T BEEARS

5 General Enterprise And Resource Support

Quick Reference Tip Sheet
Updated: 09/11/2014

General Information

Task

Process Information

. . . PO and Receipt information for a Voucher is available on the Related
How to find the Associated PO Number and Receipt

Documents Tab. Note: This does not apply to Expense Vouchers and non-
Number for a Voucher

PO Vouchers.

GEARS Navigation

Main Menu > Accounts Payable > Vouchers >
Add/Update > Voucher Search

Favores - M Meny > Accounts Payeble > Vouchers > Add/Update > Voucher Search

1.0 Process

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

STEP ACTION DETAILS
1 Enter the Voucher ID. V
- Oucher Search
Note: Business Unit should default to MDJUD. e o
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2. Search |

Click the button.

Voucher Search

Voucher lometn

"o i I

e iy v
o e 0 Vi '
Reeted Voucher i VotcherSouree '
Vendor el

endor D
ShortVendor ame
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3 Click the Voucher ID hyperlink to open the
voucher.

Voucher Search

Voucher Information

“Business Unt o Q

Voucherld 00015055 @ Entry Stats '
invoice Number ‘ G Voucher Syle '
Related Voucher il Voucher Source v
Vendor Detail

Vendor D Q _

¥ New window

Short Vendor Name ﬁq

ang | G e

Search Resus Personalze | Find | Ve -\Lﬂ\éii First 1 4 f{ A Lt
'Vnm:her[latails Vendor iy |

Business ) : Voucher Entry  Gross Invoice i

i Voucher[D  Invoice Number Invoice Date ~ Voucher Style e St Anul Transaction Currency
DD 1382185»[] (9132013 Requar — Onine  Postable 11487080

Page 2 of 4



How to Find PO Number and Receipt Number

GEARS Quick Reference Tip Sheet

4 Click the Related Documents tab.

]

Favgﬂtes i Main‘Menu ) Accountg Payable > Voushers ) Add/U'pdate y Regutr Entry

ghoice Informafion | AQC WD Payment | Payments | Voucher Aributes | Error Summary |

1302185 Acton:

{ Summary (QEEEEMTIEDS

Business Unit: DD Invoice Ho:

VoucherID: 00015055 Invoice Date: R —_— "
Voucher Style: Regular Voucher ‘ i |
Vendor D: 0000005387

F‘arsnﬂal\:e\m\'u-\r:-w;HlLﬂ\ﬂi! First" 10!1. Last
Remiting  Payment Gross Payment
Method ~ Amount

Scheduledfo Payment  Remit .
Pay Reference  SetlD T Address

F@’ Paid 09262013 026328 SHARE Q0000053873 1CHK 17487

( i | }

+ Voucher Ling - PO Informafion
¥ Voucher Line - Receiver Information

Paid Amount ~ Payment Curr¢

17487USD

@ s A RnbSeanh T boily ) efesh [t [ Bpteeigey|

Summary | Related Documents | Invoice Information | AOC WD Payment | Payments | Voucher Atributes | Error Summary

Click the Expand button for the Voucher

5. | A

Line — PO Information.

B) Click the Expand button for the Voucher

Line — Receiver Information.

Favorites - Main Menu > AccountsPayable > Vouchers » Add/Update > Regular Enfry

 Summary | REEEEITETES  [nvoice nformation | AOC MD Payment | Payments  Voucher Airioutes | Ermor Summary |

Business Unit oD Invoice Ne: e ﬁmon:
Voucher [0: 00015055 Invoice Date: 032013 E
Voucher Style: Regular Youcher ‘ = |
Vendor D: 000005387

i r I

Personaize | Find | Ve -HlLﬁHH First A 4 of 1 14 L ast

Remiting  Payment Gross Payment
Method ~ Amount

Scheduledto Payment  Remit .
Pay Reference  SetlD HE T Address

F@‘ Paid 09262013 026328 SHARE Q0000053873 1CHK 17487

( i | )

[ @ Vo ctherLing - PO Information
LGV o Line-Recover nomaton

‘EE| Eipdaeisgsy|

Paid Amount ~ Payment Curre

17487USD

@ QRmnnsen [oly ) R

Summary | Related Documents | Invoice Information | AOC WD Payment | Payments | Voucher Atributes | Error Summary
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6 Once expanded, the associated PO Number =

Favoites : Mam Menu > ACCOUNTs Fayabie » Vouchers > AddfUpdate » HegubrEntry

Summary [GEEETETS fvnice Information | AOCHD Payment | Pavments | oucher Aftibuies | Ertor Summary

and Receipt Number are available.

Business Uit unam Ineice No: e

Voucher ID: (015058 Invoice Date: i
Voucher Style: Requéar Voucher e N —
Vendor ID: 0000537

Applid Receertlerch . tondise Amol

174370

B swe| & ReminSesch 5] Moty | Refush|

Summary | Relatad Documants | Imvice Informafion | A0C WD Payment | Payments | Voucher Afributes | Eror Summary

@ 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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