a Reqular Voucher with
Reportable and Non-Reportable Lines for more information.

10. C/P Indicator - Select C for current year or P for prior year, you must select this for each invoice
line and both C and P can be used within the same voucher

11. Click Save

A Voucher ID is assigned and you can now proceed with further steps including Budget Checking and

Submit Approval.

Summary Related Documents Invoice Information

sine 0 0 1]

Voucher ID 00007674

oucher e Regular Voucher

Invoice Date 10/15/2018 5
Invoice Received El

Supplier ID 0000362458 Q
ShortName J A RUSS0-001 Q
Location MULTIFLE Q
*Address 1 &
Save

Payments Voucher Attributes

Ermor Summary

Invoice No 123456739 Invoice Total Non Merchandise Summary
Accounting Date 10/31/2018 [ Line Total 100.00 Session Defaults
*Pay Terms |[NET30 a Net 30 “Currency usnlQ, Comments(0)
Basis Date Type Inv Date Miscellaneous [ | Aftachments (0)
Freight = Template List
Advanced Supplier Search
Total 100.00 Supplier Hierarchy
Control Group a Difference 0.00 Supplier 360
Grant ID Q
CFDA#
Action | v Run Calculate Print
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Interface Voucher Processing

Situations when this function is used: Departments interfacing vouchers into VISION from their own
systems will be required to review and correct errors occurring when these vouchers are built in
VISION by the delivered voucher build process.

Interface Voucher Process: The State will utilize the delivered Voucher Build Processes in VISION 9.2 to
perform edits to voucher data to minimize data issues.

High Level Process:

Departments send an interface voucher file according to the file layout provided by ADS.

As part of a Batch Schedule, interface files provided by departments will be processed at the
pre-determined scheduled time

The file data must meet certain criteria or the file will not be loaded and a “fatal” error will be
returned to the department

If there are no “fatal” errors, the data is loaded to staging tables in VISION, and the delivered
Voucher Build process is run via the batch program

During the Voucher Build Process, delivered edits can cause vouchers to bein 1 of 2 error
statuses requiring correction before further processing can occur:

— Pre-Edit errors - a voucher ID is assigned but the voucher has not been created

— Recycle errors - a voucher ID has been assigned and the voucher has been created
e Anoutput file that includes Voucher IDs and any errors is sent back to the Departments

— Pre-Edit errors are indicated in the file with “Pre-Edit Error”

— Recycle errors are indicated in the file with “Correct Errors in VISION”

Errors That May Be Encountered:

Voucher Error Result Error Error Message in
Interface Type VISION
Regular Voucher | Invalid Process runs to no success, file Fatal NA
Business does not load, OUT file indicates
Unit "Invalid Busn Unit" on record
that has error and has an E.
Regular Voucher | Invalid Process runs to no success, file Fatal NA
Grant ID does not load, OUT file indicates
"Invalid Grant ID" on record that
has error and has an E.
Regular Voucher | Missing Process runs to no success, file Fatal NA
Invoice ID does not load, OUT file indicates
"Blank Invoice" on record that
has error and has an E.
Regular Voucher | Inactive Process runs to success, file Pre-Edit | Supplier ID - TSE
Supplier loads, OUT file indicates "Pre-edit Prompt table edit;
Error" and has an E code on value not found in
record with error, VoucherlID is prompt table
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assigned but voucher is not
created. Error can be viewed
under Voucher Build Error Detail.
The vendor can be corrected and
voucher built or the voucher can
be deleted.

record with error, VoucherID is
assigned but voucher is not
created. Error can be viewed
under Voucher Build Error Detail.
The PO can be corrected and
voucher built or the voucher can
be deleted.

Regular Voucher | Invalid Process runs to success, file Pre-Edit | Default Supplier
Supplier, loads, OUT file indicates "Pre-edit Location not
Address or Error" and has an E code on defined for
Location record with error, VoucherlID is Supplier
assigned but voucher is not
created. Error can be viewed Address Sequence
under Voucher Build Error Detail. Number - TSE
The vendor can be corrected and Prompt table edit;
voucher built or the voucher can value no found in
be deleted. prompt table
Supplier ID - TSE
Prompt table edit;
value not found in
prompt table
Regular Voucher | PO Closed Process runs to success, file Pre-edit | Invalid Purchase
loads, OUT file indicates "Pre-edit Order
Error" and has an E code on
record with error, VoucherID is There are no
assigned but voucher is not open distributions
created. Error can be viewed for this Purchase
under Voucher Build Error Detail. Order
The PO can be corrected and
voucher built or the voucher can
be deleted.
Regular Voucher | PO Line Process runs to success, file Pre-edit | Invalid Purchase
does not loads, OUT file indicates "Pre-edit Order
exist Error" and has an E code on

Operator profile
does not allow
copying Matched
Purchase Order
Lines

There are no
open distributions
for this Purchase
Order
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Invalid Purchase
Order Schedule

Regular Voucher

PO not
Dispatched

Process runs to success, file loads,
OUT file indicates "Pre-edit Error"
and has an E code on record with
error, VoucherlD is assigned but
voucher is not created. Error can
be viewed under Voucher Build
Error Detail. The PO can be
corrected and voucher built or the
voucher can be deleted.

