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AP220 Creating and Maintaining Vouchers

Course Overview

The Judiciary uses GEARS Accounts Payable to enter or record vendor invoices or payment
requests for vendor and employee payments. Vouchers are entered to process the following
transactions:

e Purchase order based invoices

e Non-purchase order based invoices

e Recurring voucher contracts

e Customer refunds (e.g., Return of Escrow, Traffic Ticket Case and Civil Non-EST (Non-
Served) refunds, revenue refunds)

e Employeetravel advance payment andexpense reimbursement

e Petty cash replenishments

The AP220 Creating and Maintaining Vouchers course discusses how to create and maintain
vouchers for purchase order and non-purchase order based processing in GEARS.

Course Outline
The following sections and lessons provide information and step-by-step instructions on entering,
updating, and processing vouchers in GEARS:

Course Audiences and Prerequisites

Lesson 1: Reviewing Vendor Information

Lesson 2: Entering Vouchers and Identifying Voucher Types
Lesson 3: Managing Voucher Processing Errors

Lesson 4: Processing Revenue Refunds

Lesson 5: Reviewing Voucher Information

Course Summary

Course Audience and Prerequisites

Audience(s)
The Judiciary audiences for thiscourse are:

e Circuit Court

Court of Appeals

Court of Special Appeals
Court Related Agencies
AOC - All Offices

State Law Library

GEARS Role(s)
Thiscourse is intended for Judiciary employees with the following GEARS role(s):

e AP Field Analyst
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Prerequisites
Therecommended prerequisites for thiscourse are:

e [NT100 Introduction to GEARS

e PO100 Understanding GEARS Procurement Processes
AP100 Understanding GEARS Payables

Understanding Procure to Pay

Whatis Procure to Pay?

Procure to pay is the transactional relationship cycle between Procurement (PO) and Payables
(AP). It provides control and visibility over the entire life-cycle of a transaction from the way an
item is ordered to the way that final invoice is processed - providing full insight into cash-flow
and financial commitments.

How Does Accounts Payable Work Together with Purchasing?
Accounts Payable and Purchasing work together seamlessly in various ways. They:

e generate vouchers for received goods and services

e perform 2-way or 3-way matching validation among receipts, purchase orders, and
invoices

e andallow the user to view related documents and transactionsacross the entire procure-
to-pay processchain

How Does GEARS Manage All of the Data for these Transactions?
As the two modules work together, youmay wonder how the data is managed. GEARS utilizes
Informational Hierarchies. T he Informational Hierarchy consist s of the following:

=

Voucher Origin

Control Group

Business Unit
Voucher Origin
Control Group
Vendor
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Each Business Unit actsasa separate area of control, representingan independent processing
entity. For all Judiciary wide transactions, your business unitis MDJUD. The Voucher Originis
a designation to identify where the voucher data originated. The most commonly used origin is
Online which is noted as ONL. Thisidentifies that the voucherswas entered online and directly
within the Accounts Payable module. The Control Group actsjust as itsname states. It allows
controland management over an entire group rather than individual partsthat make up the group.
The Vendor is a company or it could be an individual, which supplies goods or services to
another company (in this case the Judiciary). Finally, the Voucher isan electronic accounting
document produced after receiving a vendor invoice. It representsan internal intent to make a
payment to the vendor for goods and/or services for the amount due as notedon the invoice.

With respect to the vendor, all are contained within a centralized location called the Vendor
Master File. It isa central, comprehensive data base file maintainedby the Department of
Systems and Fiscal Compliance (DBF) that containsinformation about vendorsused to facilitate
financial transactions between companies. The information includes Tax ID, payment terms,
address, contacts, and payment or purchase transaction history.

There are several different voucher typesthat youmay need to be able to recognize. They are:

e DirectVoucher: These are vouchersthat require no source document.

e StandardReceipt Voucher: These are vouchersthat require a match to an existing
receipt.

e Purchase Order (Express PO) Voucher: These are vouchersthat require a matchto a
local on-site procurement or corporate level purchase order.

There are steps to voucher processing worth noting. It assists with voucher dependencies and
balancing functionality. The stepsare to:

e Access the Voucher component.

e Search / Select an approved Vendor.

o Create vouchers online.

e View purchase order and receiver references. Be sure to associate receiver lines with
voucher lines for matching.

Matching
With Accounts Payable and Purchasing working together it allows for 2-way and 3-way

matching. This is important because it is an internal control within GEARS, and it ensures that
you pay for only the goods and services that youorder and receive. T he following is a quick look
at 3-way vs. 2-way matching.
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Quick Reference 3-Way Matching vs. 2-Way Matching

3-Way Matching 2-Way Matching
Matches: Matches:
*  Purchase Order *  Purchase Order
* Receipt (Receiving Report) * Vendor's/ Supplier Invoice

* Vendor's/ Supplier Invoice

Commonly used for any goods or services | Commaonly used for non-item purchases
that have been delivered or rendered and | for which there are no receipts that can be
a receipt has been processed withinthe | processed within the system.

system.
* Office Supplies * RepairServices
* Furniture * Rent/Lease Agreements
= Computers * Maintenance Contracts

What Happens to My Voucher?
Here is the basic flow of vouchers in PeopleSoft Purchasing:

Create the voucher.
«  Lse the anfine voucher pages.

v

Fun the Budget Checking Process.
o« This process defermines whether funds exist fo cover the cost of the invoice.

v

Fun the Matehing Process.

«  This process determines whether the sporopriate source documents and unit price match the
details of the nvoice.
«  Mafching and Budget checking is required prior fo approval

v

Approve the voucher
o The voucher can require aporoval by vour infernal supervisor.

. 4
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DBF the Reviews and Validates the voucher.

v

The voucher information and corresponding
documentation are sent to GAD for final processing by the
State of Maryland.

v

GAD sends back the Warrant/Payment information within
5-30 days.

