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Quick Reference Tip Sheet

Task

Process Information

How to Review a Voucher and View the Attachment

Use the Invoice Information tab to see important voucher details including
the chartfield distribution string (Batch Agency, Appropriation Year, PCA,
Fund, Appropriation Number, Program, and Account). You can also view
any attachments, such as the Invoice.

GEARS Navigation

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

o/

Favortes - Man Menu > Accounts Payable > Vouchers > AddUpdate > Regulr Entry

1.0 Process

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

STEP ACTION

DETAILS

1 Click the Find an Existing Value tab.

Voucher

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

@ EllE ST Y Add a New Value

Page 1 of 5




How to Review Voucher and Attachment

GEARS Quick Reference Tip Sheet

2.

Enter your Voucher ID with the “contains”

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

parameter.
Voucher
Enter any information you have and click Search. Leave fields blank for a list of all values.
EUGELNSTALIAETTNE © Add a New Value |
~ Search Criteria
Business Unit: = MDJUD (&}
<Loycher ID: contains  ~ [1227 —
Invoice Number: pegins with v |
Invoice Date: = - Bl
Short Vendor Name: begins with - |
Vendor ID: begins with | Q,
Name 1: begins with |
Voucher Style: = - -
Related Voucher: begins with |
Entry Status: = - -
Voucher Source: = - -
[[]case Sensitive
Search Clear  |Basic Search [§) Save Search Criteria
Favorites = Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry
3. Search
Click the button.

Voucher

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

ELGERRSTERTRETENE © Add a New Value -

~ Search Criteria

Business Unit: = - MDJUD (e}
Voucher ID: contains - |1227

begins with |

Invoice Date: = - [#]

Invoice Number:

Short Vendor Name: begins with - |

Vendor ID: begins with ~ | Q

Name 1: begins with ~ |

Voucher Style: = - -
Related Voucher: begins with - |

Entry Status: = - -
Voucher Source: = - -
Case Sensitive

ea.( Basic Search [§) Save Search Criteria
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4. Find your Voucher ID in the Search Results, Search Results
and click on it. View Al

Busmess Unit Voucher ID Invoice Number | Gross Invoice Amount Payment Amount Invoice Date Short Vendor Hame Vendor ID

] 00081227 QOFVOERN 110 10 081312014 SINGLEPAY-1 999999999
MDJUD 00071227 3233158378 16.61 16.61 08/03/2014 STAPLESADV-002 0000008009
MDJUD 00061227 2-644-05835 2255 2255 05/06/2014 FEDEX-002 0000007431
MBJUD 00051227 20140318JW 116.8 116.8 03/21/2014 JERILWADDE-001 0000002827
MBJUD 00041227 1410987-0 4148 4148 0116/2014 RUDOLPHSOF-001 0000005387
MDJUD 00031227 0602-3485-2013 |75 75 121212013 SINGLEPAY-1 999999599
MDJUD 00021227 50917897 9923 9923 10/04/2013 MATTHEWBEN-001 0000000631
MBJUD 00012279 RS0521130800 |1031.25 1031.25 05/28/2013 GOREBROTHE-002 0000005012
MBJUD 00012278 MDJ-25 22757.07 22757.07 09/05/2013 COMPCAMPIN-001 0000009912
MDJUD 00012277 VADB13130830 (17143 17143 0813/2013 VIRGINIAIE-001 0000000833
MDJUD 00012276 VA0911130100 |110.43 110.43 0911/2013 VIRGINIAIE-001 0000000833
MBJUD 00012275 8067 223 223 08/27/2013 THEABUNDAN-001 0000009385
MDJUD 00012274 (070033578 86.22 86.22 09/05/2013 XEROXCORPO-001 0000000731
MDJUD 00012273 20130808JP 4356 4356 0913/2013 JERMAINECP-001 0000010885
MDJUD 00012272 080400308812012 20 20 0916i2013 SINGLEPAY-1 999999999
MBJUD 00012271 080400194352013/20 20 09162013 SINGLEPAY-1 999999939
MDJUD 00012270 080400172962012 20 20 0916/2013 SINGLEPAY-1 999999999
MDJUD s (1130807CK 3654 3654 0911/2013 CHRISTIANM-001 0000003006
MBJUD 6159—591 G40 640 06/26/2013 SHARPELECT-005 0000000430

5. On the Voucher Page, click the Invoice O

Information Tab.

