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Process Information

Creating a Non-PO (Purchase Order)
Voucher

A non-PO voucher is a voucher that is entered with no corresponding source
documentation (eg. Receipt and /or Purchase Order). You can do a non-PO voucher
for any order below $2500 ($500 for District Court) that is NOT covered by a Blanket
Contract.

Before you Begin

If you do NOT know the GEARS Vendor ID
to be used on the voucher, you can look it
up using the vendor’s Tax ID Number. If the
Vendor ID is known and has been reviewed
for accuracy, you can skip this step and
enter the Vendor ID in step 2 below.

Note: Please verify the vendor address to
be sure it is accurate. If not, please
complete a Vendor Maintenance Form and
send it to the Department of Budget and
Finance (DBF). The form is available on the
GEARS website:
http://mdcourts.gov/gears/forms.html
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GEARS Navigation

Accounts Payable > Vouchers > Add/Update
> Regular Entry
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Creating a Non-PO Voucher

1.0

Process

GEARS Quick Reference Tip Sheet

This document is intended to provide a quick reference to completing standard transactions within GEARS.

- enter the following information:

Follow these Department of
Budget and Finance standards:

Invoice Number — Enter this
just as it appears on the vendor
invoice.

Invoice Date — Enter this just as
it appears on the vendor
invoice.

Accounting Date — Using the
format of mmddyyyy enter the
current date (today).

Select / Enter Vendor ID (as
found in “Before you Begin” at
the top of this document).
Total — Enter the total of your
invoice.

STEP ACTION DETAILS
1 From the "Add a New Value" Tab
) Voucher
Find an Existing Value ) RaEEERETREIT
2. Md
Click the - " button.
3. Invoice Information
On the tab

O EIT I AOC MD Payment | Payments || Voucher Altributes

Business Unit MDJUD Invaice No: 123458

Voucher ID: NEXT Invoice Date: 041202016 B
Voucher Style: Regular Voucher Accounting Date: 05/06/2016 2]
Vendor ID: 0000003679 Q  AJSTATIONERS

ShortName: AISTATIONER2 @ 1220 L ST NW, SUITE 100-207

Location: 000 Q WASHINGTON, DC 20005-0000

*Address: 1 Q

Advanced Vendor Search

Control Group: i} Pay Tems: B NETOO Due Notw

Invoice Lines: Basis Date Type: Acct Date
- 000 .
Non Merchandise Summary
sCumency: usn@Q,

Miscellaneous: |
Freight: ﬁ

Total: 100.00
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Creating a Non-PO Voucher

GEARS Quick Reference Tip Sheet

Invoice Information
On the Vendor VNDR-0000 Q socTesTiENDOR Session Defas
tab - enter the following Shorthame; D240 Q. 999 0BF BOULEVARD r—
information: Location: 000 Q SUMERHDILD —
. ANNAPOLIS, HD 58571
e Attachments — Be sure to Address: ! Q
attach a copy of your invoice. Adianced Vendor Seaich
e Line Description — Summarize Control Group: o 'PayTems: A e & Dueton
what is being paid. Invoice Lines: gy Dosis DateType: Aot Date
. . o o é ” .
¢ Enter Distribution Line “Curtency uspl, A Mentandse Sunma Prin invaice
Chartfield Values or select your Miscellaneaus: 5
SpeedChart. Freight: 5
e Note: The selection of a ot T
SpeedChart will fill in the Copy From Source Document
Chartfield values (i.e., Difference: 000 | POUN Q
accoun.tlng codes) with th(lal ' Caloulate PO Humber: q -~ CopyRo
exception of the “Account” (i.e. Copy From: None . &
sub-object) and “Approp Yr” —
A s nvoice Lines find | View A1 Frst K 101 0 Lt
(i.e. fiscal year) - you will need e
to enter both. SpeedCharts are Line: 1 fem: Q uom: Q
labeled the same as your “Distribue by Amaunt T UnitPrice: Quantty:
current known PCAs. Shin T : Q0 Line Amount <
SpeedChart Q. Dscription:
6 e— [ one Asset
- Caleulate
~ Distribution Lines Persanaize | Fnd [ Ve 21| 1 | 3 :
EchmgeRale | Saistes | Assels | [0 [ )
m Line  Merchandise Amt Quantity *GLUnit  Account  Openltem g?;;h Fund  Dept Program :E:f:[ Ap
EE 1 15000 Wi, [ Q al &l al la] lal]
[j—— »
B Dy 4w Sy pe——
5. Invoice Lines: 150.00
*Currency: | usD Q
) Miscellaneous: | a1
Ensure the Gross Invoice Amount )
and Invoice Line Amounts balance Freight: | a1
on the Voucher header. Total: 150.00
Difference: 0.00
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Creating a Non-PO Voucher GEARS Quick Reference Tip Sheet

@ El save
Save the voucher by clicking the button.
7. 1.  You have (3) new tabs. (Summary, Related Documents and Error Summary).
2. You have an (8) digit Voucher ID.
3. You have “Actions” in your drop down box.
Confirm YOUI' voucher iS saved gmmary Related Documents | AOC WD Payment " Payments || Voucher Attributes ~ Error Summary
Business Unit: MDJUD Invoice No: 123-00 Action:
Voucher ID: (00000057 Invoice Date: 00112013 c] M
Voucher Style: Regular Voucher Accounting Date: 0612312013 ] Run
Vendor D: VNDR-0000 Q pocTEsTVENDOR Session Defaults
. 000123456-000 Q999 DBF BOULEVARD
Shortliame: Aftachments (0}
Location: 000 0, SUTEZMDJUD JS—
1 ommentsit)
Address: | @ ANNAPOLIS, D 55571

Select the “Budget Checking” action, and then click “Run”.

8.
@ Action:

Budget Checking -
Run your actions.
Fun
% Submit F
ubmit For Approval
Click il to submit voucher for approval.

NOTE: Upon a “Valid” budget check, the Submit for Approval” button will become active on the “Invoice Information” tab.

@ Important

This document is intended to provide a quick reference to completing standard transactions within GEARS. Please
refer the appropriate User Procedures and/or online references for any corresponding policies regarding this process.
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