The Structure ofa Voucher
A voucher consists of (3) basic elements:

e Header: The Header containshigh-level information about the transaction.

e Line: Linelevel information details the goods or services being purchased.

e Distribution: Distribution level information includes the budget and accounting details
for the purchase.

Budget Checking
You can budget-check individual vouchers when you create them online, or you can budget-

check multiple vouchers and voucher accounting lines in batch mode. The online version and the
batch version of the Budget Processor process perform exactly the same tasks. Batch mode is
recommended for efficiency, and it is required if you budget-check voucher accounting lines.

Lesson 1. Reviewing Vendor Information

Lesson Overview

Though the Systems and Fiscal Compliance unit manages vendor information, local court and
Judiciary department locationshave inquiry access to vendor records including the ability to
search and retrieve vendor information to manage their respective Procure-to- Pay transactions.
Vendor Inquiry is done through the Review Vendor component.

In GEARS, vendor information includes the following:

e Vendor name(s)
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e Tax identification Number (TIN)

e Status, vendor class, and other basic business information that tellsyouwhat kind of
vendor you are entering

e 1099 status (whether a vendor is a 1099 vendor or not)

e Physical addresses for the vendor

e A vendor's mail code (remit-to address code)

NO TES:

e Whena new vendor is created and saved, the system generates a 10-digit vendor ID. The
vendor's TIN is also enteredas a vendor identifier in the system.

e When searching fora vendor in the system, you can use any of the data elements entered
on the vendor record including the vendor ID or the vendor's TIN.

e Thevendor's TINand mail code combination is stored in the Short Vendor Name field
in the following format: 000000000-000. For example, the Short Vendor Name field
may display 123456789-000

Lesson Objectives
After completingthis lesson, you should be able to:

e Search forvendor and review the vendor's information

1.1 Searching for Vendors

Once vendors have been established and saved, you can search for the vendor record using the
Review Vendors search page. Use the Review Vendors page to search by name, short vendor
name (tax identification number), vendor status, and physical location (address, city, state, zip

code), among other criteria.

After completingthis topic, youwill be able to:

o Use the Review Vendors page to search forand review summary vendor information

Procedure

In this topic, youwill search fora vendor using the Vendor Information - Review Vendors
page.

Step Action

1. Navigate to the Review Vendors search page.

Click the Vendors link.

2. Click the Vendor Information link.
Wendor Information|
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Step Action

3. Click the Add/Update link.
4, Click the Review Vendors link.

|RE'|||'iE'ﬁ' Vendors |

QRACLE

Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul
Favorites : Main Menu > Vendors > VendorInformation > Add/Update > Review Vendors

I New Window ? Help [& Personalize Page |2, hiip

Review Vendors
Search Criteria
*SetiD: [sHARE Q Vendor ID: Q
Name: Equalto - ShortName: Equal to - Q
Withholding Name: Equalto - Classification: -
Vendor Status: Type:
Persistence:

Address: Equalto - City:

Customer Number: Country: Q
1D Type: Tax |dentification Number - State: Q
VAT Registration ID: Postal:

Withholding Tax ID: Bank Account #:

Search Clear Add Vendor

Step Action

5. The Review Vendors page displays.

The Review Vendors page is used to find and view summary vendor information
and to access a vendor record to review and update, when needed.

6. To begin a search, use one or more of several search optionsto narrow your search.
When you enter less criteriathe system retrieves more vendor records.

In the top section, you may search by the following fields:

- Name

- Short (Vendor) Name (Tax Identification Number and Mail Code Combination)
- Vendor ID

- Vendor Status

- Vendor Type

7. Use other search optionsincluding vendor address componentssuch as street
Address, City, State, and Zip Code.
8. Click the Search button.
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Favorites = Main Menu > Vendors > Vendor Information > Add/Update > Review Vendors

(:3@

Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul

FNewWindow ? Help [& Personalize Page B, htip ~

Review Vendors

“SefiD: SHARE a Vendor ID: a

Name: Equal to ~ |Verizon ShortName: Equal to - Q

Withholding Name: Equalto - Classification: -

Vendor Status: M Type: M
Persistence: M

Address: Equalto - City: ‘

Customer Number: Country: Q

1D Type: TaxIdentification Number - State: Q

VAT Registration ID: Postal:

Withholding Tax ID: [ Bank Account #: [ A

Search Clear Add Vendor

Additional Vendor Info || Audt Information
SetlD Vendor ID Name 1 ShortName Address City State Country Effective Status
SHARE UUUUUUMZZE VERIZON 230397860-001 PO BOX4832 TRENTON NJ USA Active
SHARE VERIZON 232743964-006 PO BOX 650457 DALLAS ™ usa Active
SHARE 0000005278 & VERIZON 520270070-000 POBOX 17577 BALTIMORE MD UsA Active
= LEHIGH
SHARE 0000005279 5 VERIZON 520270070-001 PO BOX 28001 VALLEY PA USA Active
SHARE 00000052815 VERIZON 520270070-004 PO BOX 860720 DALLAS ™ UsA Active
SHARE UUUUUUSZEJE 'VERIZON 520270070-011 PO BOX 646 BALTIMORE MD USA Active
SHARE DDDDDDEZEAE VERIZON 520270070-015 POBOX 17577 BALTIMORE MD usa Active m
SHARE VERIZON 520270070-016 PO BOX 846 BALTIMORE MD USA Active
SHARE UUUUUUSZEEE VERIZON 520270070-019 PO BOX4832 TRENTON NJ USA Active |
Step Action
9. The Search Results griddisplays a list of vendors matchingyour search criteria.