Favqtenga\nyenu 5 AccountgPawbIe H Voughers 5 Addevpdate s Regular Entry

Related Documents m AQCMD Payment | Payments | Voucher Atiibutes | Error Summary

Business Unit: N0JUD Invoice Date: 0612612013
Voucher ID: nogo1227 Invoice No: E146159-591
Voucher Style: Regular Invoice Total: 84000 ygp
Contract ID:
Vendor Name: 3HARP ELECTRONICS CORP Pay Terms: Due Now

ESAE SO:A;F;:EBULQISINESS SYSTEMS Voucher Source: Oriine

PHILADELPHIA, PA 19175-7500
Entry Status: Postable QOrigin: ONL
Match Status: No Match fippraval Fiston Created: 0712612013
Approval Status: Approved Created By: ANNE.LAPIER
Post Status: Posted Modified: 0713012013

Modified By: GERTRUDE.BROWN

Doc Tol Status: Valid ERS Type: Not Applicable
Budget Status: Valid Close Status: Open
Budget Misc Status: Valid
*View Related Payment Inquiry g

ﬁ Save | Q\ Return to Search

3 Praviousinlist| o 1ot ls | S oty | | Refesh

B

Summary | Related Documents | Invoice Information | AQC MD Payment | Payments | Voucher Atiributes | Eror Summary

stz Display)
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6 The Chartfields used on the Voucher are

Distribution Line.

displayed at the bottom of the page, on the

ORACLE

me_ﬂe',‘ Ma'n'Hl\nu » hr_nun[sl\.lpbb ] \I'millm; 3 We +  Regubr Entry

Sumnary | Related Docurments A M Pagroed | Bamonds | Vouchur Alibuivs | Envor Summary

Business Unic MOIUD Involce Hee L | Attiog: :
Voucher ID: wouor2E? Inveice Date: J ¥
Voucher Style: Regular Voucher Accounting Date: | Run

Ventor ID: SHARP ELECTRONICS CORP Session Delaults
Shorthmme: DBA SHARF BUSINESS SYSTENS

PO BOX T5TEOR Atachments (1)
Locabon:
= PHILADELPHIA PA 19175-7509 Commients i)
*hddress:
Aporoval Higtory

Advancad Vandar Saanch

Control Groape “Pay Termas: -+ | 1 Due How

Mvoica Linas: e Basis Date Type: A Dale

= Hop Werchandige Summan ey

*Currency: s LaLLL
Wisscollanvats:

Fruight:

o
Difference: 00 PO Unit:

e PO Hurmbes: | Gy
. Copy From: Mem - Go

Line: 1 Tem: |
“Destribate by: i i | Unit Price:
Ship To: C17-CLERK Line Amoant:
SpesdChar: | Description:
e = = One: Asnat
Cakulate

~ Distnbubion Lines.

f‘w Line  Merchandise Amt Guantity thipeoy
1 640,00 1 00O MELILIE Ao

AYFON4 BY70g

& Save | Lu RelumiboSewrch  +3) Prevewsinbist | |40 G oo | (] Holity |73 Rabresh

Zummary | Balsted Documants | Imeice Information | A0C WD Pavmant | Pavments | Yauchss Atbutes | Crrar Summaey

7 Click the Attachments Link.

ORACLE

me_ﬂe',‘ Ma'n'Hl\nu » hr_nun[sl\.lpbb ] \I'millm; 3 We +  Regubr Entry

Sumnary | Related Docurments A M Pagroed | Bamonds | Vouchur Alibuivs | Envor Summary