Pre-edit

Invalid Purchase
Order

Regular Voucher

Bad W/H
code for
reportable
vendor

Process runs to success, file loads,
OUT file indicates "Correct Errors
in VISION" and has an E code on
record with error, Voucher is
created in recycle status. Error can
be viewed under Voucher Build
Error Detail. The Withholding Class
can be corrected or the voucher
can be deleted.

Recycle

Invalid
Withholding Class
XX

Regular Voucher

Duplicate
Voucher

Process runs to success, file
loads, OUT file indicates "Correct
Errors in VISION" and has an E
code on record with error,
Voucher is created in recycle
status. Error can be viewed
under Voucher Build Error Detail.
The invoice can be corrected or
the voucher can be deleted.

Recycle

Duplicate Invoice
voucher's exist

Regular Voucher

Invalid BDA

Process runs to success, file
loads, OUT file indicates "Correct
Errorsin VISION" and has an E
code on record with error,

Recycle

Voucher has
Invalid/Inactive
ltem
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Voucher is created in recycle
status. Error can be viewed

under Voucher Build Error Detail.

The BDA can be corrected or the
voucher can be deleted.

Regular Voucher | Invalid Process runs to success, file Recycle | Chartfield - TSE

Chartfield loads, OUT file indicates "Correct Prompt table edit;
Errors in VISION" and has an E value not foundin
code on record with error, prompt table
Voucher is created in recycle
status. Error can be viewed
under Voucher Build Error Detail.

The Chartfield can be corrected
or the voucher can be deleted.

Regular Voucher | MissingC/P | Process runs to success, file Recycle | C/P Indicator is

indicator loads, OUT file indicates "Correct Blank or Invalid
Errorsin VISION" and has an E Prompt value
code, Voucher is created in
recycle status. Error can be
viewed under Voucher Build
Error Detail and C/P indicator
corrected.

Regular Voucher | Voucher Process runs to success, file Recycle | Invoice line
Quantity loads, OUT file indicates "Correct Quantity
different Errorsin VISION" and has an E Vouchered 1 <>
than PO code on record with error, sum of Distrib

Voucher is created in recycle Line quantities 0

status. Error can be viewed

under Voucher Build Error Detail. Quantity * Unit

The quantity/unit price can be Price does not

corrected or the voucher can be equal

deleted. Merchandise
Amount.

Single-Payment Header Process runs to no success, file Fatal NA
Amount does not load, OUT file indicates
different "Total Amount" and E on all
than total records.
records

Single-Payment Invalid Process runs to no success, file Fatal NA
Business does not load, OUT file indicates
Unit "Invalid Busn Unit" on record

that has error and has an E.
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Errors in VISION" and has an E
code on records with error,
Voucher is created in recycle
status. Error can be viewed

under Voucher Build Error Detail.

The invoice can be corrected or
the voucher can be deleted.

Single-Payment Invalid State | Process runs to no success, file Fatal NA
does not load, OUT file indicates
"Invalid State" on record that has
error and has an E.
Single-Payment | Missing Process runs to no success, file Fatal NA
Invoice does not load, OUT file indicates
"Blank Invoice" on record that
has error and has an E.
Single-Payment Missing Process runs to no success, file Fatal NA
Name does not load, OUT file indicates
"Blank Namel" on record that
has error and has an E.
Single-Payment Negative Process runs to no success, file Fatal NA
Amount does not load, OUT file indicates
"Negative Line Amount" on
record that has error and has an
E.
Single-Payment Duplicate Process runs to success, file Recycle | Duplicate Invoice
voucher loads, OUT file indicates "Correct voucher's exist
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To Review Voucher Build Errors:

WorkCenter Navigation: Accounts Payable WorkCenter > Links Pagelet > Vouchers > Voucher Build

Error Detail

Navigator Menu Navigation: Accounts Payable > Vouchers > Maintain > Voucher Build Error Detail

The Voucher Build Error Detail page displays:

Voucher Build Error Detail

Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

D Recent Searches | Choose from recent searches v|# [ Saved Searches |Choose from saved searches

v|/

*Business Unit 08100 Q
Voucher 1D
TSERunID
-
Control Group ID
Supplier ID
Buying Agreement 1D
Invoice Number
nvoice Date [51)

Voucher Source [= v| | v
A Show fewer options

(] case Sensitive

1. Business Unit - Enter Business Unit if it does not default in
2. Click Search

Search Results display:

Search Results
54 results  Business Unit "03100"
View All | First (4) 1100f54 (} Last

Business Voucher ID TSE Run Origin Control Supplier 1D Buying Invoice Number Invoice Date ﬁ?:iie Transaction Voucher
Unit 1D Group ID Agreement ID i Currency Source