- Vendor ID

- Name 1 (legal name)

- Short (Vendor) Name (Vendor TINand Mail Code combination)
- Address Information

- Effective Status (of the Address - Active or Inactive)

The Main Information tabfor the vendor(s) listed is also displayed. Thistab
provides basic vendor identifying information, including:

10. Click the Additional Vendor Info tab.

| Additional Vendor Info |
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ORACLE
Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul
Favorites : Main Menu > Vendors > VendorInformation > Add/Update > Review Vendors

FNewWindow ? Help [ Personalize Page B, htip ~

Review Vendors
“SefiD: SHARE a Vendor ID: Q
Name: Equalto ~ |Verizon ShortName: Equal to - Q
Withholding Name: Equalto - Classification: -
Vendor Status: M Type: d
Persistence: hd
Address: Equalto - City: ‘
Customer Number: Country: Q
1D Type: TaxIdentification Number - State: Q
VAT on ID: Postal:
Withholding Tax ID: [ Bank Account #: [
Search Clear Add Vendor

Personaize | Fand | view A1 | B | B Frot T 49019 O ast

Wain nformation (UL TS NEETIN ( Audt nformation

Status  Classification Persistence  ARNumber Withholding ~ Wehd Name VAT Vendor Open For Ordering  Sanctions Status.

Approved  Quiside Party Regular Valid

Approved | Outside Party Regular Valid

Approved  Outside Party Regular Valid

/Approved  Qutside Party Regular Valid

Approved  Outside Party Regular Valid

Approved | Outside Party Regular valid

Approved  Quiside Party Regular Valid

Approved | Outside Party Regular Valid T
Approved  Outside Party Regular Valid

Step Action

11. The Additional Vendor Info tabdisplays.

On the Additional Vendor Info tabview the following information:

- Vendor's status (e.g., Approved, Denied, Unapproved (pending approval))

- Classification (type of vendor)

- Persistence (frequency of use, e.g., "Regular"),

- Open for Ordering status (when a vendor is approved and this flag is selected, a
vendor can be used of transactions)

12. Click the Audit Information tab.
[ Audit Information |
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OIRACLE
Home Worklist Mul annel Console: Add to Favori Sign out
Favortes  Main Menu > Vendors > Vendor Information > Add/Update > Review Vendors
FNewWindow ? Help [& Personalize Page B, htip ~
Review Vendors
“SefiD: SHARE a Vendor ID: a
Name: Equalto ~ [verizon Equalto - Q
Withholding Name: Equalto - c -
Vendor Status: e Type: -
Persistence: e
Address: Equalto - | City: [
Customer Number: Country: Q
1D Type: Tax|dentification Number - | State: Q
VAT Registration ID: Postal:
Withholding Tax ID: [ Bank Account #: [
| search | Clear | Add Vendor

Main Information

Additional endor Info

Audit Information

Last Activity Date
02122013
021212013
021122013
021212013
021122013
021212013
02122013

02/12/2013

021272013

Last Modified By

AOC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
AOC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
AOC_CONVERSION
ADC_CONVERSION

ADC_CONVERSION

Last modified date

02/1213 6:34PM

02/12113 6:34PM

02/1213 6:39PM

02/12A13 6:39PM

02/1213 6:39PM

02/12A13 6:39PM

02/1213 6:39PM

02/12113 6:36PM

02/1213 6:36PM

Created By

ADC_CONVERSION
AOC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
AOC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
AOC_CONVERSION

ADC_CONVERSION

Created Dateitime

0172513 9:38PM

01/25M3 9:39PM

01/25M3 3:43PM

01/25M3 3:43PM

0172513 9:43PM

01/25M3 3:43PM

0172513 9:43PM

0172513 9:43PM

01/25M3 3:43PM

Step Action

13.

The Audit Information tabdisplays vendor record activity, including the user ID of
who createdand last modified the record and when.

OIRACLE

Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul
Favorites = Main Menu » Vendors > VendorInformation » Add/Update > Review Vendors

FNewWindow ? Help [& Personalize Page B, htip ~

Review Vendors
“SefiD: SHARE a Vendor ID: a
Name: Equalto ~ [verizon Equalto - Q
Withholding Name: Equalto - c -
Vendor Status: M Type: M

Persistence: M
Address: Equalto - | City: [
Customer Number: Country: Q
1D Type: Tax Identification Number - | State: Q
VAT Registration ID: Postal:
Withholding Tax ID: [ Bank Account #: [

| search | |- Clear | Add Vendor

Main Information

Last Activity Date
02122013
021212013
021122013
021212013
021122013
021212013
02122013
021212013

021272013

Last Modified By

AOC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
AOC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
AOC_CONVERSION
ADC_CONVERSION

ADC_CONVERSION

Last modified date

02/1213 6:34PM

02/12113 6:34PM

02/1213 6:39PM

02/12A13 6:39PM

02/1213 6:39PM

02/12A13 6:39PM

02/1213 6:39PM

02/12113 6:36PM

02/1213 6:36PM

Created By

ADC_CONVERSION
AOC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
AOC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
AOC_CONVERSION

ADC_CONVERSION

Created Dateitime

0172513 9:38PM

01/25M3 9:39PM

01/25M3 3:43PM

01/25M3 3:43PM

0172513 9:43PM

01/25M3 3:43PM

0172513 9:43PM

0172513 9:43PM

01/25M3 3:43PM
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Step Action

14, Tostart anew search, use the Clear button to erase your current search criteria.

Then enter new search criteria, as desired.

15. You have successfully completedthe Searching for Vendors topic.

You have learned how to:

- Search fora vendor using the Review Vendor page
- Review vendor information

End of Procedure.

Lesson 2: Entering Vouchers and Identifying Voucher Types

Lesson Overview

An invoice isthe document a vendor submits to request payment for goods or services delivered.
When vendor invoices are received by the Judiciary, the invoice information isentered into
GEARS Payables through a voucher. A voucher is used to record receipt of a vendor invoice and
aggregate paymentsto a vendor.

Voucher Types
There are two typesof voucher created to recordreceipt of a vendor invoice:

1. PO Vouchers: referencesasource document such as a purchase order receipt (PO
receipt) or an Express Purchase Order (Express PO).