Business Unit MDD Inveice Neo . Attiog: :
Voucher ID: wouor2E? Inveice Date: ¥
Voucher Style: Regular Voucher Accounting Date: | Run
Ventor ID: SHARP ELECTRONICS CORP Seszion Defaults
Shorthmme: DBA SHARF BUSINESS SYSTENS
iR PO BOK 757500
= PHILADELPHIA, P4 18175-7509 Commients (i)
*hddress:
Aporoval Higtory
Advancad Vandar Saanch
Contiod Group “Pay Terma: a Due How
Mvoica Linas: e Basis Date Type:
= Hop Werchandige Summan ey
*Currency: s LaLLL
Mistelianvaus: |4
Fruight: |3
ot
Difference: 00 PO Unit:
Frs PO Hurmbes: | F
' Copy From: Hem - Go

Line: 1 Hem: ]
“INstribute by: il i | unit Price:

Ship Ta: C17-CLERK : Lime Amount:

SpeedChart | Description:

= One Asast

Copy B Iy
n Line Merchandise Amt Cuaantity GL Unit Account Upenitem Fund Dept Program M o Approp Yr PCA
1 64000 A DOCHE MOLILID 1006 o256 0001 2170 ADDI0 AYI014 2100
i i ] il

& Save | Lu RelumiboSewrch  +3) Prevewsinbist | |40 G oo | (] Holity |73 Rabresh

Zummary | Balsted Documants | Imeice Information | A0C WD Pavmant | Pavments | Yauchss Atbutes | Crrar Summaey
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8 Click the link for the file name.

ORAC]

| Favorktes - Man Menu 3 Accounts Payable o Vouchers » Add/Update »

Voucher Header Attachment

Business Unit HDJUD VoucherD Do001227

Reguér Enfry

tersonaizeFnd| Vo B E e Dyan 0 L

File Name: Show to Approver? Description

CEHEETTD m

e Fisbisher

User Hame: DatelTime Stamp

ANNELAPIER  ANNELAPER UPRGR03 1137160

Adding karge afiachments can take some ime fo upload, herefore, itis adisable tn save the

‘ransacton befre a03ng larDe aachments.

Add Aachment

OK | Camel. | Reliesh

9 The attachment (invoice) opens in a new

window.

0 Newh Fittp:lipears mdcawets. pov: 0800 0pscsprdiviewre direct!_empty JEH0T0/0 42

51 1103 b0Be dO40EF3T  Windows Internet Explores

B0 £ oo x| o
H-.himln-mlmnh xtm-ﬁm
TFHOEs | O BG4 ) CrackHl iy B GER-Prdrtm B GHAGS - eek e
Bt b 60l BB 8- he s kg
& . :
Page Lol
INVOICE —
SHARP, _(intubss s _E
* TINVOICE NUMBER | | INVOICE DATE | |ORDER NUMBER CUSTOMER PO NUMBER
El4a1%-501 B267013 14240 133385317
PLEASE DIRECT INQUIRIES TO: 7
s pnETTERes | [ T | [ DUNSSUMBER — | esmescd
SJP BERES ST NETH s || 04802 | sccerEDuTROUTIROR
110 W::.VII:;;UH'EN L TATRNAL F
ARLINGTON,
SOLDTO: S9100104%9 SHIPTO: S010014% SHIPVIA: UPS
CIRCUIT COURT FOR QUEFN ANNE'S COUNTY CIRCUTT COURT FOR QUEEN ANNE'S COUNTY
100 COURTHOUSE SQUARE 100 COURTHOUSE SQUARE
CENTREVILLE, MD 21617 CENTREVILLE, MD 21617
QKD SHIP B.O. UM [TEMNUMBER DESCRIPTION UNITPRICE  AMOUNT
e ﬁuhwmu fir

@ 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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