I 08100 01014587 12435779 INT (blank) 0000400412 (blank) 10243148 10/03/2023 102.01 (blank) XML > I
08100 01014591 12435779 INT (blank) 0000346772 (blank) 146527 10/04/2023 95 (blank) XML >
08100 01014592 12435779 INT (blank) 0000346772 (blank) 146534 10/04/2023 105 (blank) XML >
08100 01014588 12435779 INT (blank) 0000415619 (blank) 2140 05/20/2023 221438 (blank) XML >
08100 01014599 12435779 INT (blank) 0000415619 (blank) 2153 09/26/2023 3636.28 (blank) XML >
08100 01014602 12435779 INT (blank) 0000372375 (blank) 24AR1170854 09/29/2023 156.91 (blank) XML >
3. Clickon first voucher in the list
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The Voucher Build Error Detail page displays:

Voucher Build Error Detail
Busigees Linit 03440 Moucherin 04451612 Comect Foaore
Header Errors Personalize | Find | View All | 2| [ First ‘4’ fof1 ‘& Last
Field Name: Message
Supplier ID TSE Prompt table edit, value not found in prompt table.
Invoice Line Errors Personalize | Find | View Al | (21| & First ‘4 1of1 '*' Last
Line Field Name Message
2 Retum o Seach B ‘
4. Review Header Errors and/or Invoice Line Errors
5. Click Next in List to review all vouchers
Voucher Build Error Detail
Business Unit 03440 Voucher ID 01461612
Header Errors Personalize | Find | View All | 2] = First ‘4’ fof1 ‘& Last
Field Name: Message
Supplier ID TSE Prompt table edit; value not found in prompt table.
Invoice Line Errors Personalize | Find | View Al | & L:é‘ First ‘4 1of1 '*' Last
Line Field Name Message
2 Relum fo Search o 4] NestinUst_| 2] oty

6. Click on the Correct Errors link

If the Error is a Pre-Edit Error, the Quick Invoice Page will load where the errors can be corrected —see

Correcting Pre-Edit Errors below.
If the Erroris a Recycle Error, the Regular Entry page

Correcting Pre-Edit Errors

WorkCenter Navigation: Accounts Payable WorkCenter > Links Pagelet > Vouchers > Quick Invoice

Entry > Find an Existing Value

Navigator Menu Navigation: Accounts Payable > Vouchers > Add/Update > Quick Invoice Entry > Find

an Existing Value
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The Quick Invoice Entry page displays:

Quick Invoice Entry

Find an Existing Value

Search Criteria

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

(@ Add a New Value

) Recent Searches | Choose from recent searches

v|# [ Saved Searches |Cnoose from saved searches

Vi

I *Business Unit

a |

Voucher 1D begins with »

Invoice Number [begins with v |
Supplier ID

Short Supplier Name [ begins with v |
Supplier Name [ begins with v |

Build Status [= v

Voucher Source [= v

A Show fewer options

[JCase Sensitive

Clear

1. Business Unit - Enter the business unit associated with the voucher that has the pre-edit error

2. Click Search
Search Results display:

Search Results
54 results Business Unit "08100"
View All | (20 First (4) 110 of 54 (» Last
- Gross
EUSIHESE Voucher ID  Invoice Number Invoice Invoice Date Supplier ID Short Supplier Name Supplier Name  Build Status pouchey
nit Amount Source
08100 01014750 NHWES987T18 224.41 09/21/2023 0000009155 FASTENALCO-004 'Fcisr'tqi-la?wl\- Error XML >
!
08100 01014726 BEGTRSTOPT1 115500 08/26/2023 0000415970 (blank) (blank) Error XML >
08100 01014725 9855323608 T0.56 09/29/2023 0000002755 GRAINGER-001 Grainger Error XML >
08100 01014724 9855061504 66.77 09/29/2023 0000002755 GRAINGER-001 Grainger Error XML >
08100 01014723 9855061496 174.04 09/269/2023 0000002755 GRAINGER-001 Grainger Error XML >
08100 01014722 9854717494 149.34 09/29/2023 0000002755 GRAINGER-001 Grainger Error XML >
3. Select the voucher
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The Quick Invoice page displays:

Quick Invoice
Business Unit 02300 *Invoice Number 027519 Calculate
Voucher 00102584 Invoice Date |08/31/2018 [5 Print Invoice
Accounting Date El = —
~ Edit Combinati
*Build Status {{ZEa=i=1000 Vv Prepaid Ref Oaute Apaly it Combinations
Remy Coinireau USA
Supplier |0000010539 Q Invoice Address 1 Q
Location MULTIPLE Q, Remitting Addr Q,
Aftachments (0)
Comments(0)
Line Amount 36081.68 Control Group Q
Misc Amt 0.00| Terms |NET30 Q Session Defaults
Freight 0.00 Currency USD Q Override Session Default
Total 36081.68
Difference 0.00 Fetch Voucher Lines
From Voucher Line |1 Line Details
To Voucher Line 1 Add lines
Copy From Source Document
Voucher Build Association
1| Save + Return to Search 4 | Nextin List [£] Notify || £ Refresh 4 Add

Note the Build Status of the voucher = Pre-Edit Error.