2. Non-PO Vouchers: enteredto processa direct payment to avendor, when no PO receipt
or Express PO has been created.

Both voucher typesconsist of a voucher header, voucher lines, and distribution lines. However,
once a PO receipt or Express PO has been associated to the voucher, the voucher inherits the
purchase order's header, line, and distribution information. The voucher details must be entered
when you create a non-PO voucher.

Lesson Objectives
After completingthis lesson, you should be able to:

Identify steps in the voucher entry process
Identify voucher statuses

Process purchase order based invoices
Process non-purchase order based invoices

2.1 Understanding Voucher Entry
Generally, voucher entry and processing includes the following steps:

1. Create and save the voucher
2. Process the voucher
3. Approvethe voucher within court or department
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4. Create and process voucher control groups (DBF Only)
5. Post vouchers (DBF Only)
6. Generate General Ledger journals (DBF Only)

The table below describes each step in the voucher entry process.

Voucher Step

1. Create and save voucher

Description
A voucher is created either through online entry

2. Process voucher

Local court and Judiciary departments run on-demand (immediate) processes to prepare the
voucher for approval and posting. These processes include:

s Matching: compares voucher lines with referenced purchase order and receipt lines to
verify that what was ordered is being paid. This process is also referred to as three-way
matching.

+ Budget Checking: validates accounting information

+ Document Tolerance: verifies that the amount of the voucher lines copied froma
purchase orderline does not exceed the defined tolerance percentage/amount

NOTE: Non-purchase order vouchers only require Budget Checking

3. Approve voucher

Vouchers are approved within the court or department that the voucher was originated. Voucher
approval routings vary forthe following vouchertypes

s Employee Re-imbursements
» Local Courts
s Judicial Information Systems (JIS)

4. Create and review voucher control
groups (DBF)

Once voucher have been processed, the DBF Accounts Payable Supervisor creates voucher
control groups and submits them for review by the designated DBF personnel

Voucher accounting lines and attached documentation are verified in the control group. Corrections
are made, if needed. The control group can also be deleted, if applicable

5. Post vouchers (DBF)

Afterthe voucher control group has been verified, vouchers are then posted using the Voucher
Post process. This process creates accounting entries and posts them to the Payables module

6. Generate General Ledger journals
F)

Once voucher accounting entries are created and posted in Payables, the Journal Generator
processis run by DBF to create comresponding General Ledger Joumal entries

2.2 Understanding Voucher Statuses

Vouchers go through several stages from initial entry to payment to posting. GEARS Payables
tracksthese stages using various statuses. The following status typesrelate t o various actionsand
processes that can be run on a voucher:

e Entrystatus

e Approval status
e Document Tolerance status
e Budget status

e Match Status

e \Voucher Post status

&

GEARS

General Enterprise And Resource Support

Thistopic discusses the stages and statuses that a voucher in GEARS may have from voucher
entry to processing the voucher for approval and posting. After completingthistopic, you will be

familiar with:

e Various statuses that avoucher can have during processing

You can review voucher statuses on the Summary page of a voucher. The voucher Summary
page is displayed below.
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Home | Workdist | MuliChannel Console | Addto Favorites | Sign out

(=] Related Content ) New Window ? Help [ Personalize Page 15 htip

Voucher Affributes | Error Summary

Busingss Unit: VDJUD Invoice Date:
Voucher ID: 00000093 Invoice No:
Voucher Style: Regular Invoice Total:
Contract ID:

Vendor Name: STAPLES Pay Terms:

300 Pear Tree Ln Voucher Source:

Strongsvill, OH 28371

Entry Status: Postable Origin:
Match Status: WMatched Created:
Approval Status: Approved Created By:
Post Status: Posted Modified:

Modified By:
Do Tol Status: Valid ERS Type:
Budget Status: Valid Close Status:
Budget Misc Status: Valid

“View Related Payment Inquiry EI.

Save Retum to Search Hoti Refresh
Q fy | |

0410172013
STP-2309
72.00 usD

Due Nowr

Online

ONL
04/01/2013
elisha.archibold
04/07/2013
tara.dean

Not Applicable
Open

[Er Add

Summary| Related Documents | Invoice Information | AOC MD Payment | Payments | Voucher Aftributes | Eror Summary

Reviewing Voucher Statuses

AP220 - Creating and Maintaining
Vouchers

The following table illustrates the values for each voucher status - before and after processing.
The statuses are listed in the order that they would occur:

Status Type Process Initial Status Post-Processing Statuses
Entry Status Voucher Entry Open « Postable: Voucher passed all system validations and
can be posted
e Recycle: There are errors that must be comected
before the voucher can be posted.
« Deleted” The voucher has been deleted
Approval Status Voucher Approval To Be Approved s Pending: The voucher is awaiting approval

Approved: The voucher has been approved by an
authorized user.

Denied: The voucher has been denied by an
approver in the approval workflow. The voucher
should be updated or canceled (by authorized DEF
user)

Document Tolerance
Status

Document Tolerance
Checking

Not Checked

Valid: The voucher has been successfully passed
document tolerance checking.

Exceptions (Error): The voucher has not passed
document tolerance checking and has errors.

Budget Status

Budget Checking

Not Checked

Valid: All voucher lines and distributions have passed
budget validations

Exceptions (Error): There are budget exceptions on
one or more voucher distributions that must be
corrected

Match Status

Matching

No Match

Mafched: The voucher is successfully matched

To Be Matched: Vouchers have not gone through the
Matching process orvouchers have been
unmatched.

Exceptions (Error): Exceptions occured when
applying the match rules to the voucher.

Manually Overridden: The match status was
overridden and manually assigned by an authorized
DBF user.

Post Status

Woucher Posting

Not Posted

2.3 Reviewing a Voucher

A voucher containsseveral tabs / pages which provide summary and details, including:

Posted: Accounting entries have been created and
posted to the Payables module
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e Summarytab

e Related Documents

e Invoice Information

e Payment

e MD AOC Payment

e FErrors

In this topic you will review the pages within the voucher component.

After completingthis topic, youwill have reviewed the following information within the voucher
component:

e \oucher statuses

e Voucher summary information

e Voucher related transaction information

e Invoice information

e Payment reference information from the State of Maryland General Accounting Division
(GAD)

e Payment options(e.g., payment method, hold options, payment messages)

e Payment schedule options(e.g., scheduling paymentsvs recording manual payments)

e Voucher errors that may occur during the Voucher Build process

Procedure

In this topic, youwill review the pages within the voucher entry component.

Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul

Favortes = Man Menu » AccountsPayable > Vouchers > Add/Update > Regular Entry

[*] Related Conlent () New Window ? Help [& Personalize Page %, htip
DT Retsted Documents | Invoice Information | AOC MD Payment [ Payments | Voucher Aiibules | Efror Summary

Business Unit: VDJUD Invoice Date: 041012013
Voucher ID: 00000093 Invoice No: STP-2309
Voucher Style: Regular Invoice Total: 72.00 usD
Contract ID:

Vendor Name: STAPLES Pay Terms: Due Now
300FearTreeLn Voucher Source: Online
Strongsyill, OH 28371

Entry Status: Postable Origin: ONL

Malch Status: Matched Created: 041012013

Approval Status: Aoproved Created By: elisha.archibold

Post Status: Posted WModified: 0410712013

Modified By: tara dean

Doc Tol Status: Valid ERS Type: Not Applicable

Budget Status: valid Close Status: Open

Budget Misc Status: valid

“View Related Payment Inquiry ~ 6o
@ save L. RetunioSearch |[5] Motfy | Refresh B Add

Summary| Relaied Documents | Invoice | AOC MD Payment | Payments | Voucher Aftributes | Eror Summary
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Step Action

1. The Summary page of the voucher lists a summary of the voucher gross amount,
payment terms, source, status, information about the user that last modified the
voucher and when, and links to related information.

The Summary page only displays after a voucher is saved.

2. The voucher statuses display in the bottom left corner of the page including:
- Entry Status

- Match Status

- Approval Status

- Document Tolerance Status

- Budget Status

- Post Status

3. The Voucher Source fieldindicates the voucher's source. Sources include:
- Online

- Contracts (Recurring Voucher Contracts)

- Receivables Customer Refunds

- Non-EST

- Traffic Refunds

- Procurement Cards

- Quick Invoice

- Self Service Invoices (Interpreter Invoices)

The voucher in this example was created through online entry. The Voucher
Source is"Online".

4. You can review when the voucher was created, by whom, and when it was last
modified.

5. When applicable, you can access the inquiry pages of related transactions using the
View Related drop-down list.

6. Click the View Related list.
|Pawﬂenﬂnquwy v|

7. In this example, click the Purchase Order Inquiry list item.
|Purchase Order Inguiry

8. Click the Go link to open the inquiry page.
Go
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Favorites.

Purchase Order Inquiry

Main Menu > Purchasing > Purchase Orders » Review PO Information > Purchase Orders

,5@

| Mhdichannel Console |

ENewwindow 7 Help [&f Personalize Page

GEARS

General Enterprise And Resource Support

Add to Favoriles Sign oul

=)

hitp

Purchase Order

Business Unit: MDJUD PO Status: Dispalched
POID: 0000000147 Budget Status: Valid
PO Date: 04/01/2013 Doc Tol Status: Valid
Vendor Name: STAPLES01-1 Backorder Status: Not Backordered
Vendor ID: Vendor Details Receipt Status: Received
Buyer: jone, Hold From Further Processing
e [ Amount Summary ______________________]
PO Reference:
Merchandise: 72.00
:ea:ergetalls . g;tR;v Document Status FroightTax 000
eader Commen ching . .
Change Order Activity Summary Total: r200ush
Encumbrance Balance: 0.00 USD

Personaize | Find | view A1 | E1 Frst K 4014 O Last
. Merchandise
Line Item Description Category PO Gty vom e status
u Stamps. Rubber MSCELLANEOUS 1.0000 EA 72.00 USD Approved | (2 =
&\ Return to Search [ Hotify 7 Related Lil

Step Action

The inquiry page opens in a new window.

After reviewing the inquiry page, click the Close button to return to the voucher.

LIRACLE

|  MulliChannel Console |

Favortes = Man Menu » AccountsPayable > Vouchers > Add/Update > Regular Entry
[*] Related Content

I New Window ? Help [ Personalize Page

Add to Favorites |  Sign oul

=)

htp

Related Documents | Invoice Information |~ ADC MID Payment | Payments " ( Voucher Afiribules | Error Summary
Business Unit: VDJUD Invoice Date: 04/01/2013
Voucher ID: 00000083 Invoice No: STP-2309
Voucher Style: Regular Invoice Total: 72.00 usD
Contract ID:
Vendor Name: STAPLES Pay Terms: Due Now
300FearTreeLn Voucher Source: Online
Strongsvill, OH 28371
Entry Status: Postable Origin: ONL
Match Status: Matched Created: 041012013
Approval Status: Approved Created By: elisha.archibold
Past Status: Posted WModified: 0410712013
Modified By: tara.dean
Doc Tol Status: Valid ERS Type: Not Applicable
Budget Status: valid Close Status: Open
Budget Misc Status: valid
“View Related Purchase Order Inquiry - G
[E Save |\ ReturntoSearch [=] Motfy | Refresh Er Add Update/Display
Summary| Related D | Invoice | AOC MD Payment | Payments | Voucher Aftributes | Error Summary
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Step

Action

10.

The Summary page for the voucher displays.