4. Click the Review Errors link to view the errors on the voucher

The Review Voucher Build Errors page displays the errors for the voucher, including the specific Field
Name and Message.

Business Unit 02300 Voucher ID 00102584 iComect Emors

Header Errors Personalize | Find | View All | (1]} Ee First ‘&' 1of1 '}/ Last

Field Name Message
Supplier ID I I TSE Prompt table edit; value not found in prompt table I

wiSave ||[oh RetumntoSearch 4| Nextin List _‘_ﬂ_’Nnti_fy__ ,:_‘ Refresh | % Add

In this example the Supplier is not a valid Supplier.

Business Unit 02300 Voucher ID 00102584

Correct Emors

Header Errors Personalize | Find | view All | 2] (& First ‘4 1011 & Last
Field Name Message
Supplier ID TSE Prompt table edit, value not found in prompt table.

““Eavei ;"fetum 1o Search 4 [Jex{ in List 3 Notify = BefresL -,—“,,Md -

5. Click the Correct Errors link to return to the Quick Invoice page
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Make corrections to address the error on this page if applicable.

Quick Invoice

Business Unit 03440

Voucher 01461612
S| Heul
“Build Status [Build Voucher |

Supplier 0000032951 @
Location SINGLE Q
Line Amount 1829.09
Misc Amt 0.00
Freight 0.00
Total 1829.09
Difference 0.00

Copy From Source Document

Voucher Build Association

. Retumn to Search

1 Save t | Previous in List

“Inveice Number 857377

Invoice Date 10M14/2017

Accounting Date
Prepaid Rel

Invoice Address 1

Remitting Addr

Control Group
Terms NET0O
Currency USD

Fetch Voucher Lines

From Voucher Line 1
To Voucher Line |11

Action | 1

Voucher Build

Run

™ Auto Apply

Stepping Stones Preschool Inc

=] Notity I-.'J efresh I

Calculate
Print Invoice

Edit Combinations

Attachmenis (0)
Comments(0}

Session Defaults
Ovemide Session Default

Review Emors

Line Details
Add lines

+ Add

Status to Build Voucher

7. Choose the Action: Voucher Build

8. Click Run

9. Refresh the page and if the error has been sufficiently corrected, the search screen will load

and the voucher will have been built

If the Quick Invoice Page loads again after refresh, then the error was not sufficiently corrected.
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e——
6. Once the corrections have been made to allow the voucher to be processed, update the Build
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Deleting Vouchers in Pre-edit Error

WorkCenter navigation: Accounts Payable WorkCenter > Links Pagelet > Vouchers > Quick Invoice

Entry > Find an Existing Value

Navigator Menu navigation: Accounts Payable > Vouchers > Add/Update > Quick Invoice Entry > Find

an Existing Value

The Quick Invoice Entry page displays:

Quick Invoice Entry

Find an Existing Value

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

@® Add a New Valug

@ Recent Searches | Choose from recent searches v| # 1 saved Searches [Choose from saved searches

v|f

*Business Unit 08100 Q
Invoice Number begins with v |
Supplier ID Q
Short Supplier Name
Supplier Name
Build Status [= v| | v
Voucher Source [= v | v
# Show fewer options

(] Case Sensitive

1. Business Unit - Enter the business unit associated with the voucher that has the pre-edit error

2. Click Search

Search Results display:

Search Results
54 results  Business Unit "08100"
View All | (21 First (4) 1-10 0f 54 () Last
Business A s . . . . = Voucher
Unit Voucher ID  Invoice Number Invoice Invoice Date Supplier ID Short Supplier Mame Supplier Name  Build Status Source
Amount
P . - [P N " Fastenal
08100 01014750 NHWES98T18 224.41 09/21/2023 0000009155 FASTENALCO-004 Company Error XML >
b ¥
08100 01014726 BEGTRSTOPT! 115500 08/26/2023 0000415970 (blank) (blank) Error XML >
08100 01014725 9855323698 70.56 09/29/2023 0000002755 GRAINGER-001 Grainger Error XML >
08100 01014724 9855061504 66.77 09/29/2023 0000002755 GRAINGER-001 Grainger Error XML >
08100 01014723 9855061496 174.04 09/29/2023 0000002755 GRAINGER-001 Grainger Error XML >
08100 01014722 9854717494 149.34 09/29/2023 0000002755 GRAINGER-001 Grainger Error XML >
3. Select the voucher
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The Quick Invoice page displays:

Quick Invoice

o Save * Return to Search

Business Unit 02300 *Invoice Number | 027519 Calculate
Voucher 00102584 Invoice Date 08/31/2018 El Frint Invoice
Moueherttule Doo '
A . Accounting Date e Edit Combinations
Build Status {[ZENTI= T v Prepaid Ref Caute Apply
Remy Coinireau USA
Supplier 0000010539 ¢} Invoice Address |1
Location MULTIPLE a, Remitting Addr (e}
Attachments (0)
Comments(0)
Line Amount 3608168 Control Group (&}
Misc Amt 0.00 Terms [NET30 Q Session Defaults
Freight 0.00 Currency USD [} Override Session Default
Total 36081.68
Review Errors
Difference 0.00 Fetch Voucher Lines
From Voucher Line 1 Line Details
To Voucher Line |1 Add lines
Copy From Source Document
Voucher Build Association
[ save " Return to Search Previous in List 4| Nextin List =] Motify || % Refresh % Add
Note the Build Status of the voucher = Pre-Edit Error.
Quick Invoice
Business Unit 02300 “Invoice Number 027519 Action[1 Voucher Build v
Vopichar: 00102534 Invoice Date 08312018 W Run
| mree— Accounting Date C Calculate
"Build Status [Delele Voucher v v )
Prepaid Rel M Auto Apply Print Invoice
Edil Combinations
N Remy Coinfreau USA
Supplier (000010539 & Involce Address 1 aQ
Location MULTIPLE Q Remitting Addr qQ,
Attachments (3)
Comments(0)
Line Amount 36081 68 Control Group Q
Misc Amt 0,00 Terms NET30 Q Session Defaults
Freight 0.00 Cumency USD Q, Override Session Defaul
Total 35081.68
Reviw Ermors
Diffarence 000 Fetch Voucher Lines
From Voucher Line 1 Line Details
Te Voucher Line 1 Add nes
Copy From Source Decument
Voucher Build Association
4 NextinList || 5] Notity 4 Add

Click Run

N o v s
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. Update the Build Status to Delete Voucher
Choose the Action: Voucher Build

. Refresh the page and the search screen will load when the voucher has been deleted

Page 167 of 171



Correcting Recycled Vouchers
Voucher Regular Entry Pages will display Vouchers with an Entry Status of Recycle.

WorkCenter navigation: Accounts Payable WorkCenter > Links Pagelet > Vouchers > Voucher Entry >
Find an Existing Value

Navigator Menu navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry > Find an
Existing Value

Voucher
- . Add a New Value
Find an Existing Value @
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

) Recent Searches [ Choose from receni searches v|# [ Saved Searches [Choose from saved searches v| &

Business Unit 02300 Q
e
nvoice Number
Invoice Date El
Short Supplier Name pegins with + |
Supplier ID Q
Supplier Name [ begins with v |

Voucher Style [ = v v

Entry Status [= v]

Voucher Source | = ~ ] ~|

ncomplete \f'oucher| = ' ‘ | ~ |
A Show fewer options

[C]Case Sensitive

1. Business Unit - Enter your BU number

2. Entry Status - Select = Recycle
3. Click Search
Search Results display. Select the specific voucher that needs correcting.

Summary Related Documents Invoice Information Payments Voucher Attributes

Business Unit 02300 Invoice Date 12/02/2018
Voucher ID 00102596 Invoice No SAMPLE RECYCLE
Voucher Style Regular Invoice Total 101.00 usD
Supplier Name Brattleboro Area Farmers Market
PO Box 1057

Brattleboro, VT 05302

Entry Status Recycle Pay Terms Due Now

Match Status . piatch Voucher Source Online
Approval Status Pending Origin ONL
Post Status Unposted Created On 12/11/2018 T:44AM

Created By JKENNERK
Last Update 12/11/2018 7:46AM

Budget Status Not Chk'd Modified By JKENNERK
ERS Type Mot Applicable
Budget Misc Status Valid Close Status Open
*View Related [ Payment Inquiry v| Go
|5 Return to Search | |[Z] Notify || % Refresh =+ Add Ff Update/Display

4. Click the Error Summary tab to view errors causing the Voucher to Recycle
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The Error Summary page displays the errors for the voucher, including the specific Field Name and
Message:

Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary

Business Unit 02300 Invoice Number SAMPLE RECYCLE
Voucher ID 00102596 Invoice Date 12/02/2018
Style Regular Voucher Total 101.00 usD
Header Errors Personalize | Find | View All | @I EA‘ First ‘4" 1of1 ‘&' Last

Field Name Message

I Voucher is out of Balance I

:“ Relumn lo Search Hotify 4 Add Upda
In this example, the Gross Invoice Amount of the voucher is not in balance.
5. Make corrections to address the error on the regular voucher pages if applicable
6. Save the voucher
Summary | | Related Documents | Inveice Information | Paymenis | Voucher Atiibutes || Error Summary
Business Unit 02300 Invoice No SAMPLE RECYCLE nvamaingl Non Merchandise Summary
Voucher ID 00102596 Accounting Date 12/11/2018 Line Total Session Defaults
Voucher Style Regular Voucher *Pay Terms NET00 Due Now *Currency Comments(0}
Invoice Date 12/02/2018 Bl Basis Date Type Inv Date Miscellaneous Aftachments {0)
Invoice Received e Freight Temglate List
Advanced Supplier Search
Bratileboro Area Farmers Market " y
Total 100.00 Supplier Hierarchy
Supplier ID 0000000300 Q Grant ID Q Difference 0.00 Supplier 360
ShortName BRATAREAFA-D01 |G, CEDA#
Location SINGLE Q
*Address 1 a
Save Calculate Print
Copy From Source Document
Invoice Lines (%7 Find | View All First ‘&' 10f1 ‘& Last
Line 1 []copy Down SpeedChan a lone Asset =
*Distribute by Ship To PDLCMTF001 Q,
Item Q Description Calculate
Quantity C/P Indicator [C O
uom
Unit Price
Line Amount 100.00
Distribution Lines Personalize | Find | View Al | i_i'l E First ‘4 1of1 ‘&' Last
GL Chart Exchange Rate Assels
I(J::u?l\r(l Line Merchandise Amt Quantity *GL Unit Account Fund Dept Program Class Project Budget Date
EE O 1 100.00] 02300 |Q [400240 |@ [10000 |G (0367500000 |O Q Q @ 1211172018
Save

7. Click the Summary tab to validate your voucher has been corrected
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' Summary | Related bacumenfs I 1n'.roice-ln!0rmatiun I anmems - Voucher hfl:'tbutes I _Ermr Summary

Business Unit 02300 Invoice Date 12/02/2018
Voucher ID 00402596 Invoice No SAMFPLE RECYCLE
Voucher Style Regular Invoice Total 100.00 uso
Supplier Name Brattleboro Area Farmers Market
PO Box 1057
Brattlieboro, VT 05302
| Entry status Postable | B T e b
Match Status o paaich Voucher Source Online
Approval Status Pending Origin  ONL
Post Status Unposted Created On 12/11/2018 7:44AM

Created By JKENNERK
Last Update 12711/2018 3:06AM

Budget Status Mot Chk'd Modified By JKENNERK
ERS Type Mot Applicable
Budget Misc Status Valid Close Status Open
*View Related | Paymeni Inguiry v| Go
[5" Return to Search | |[=] Notify || % Refresh E Add | F Update/Display

The Entry Status of the Voucher is now showing as Postable, and the voucher can now be processed
further.

Accounts Payable - July 2024 Page 170 of 171



Reports and Queries

Reports and Queries for Accounts Payable can be found in the Accounts Payable Reporting Manual
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https://finance.vermont.gov/sites/finance/files/documents/Train_Support/VISION_Manuals/Reporting_Manual/FIN-AP_Reporting_Manual.pdf

	State of Vermont
	Department of Finance & Management
	July - 2024
	Revisions to Manual
	July 2024
	 Updated Adjustment and Journal Voucher exercises for new warning messages and one-time suppliers
	February 2024
	 Updated for PeopleTools 8.60 upgrade
	September 2021
	January 2021
	May 2020
	April 2020
	January 2020
	August 2019
	July 2019
	April 2019
	March 2019
	December 2018
	Overview of the VISION process:

	Business Process
	Void Check Procedure:
	Criteria
	Special Handling
	DO NOT USE these handling codes in a voucher:
	A payment that has been put “on hold” will not pay until this box is unchecked and saved. Then it will process as normal.
	Prior Year Payables

	Frequently Asked Questions (FAQs)
	How do I know if I have any vouchers that need my attention?
	When will my voucher get paid?
	How do I enter a voucher for an invoice that I received in the current fiscal year that is for an item that includes charges relating to goods or services that I received in the prior fiscal year?
	NOTE: Users must no longer use a PY prefix in the invoice field for prior year payables.

	How do I correct a voucher that was entered with an incorrect C/P Indicator?
	Can I change the terms on a voucher to ensure that the supplier gets paid on time?
	Why has my voucher not been paid yet?

	1099 Reporting
	Note: Beginning with tax year 2020 the IRS is requiring that nonemployee compensation, formerly reported in Box 7 of the 1099-Misc form, will be reported via a 1099-NEC form. Also changed is gross proceeds to an attorney which is now reported in box 1...
	What is a “Reportable” Supplier?
	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 wi...

	Suppliers that are set up in VISION as “reportable” suppliers:
	 Individuals, Sole Proprietors, Partnerships
	 All Suppliers Providing Medical Services (Including Veterinarians)
	 All Suppliers Providing Legal Services
	Payments that are Reportable vs. Not Reportable
	How to determine if a supplier is subject to 1099 Reporting


	Looking up Suppliers
	Searching for a Supplier
	Search for a supplier by Supplier Name
	Note: Finance does not have any “quick” method of verifying active/inactive addresses other than manually searching through the supplier information, the same as a user would, so please make sure you have done your own thorough search before contactin...