Click the Related Documents tab.
| Eelated Documents

QRACLE

Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul
Favorites : Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry
[*] Related Conlent () New Window ? Help [& Personalize Page &, htip

Summary | ) Invoice Information [ AOC MD Payment ' Paymenis ' Voucher Afiributes |/ Error Summary

Business Unit: MDJUD Invoice No: Action:

Voucher ID: 00000093 Invoice Date: T
Voucher Style: Regular Voucher i

Vendor ID: 0000000009

Payment Details Personalze | Find | View Al EY First K1 4 0f 4 13 ast

Payment Status. g:;ed““’d'“ ::2::; z;"'; Remit Vendor E:‘;‘;’;“ ;‘Z"'r'l‘:;" f::::n':‘“"""' Paid Amount Payment Curre

[ Requested for Payment 04/01/2013 SHARE 0000000009 5 1/CHK 72.00 usD
| i, ] +

Invoice |ypateh Line Option POBusiness |, iaseOrder  |Line Number Soredule Item ID CIET Cmiz) Unit Price
line Unit Number Vouchered Measure
B Full Match VDJUD 0000000147 1 1DC-1 1.0000 EA

<[ L ]

Invoice  Receiving Business Receiver Shipping Unit of Applied Receiver Merch
e g Receipt Mumber  Receiptline oo Quantity Entered 0 0 o Merchandise Amol
i MDJUD 0000000105 1 1 1.0000 EA 72.000
<[ I ] r
@ save | . RetunioSearch | [S] Motfy | 7 Refresh [E+ Add
Summary | Related Documents | Invoice | AOC WD Payment | Payments | Voucher Aftributes | Eror Summary

11.

The Related Documents page displays.

Thispage displays documents that have been associated with the voucher including
payments, purchase orders, and receipts (if applicable).

12.

The voucher in this example references a purchase order (PO) and a purchase order
receipt (PO receipt).

ThePO or POreceipt lines associated with each invoice line on the voucher display
in the Voucher Line - PO Information andVoucher Line - Receiver Information
sections, respectively.

13.

The Payment Details section displays actual payment information for payments
disbursed by the Judiciary (e.g., Return of Escrow payments). Thisinformation
includes the status, scheduled pay date, payment method, and paid amount.

NOTE: Payment information for State issued warrants is displayed onthe AOC
MD Payment page.
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Step Action

14, Click the Invoice Information tab.

|1nvnice|nfnrn1aﬁnn

QRACLE
Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

[*] Related Conlent () New Window ? Help [& Personalize Page B,http ~

Summary [ Related Documenis | ff ) “ ADC WD Payment |/ Payments [ Voucher Afiributes "/ Error Summary
Business Unit: MDJUD Invoice No: Action:
Voucher ID: 00000093 Invoice Date: -
Voucher Style: Regular Voucher Accounting Date: Run
Vendor ID: STAPLES Session Defaults
ShortName: 300 Pear Tree Ln
Aftachments (1)
) Strangswill, OH 28371 Aftgchments (1
Location:
Comments (1}
*Address:
Advanced Vendor Search
Invoice Lines: 7200 *Pay Terms: = Due Now L
- . Basis Date Type: AcctDate
urrency: B
Miscellaneous: =

Non Merchandise Summary

Freight: =] Print Invoice
Copy From: Go = i
"Distribute by: Unit Price: Quantity: I
OneAsset}E E
< m, » B
Step Action

15. The Invoice Information page displays.

Use the Invoice Information page to enter/update voucher header, line, and
distribution (accounting) information.

16. Thevoucher header contains high-level information about the voucher including,
the voucher ID, invoice number and date, accounting date, vendor information, and
the total amount of the voucher.

17. Voucher attachmentsandcommentsare added in the voucher header.
Add attachmentsor commentsusing the corresponding links in the header. The
number of attachmentsor commentsadded is indicated next to the hyperlink.
Inthis example, one attachment and one comment has been added.

18. The Accounting Date field for the voucher displays beneath the Invoice Date field

at the top on the page.

The Accounting Date isused to determine the date the transaction will be posted to
the General Ledger. Thisdate defaults to the current date.
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Vouchers
Step Action

19. The payment terms default in the Pay Terms field. Use the Look up button to
identify different payment terms, if applicable.

20. The Copy From Source Document section below the header is used to create a
voucher using information from other documentsincluding express POs, PO
receipts, vouchers, and voucher templates.

21. Every voucher must contain at least one invoice line to be saved.

Line information isentered or copied to into the Invoice Linessection of the
voucher.

22. Inthe Invoice Lines section, the Distribute By fieldis required and defaults as
"Amount." Thisindicates that youwill distribute the cost of the line item by amount
rather than quantity.

If applicable, you can select "Quantity" to distribute the cost of the line item by
quantity. Thisis applicable only to non-PO vouchers.

NOTE: If avoucheris created from a purchase order (PO) or PO receipt, the
voucher lines will default with the attributesof the purchase order lines. You cannot
change the Distribute By method.

23. When a voucher is created from another transaction, such as a PO or PO receipt, the
voucher line information is carried over from the copied document.

Otherwise, you must enter the line information.

24, Each invoice line must have at least one distribution line (funding source).

If the voucher line and distribution were copied from another document such as a
purchase order or purchase order receipt, the distribution information defaults.

25. Inthe Distribution Lines section, the following Chartfield information displays on
the GL Charttab:

- Account
- Batch Agency
- Fund
- Program
- Appropriation Number
- Appropriation Year
- Program Cost Account (PCA)
- Project Business Unit (Grants and Capital Projects)
- Project ID (Grants and Capital Projects)
- Activity (Grantsand Capital Projects)
26. Asset information can be viewed on the Assets tab, if applicable.
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Step Action

27. Click the AOC MD Payment link at the bottom of the page.

NOTE: You can also access payment information by clicking the AOC MD
Payments tabat the top of the page.

| a0 MD Payment|

QRACLE
Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

[*] Related Conlent () New Window ? Help [& Personalize Page %, htip

Summary " Related Documents ) (_Invoice information  [ECTEITPIEITIN ~ Payments  Voucher Afibules  Efror Summary
Business Unit: MDJUD Invoice No: STP-2309
Voucher ID: 00000093 Invoice Date: 04/01/2013
Voucher Style: Regular Voucher Gross Invoice Amount 72.00
State Status AddiUpdate
Ref. Document Number AOC Vendor ID Comments

STAPLES01-009
Archive Reference No. Vendor STAPLES

Received Warrant Trans. Warrant Payment
Date Date

Payment Status Type Transaction Description Number Mothog  OffsetAmount Warrant Amount

1

Received Adjustment

Adjustment

Trans Type  Transaction Description Adjustment Date (el ST Invoice Description

Date
1

Amount

[E save | ReturntoSearch [S] Notfy | |l Refresh [ Add

Summary | Related Documents | Invoice Information | AOC MD Payment | Payments | Voucher Aftributes | Error Summary

Step Action

28. The AOC MD Payment page displays payment details transmittedto the Judiciary
by the State of Maryland General Accounting Division (GAD).