	Searching Using the Keywords Search

	Enter a Regular Voucher
	Note: Credit vouchers should be processed as adjustment vouchers.
	Required Fields: Supplier ID*; Supplier 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 vouc...
	Note: If you need to search for a supplier use the following navigation:
	Note: If a supplier’s invoice number is not provided, enter relevant information to correlate the voucher to the payment request.
	Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is subject to 1099 Reporting. You must go to this link and code each invoice line as reportable or not reportable based on the type of payment being made. Please see ...

	7. Grant ID (Grant Vouchers only)
	Note: Grant numbers should not be used in the Invoice field.

	10. Under Distribution Lines –
	Note: The Remit to Address is the address that the payment will be sent to. If it is not correct, the address must be updated on the Invoice Information page and when the voucher is saved the address on the Payments page will update to match the addre...

	Special Handling
	DO NOT USE these handling codes in a voucher:
	Note: A payment that has been put “on hold” will not pay until this box is unchecked and saved. Then it will process as normal.


	Enter a Regular Voucher with a BDA
	Note: Credit vouchers should be processed as adjustment vouchers.
	Note: If you need to search for a supplier use the following navigation:
	Note: If a supplier’s invoice number is not provided, enter relevant information to correlate the voucher to the payment request.
	Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is subject to 1099 Reporting. You must go to this link and code each invoice line as reportable or not reportable based on the type of payment being made. Please see ...

	Enter a Regular Voucher with Split Funding
	Note: Credit vouchers should be processed as adjustment vouchers.
	Required Fields: Supplier ID*; Supplier Name; Location; Address; Invoice Number*; Invoice Date*; Total Amount*; GL Unit; Account; Fund; Department ID; Pay Terms
	Note: 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 duplicat...
	Note: If you need to search for a supplier use the following navigation:
	Note: If a supplier’s invoice number is not provided, enter relevant information to correlate the voucher to the payment request.
	Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is subject to 1099 Reporting. You must go to this link and code each invoice line as reportable or not reportable based on the type of payment being made. Please see ...
	Note: Grant numbers should not be used in the Invoice field.

	If you did not select “copy down”
	Note: Gross Amount shows $0, but the correct amount will fill in when the voucher is saved.


	Enter a Purchase Order Voucher
	Note: Credit vouchers should be processed as adjustment vouchers.
	Required Fields: Supplier ID; Supplier 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
	Note: If you need to search for a supplier use the following navigation:
	Supplier’s invoice.
	Note: If a supplier’s invoice number is not provided, enter relevant information to correlate the voucher to the payment request.
	Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is subject to 1099 Reporting. You must go to this link and code each invoice line as reportable or not reportable based on the type of payment being made. Please see ...
	Note: Grant numbers should not be used in the Invoice field.

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


	Enter a Purchase Order Voucher with PY and CY Lines
	Note: Credit vouchers should be processed as adjustment vouchers.
	Required Fields: Supplier ID; Supplier 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
	Note: If you need to search for a supplier use the following navigation:
	Note: Grant numbers should not be used in the Invoice field.
	Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is subject to 1099 Reporting. You must go to this link and code each invoice line as reportable or not reportable based on the type of payment being made. Please see ...
	Note: Gross Amount shows $0, but the correct amount will fill in when the voucher is saved.


	Enter PO Voucher – Use only some PO lines
	Required Fields: Supplier ID; Supplier 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
	Note: If a supplier’s invoice number is not provided, enter relevant information to correlate the voucher to the payment request.
	Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is subject to 1099 Reporting. You must go to this link and code each invoice line as reportable or not reportable based on the type of payment being made. Please see ...
	Note: Grant numbers should not be used in the Invoice field.
	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.


	Matching Purchase Order Voucher
	Matching as a Batch Process
	4. Process Frequency - Set to Always Process
	Note: NEVER choose All Business Units. This would run matching for all business units in the State.


	Matching in the Voucher

	Un-matching PO Vouchers
	Un-match PO Vouchers is complete

	Enter an Asset Related Voucher
	Required Fields: Supplier ID*; Supplier 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 vouc...
	Note: If you need to search for a supplier use the following navigation:
	Note: If a supplier’s invoice number is not provided, enter relevant information to correlate the voucher to the payment request.
	Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is subject to 1099 Reporting. You must go to this link and code each invoice line as reportable or not reportable based on the type of payment being made. Please see ...

	For more information on assets, review VISION Procedure #1 (the Asset Management Procedure) at:

	Enter Vouchers to State Agencies Set up as Suppliers
	Situation when this function is used:
	Listing of State Departments set up as Suppliers and their Supplier Number
	Note: If you need to search for a supplier use the following navigation:
	Note: If a supplier’s invoice number is not provided, enter relevant information to correlate the voucher to the payment request.
	Note: Gross Amount shows $0, but the correct amount will fill in when the voucher is saved.

	17. Click Save

	Enter Regular Voucher with 1099 Reportable and Non-Reportable Lines
	Please see the 1099 Reporting section in this manual for more information on how to determine the appropriate withholding type and class for each payment type.
	Note: Please note that reportable and non-reportable amounts must be entered on separate invoice lines of the voucher – NOT separate distribution lines.

	What to do when entering a voucher to a reportable supplier:
	Enter a Voucher for an Invoice with Reportable and Non-Reportable invoice lines
	Note that both withholding boxes are still checked for line two since veterinary services are reportable using type 1099M and class 06.
	Note: Reportable and non-reportable amounts must be entered on separate invoice lines of the voucher – NOT separate distribution lines.

	Enter a Voucher for an Invoice with Reportable Lines – Default Withholding Type and Class is Not Correct for Payment
	Follow steps for entering a regular voucher until the Invoice Information page Invoice Lines section
	Note: If when changing Type and/or 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.SupplierRequests@vermont.gov to add the withholding type ...


	Enter an Adjustment Voucher
	Situations when this function is used: listed below
	Note: One-time suppliers may only be used in a voucher once. Refunds from a one-time supplier must be returned by the supplier and  received into VISION with a direct journal deposit.  If the refund was originally a payment for services, the departmen...
	Receiving a credit on an invoice that has already been paid:
	Receiving a credit on an invoice that has not yet been paid:
	Receiving a credit on an invoice that has a purchase order related to it:
	Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is subject to 1099 Reporting. You must go to this link and code each invoice line as reportable or not reportable based on the type of payment being made. Please see ...


	Enter a Journal Voucher to Correct Accounting Entries
	Note: Chartfield coding corrections to one-time supplier vouchers must be made via an ONL journal.
	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 in...
	2. Voucher Style - Select Journal Voucher
	 GL Unit
	Note: If you need to enter more than one journal voucher to correct coding for the same regular voucher, you must enter the original regular Voucher ID in the Related Voucher field in each journal voucher that is created.
	Note: If you need to correct a C/P Indicator as well as accounting entries you can do so in one Journal Voucher. See the Enter a Journal Voucher to Correct a C/P Indicator exercise in this manual.

	Enter the correct chartfield information that should have been paid on the original voucher on Distribution Line 2. In this scenario we are only correcting the Account.
	Enter a Journal Voucher to Correct Accounting Entries is Complete

	Enter a Journal Voucher to Correct a C/P Indicator
	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 in...
	Note: One-time suppliers may only be used in a voucher once. The C/P Indicator cannot be changed on a one-time supplier related voucher and must be reported using the C/P Indicator Miscode form.
	Required Fields: Business Unit; Supplier ID; Supplier Name; Supplier Location; Address Sequence Number; Invoice Number; Invoice Date; Pay Terms; C/P Indicator; Amount; GL Unit; Account; Fund; Department ID; Related Voucher; and Line Description
	2. Voucher Style - Select Journal Voucher
	 GL Unit
	Note: If you need to enter more than one journal voucher for a voucher correction, enter the Original Voucher ID in the Related Voucher field not the journal voucher number.
	Note: If you need to correct accounting entries as well as a C/P Indicator you can do so in one Journal Voucher by entering the correct chartfield data here.

	Enter a Journal Voucher to Correct a C/P Indicator is Complete

	How to Set Up SpeedCharts
	SetID defaults in as equal to STATE but MUST be changed to your AP Business Unit.
	8. SpeedCharts -

	Adding a Voucher using a SpeedChart
	Required Fields: Business Unit; Supplier ID; Supplier Name; Location; Address; Invoice Number; Invoice Date; Amount; SpeedChart; Pay Terms
	Supplier’s invoice.
	Note: If a supplier’s invoice number is not provided, enter relevant information to correlate the voucher to the payment request.
	Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is subject to 1099 Reporting. You must go to this link and code each invoice line as reportable or not reportable based on the type of payment being made. Please see ...
	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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	Budget Check a Voucher using a Batch Process
	Note: Things to keep in mind if batch budget checking several vouchers at once
	Required Fields: Run Control ID; Description; Transaction Type; Field Name; Value Type; From/To; Server Name
	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.
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	Submitting a Voucher for Approval is Complete

	Approve a Voucher
	To Approve a Voucher
	To Deny a Voucher

	Close Vouchers
	Note: If you are closing a voucher created in VISION 8.8 (before February 5, 2019) you will need to add a C/P indicator on the Invoice Information page and save the voucher before you will be able to close it.
	Note: The Manual Close Date defaults in as the current date and it should never be changed.

	Delete Vouchers
	Note: If you are closing a voucher created in VISION 8.8 (before February 5, 2019) you will need to add a C/P indicator on the Invoice Information page and save the voucher before you will be able to delete it.

	Payment Information on the Voucher
	Inquire on Voucher Payment Information
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	Enter an Amortization Voucher
	What is an Amortization Type and Schedule?
	Note: Use the VT_AMORTIZATION_TYPE query to view a list of amortization types and descriptions available for your BU.


	Enter a New Voucher using a Template
	What is a Template Voucher?
	Note: If you see a Withholding hyperlink next to the Invoice Total box, the supplier is subject to 1099 Reporting. You must go to this link and code each invoice line as reportable or not reportable based on the type of payment being made. Please see ...
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