Users with access to the voucher entry component can view this payment reference
information.

29. At thetop of the page, you can view the following payment information for the
voucher:

- Archive Reference Number (ARN) related to the warrant
- State Status which indicates:

1) delivery of payment request to the State displayed as "Submitted to State
(TRN)", or

2) the receipt of paymentsdetails from the State displayed as "Paid by State (HX)"

Inthis example, a payment request for the voucher has not been sent to the State;
therefore, no information isavailable.
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Step

Action

30.

Inthe State Payments and State Adjustments sectionsthe following information is
available when payment reference information isreceived from the State:

- Warrant information (warrant number, date, payment methodamount, etc.)
- Transactional activity including adjustments, stop payments, re-issues, voided
warrants

31.

Click the Paymentstab.

QIRACLE

Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul
Favorites : Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry

[*] Related Content & New Window 7 Help [5 Personalize Page [E,htp ~
Error Summary.

Payment:

300 Pear Tree Ln
Strongswll, OH 28371

1

Message will appear on remittance advice.

Net Due:
Discount Due:
Accounting Date:

Vendor Bank

Summary | Related Documents | Invoice nformation ' AOC MD Payment Voucher Aliribules

Action:
Business Unit: MDJUD Invoice No: STP-
Voucher ID: 00000093 Invoice Date: 0 T
Voucher Style: Regular Voucher Run
Total Amount: 72.00

" SeheduleRaymenis

Vendor Name: STAPLES *Pay Terms: NET00 Due Now eV

Payment Information Findt | view Al First K 1014 D Last

EE

Payment Options.

*Remit to: =] Gross Amount: Payment Inquiry
Location: Discount: Express Payment £
~Address: Payment Comments (0}
HolidayCurrency
STAPLES Scheduled Due:

“Bank: MAIN Pay Group:
“Account: MAIN “Handling: RE Messages
“Method: CHK Check *Netting: Not Applicable
LiC ID: F  Hold Reason: Hold Payment
Separate Payment
Message:

*Action: Schedule Payment Payment Date:
Pay: Reference: -
Step Action

32.

The Payments page displays.

Thispage is used to update payment information including the payment optionsand
payment schedule information.

Thispage is updated by authorized users only.

33.

Click the Error Summary tab.
| Error Summany |
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QlRACLE
Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul
Favorites  Main Menu > AccountsPayable > Vouchers > Add/Update > Regulr Entry
[*] Related Conlent () New Window ? Help [& Personalize Page %, htip
Summary | Related Documents | Invoice Information  AOC MD Payment " Paymenis |~ Voucher Affributes i
Business Unit: MDJUD Invoice Number: STP-2300
Voucher ID: 00000093 Invoice Date: 0410172013
Style: Regular Voucher Total: 72.00 UsD
This Voucher does not have any errors
[F) save [\ ReturntoSearch [=] Notfy L, Refresh Er Ada
Summary | Related Documents | Invoice Information | AOC MD Payment | Payments | Voucher Affributes | Error Summary
Step Action
34. The Error Summary page displays. The Error Summary page typically shows

voucher errorsthat may occur during Voucher Build.

View any voucher header, line, and distribution line errors that have preventedthe

voucher from being processed.

35.

You have successfully completedthe Reviewing a Voucher topic.

You have reviewed with the following topics and concepts:

- Viewing voucher summary information

- Viewing voucher related transaction information

- Viewing invoice information

- Viewing payment information from the State of Maryland General Accounting

Division (GAD)

- Viewing payment options (e.g., payment method, hold options, payment messages)
- Viewing payment schedule options (e.g., scheduling paymentsvs recording

manual payments)
- Viewing voucher errors
End of Procedure.

2.4 Entering a Voucher from a PO Receipt

In this topic you will create a voucher by copying PO receipt line information. This, in effect,
associates the voucher with a purchase order. Once a purchase order has been associated to the
voucher, the voucher inheritsthe purchase order's header, line, and distribution information
including all PO attributes (e.g., the accounting distribution method - by quantity or amount).
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When a PO voucher is created, it liquidates the encumbrance balance associated with the
purchase order line. The purchase order line is either liquidated by the amount or by the quantity
of the voucher, depending on how the purchase order was created. Once a purchase order is fully
liquidated, it cannot be referenced on a voucher.

NOTES:

e Vouchers can have one or more purchase orders (obligations) copied into a single
voucher.

e A voucher must have completed header and line information with an accounting
distribution, and a valid budget status before it can be submitted for approval (when
required).

e For purchases greater than $2,500, a PO and corresponding PO receipt must be created
prior to creating a voucher. If neither transaction hashbeen enteredin the system, they
must be created priorto enteringthe voucher.

After completingthis topic, youwill be able to:

e Create a voucher by copyingaPO receipt

e Attach supportingdocuments to the voucher for approver review

e Run the Matching, Document tolerance and Budget Checking process fora voucher
e View and verify a voucher's status after processing

e Submit a voucher forapproval

Procedure

In this topic, youwill entera voucher by copying a PO Receipt.

[T Proposal Management B
(- Maintenance Management

[ Resource Management

(- Real Estate Management

[ Staffing

[ Travel and Expenses

[ Travel Administration

[ Billing

[ Accounts Receivable

(> Accounts Payable

[ eSetlements

(- Asset Management

[ IT Asset Management

(- Banking

[ Cash Management

[ Deal Management

[ Risk Management

- Financial Gateway

[- VAT and Intrastat

(- Excise and Sales TaxVAT IND
(- Commitment Contral

[ General Ledger

- Allocations

[ Statutory Reports

[- SCM Integrations

[ Set Up Financials/Supply Chain
[ Enterprise Components

(- Government Resource Directory
[» Background Processes

[ Worklist

[> Application Diagnostics

[ Tree Manager

(- Reporting Tools

- PeopleTools

[- Development Utilities

~ TaxCenter

~ Treasury Dashboards

— Treasuny Management Center
— Treasury Processing Center
— Treasury Definitions Center
— Usage Monitoring

— Chanae My Password

~ My Personalizations

— My System Profile

— My Dictionary

— MyFeeds
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Step Action

1. Click the Accounts Payable link.
[l Accounts Payable

2. Click the Vouchers link.

ouchers

3. Click the Add/Update link.

RdaUpdaid

4. Click the Regular Entry link.

Favortes = Main Menu » AccountsPayable > Vouchers > Add/Update > Regular Entry

Voucher

Find an Existing Value

Business Unit: MDJuD/Q

Voucher ID: NEXT

Voucher Style: Regular Voucher -
Short Vendor Name: Q

Vendor ID: Q

Vendor Location: Q

Address Sequence Number: ola

Invoice Number:

Invoice Date: By

Gross Invoice Amount: 0.00
Freight Amount: 0.00
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Find an Existing Value | Add a New Value

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

[ New Window 2 Help & http

Step Action

5. The Voucher - Add a New Value page displays.

Enter the TIN and mail-code combination into the Short Vendor Name field.
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Look Up Short Vendor Name

SetiD: SHARE
Short Vendor Name: begins with + [STAP

Hame 1: begins with ~ |

Vendor ID: begins with ~ |
Classification: = -

Persistence: = -

[ LookUp || Clear |~ Cancel |gasict oakup

Search Results

View 100 First [4] 10f1 3] Last
Short Vendor Name Name 1 VendoriD CI if i i
ETAPLESG1f  |STAPLES/0000000009 Supplier  Reqular

Action

S TAPLES01-1)

Enter the desired information into the Invoice Number field.

Enter the invoice date into the Invoice Date field.

Click the Add button.
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QlRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu » AccountsPayable > Vouchers > Add/Update > Regular Entry

AOC WD Payment | Payments | Voucher Attributes

Business Unit: MDJUD Invoice No: kTP-2300 Action:
Voucher ID: NEXT Invoice Date: 04/01/2013 E] -

[l Related Content  ENewWindow ? Help [& Personalize Page B\ hitp *

Voucher Style: Regular Voucher Accounting Date: 04/01/2013 E] Run
Vendor ID: 0000000009 Al sapLes Session Defaults
STAPLESO1-1 Q| 300PearTreeLn
] Altachments (0)
Location: 1 a| strongsvil, oH 28371
| P E— Comments (0
‘Address: 1 Q

Advanced Vendor Search

Control Group: q ~‘PayTerms: = [veToo A pueNow
Invoice Lines: 0.00 Basis Date Type: Acct Date
> MNon Summary = :
~Currency: I usDa, Print Invoice 3
Miscellaneous: il
Freight: =
Total: 0.00
Copy From Source Document
Difference: 0.00 PO Unit: Q
i Calculate PO Number: Q Copy PO
Copy From: Mone 4 Ga
Invoice Lines Find | View All First B 4 of4 I {ast
=l
Line: 1 item:  vom: Q
*Distribute by: Amount M Unit Price: Quantity:
Ship Ta: 89 @ Line Amount: 0.00
SpeedChart: Q. Description:

[Clone Asset

Calculate

Personaiize | Find | View A1 B | 3 Fret Bl qopq I (oer

m Exchange Rate || Statistics || Assets

Step Action

10. The Invoice Information page displays.

The values enteredon the previous page default in the respective fields.

11. Inthe Copy Source Document section, youwill copy a PO Receipt.

Click the Copy From list.
Mone -

12. Click the PO Receipt list item.
[PO Receipt

13. Click the Go link.

Page 26



{’3@

GEARS

General Enterprise And Resource Support

QRACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign
Favorites © Main Menu » Accounts Payable > Vouchers > Add/Update » Regular Entry

[l Related Content  ENewWindow ? Help [ Personalize Page T hitp

Training Guide
AP220 - Creating and Maintaining

Vouchers

out

Copy Worksheet
Business Unit: MDJUD Voucher ID: NEXT Back o Invoice
~ Receiver Lookup Criteria
PO Business Unit: @, PO Number: Q
*PO Date Option: Mo Date - PO Date: [E
Ship To: Q
Receipt Unit: Q
Receipt Number From: @ Receipt Number To:
“Recy DLODE: No Date +  Receipt Date: I
Receiver Line From: Receiver Line To:
Pro Number: @ Packing Slip: a Reset
Carrier ID: @ CaseNumber: Q
+ Additional Search Criteria
Max Rows fo Return: Search GopySelected l-ines.
Select Al o Clear All

14.

The Copy Worksheet page displays.

Use the search fields in the Receiver Lookup Criteriasection to locat
receipt. Enterthe PO receipt, if known.

ethePO

15.

In this example, you will enter the receipt. Enter "MDJUD" intothe R
Unit field.

eceipt

16.

Enter the receipt number into the Receipt Number From field.

17.

Click the Search button.
Search
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites © Main Menu » Accounts Payable > Vouchers > Add/Update > Regular Entry
Business Unit: MDJUD Voucher ID: NEXT Back to Invoice o

~ Receiver Lookup Criteria

PO Business Unit: [ @  ponumber A
PO Date Option: No Date ~ PODate: T\ I
Ship To: 7 a

Receipt Unit MDJUD Q

Receipt Number From: [ooooooo10s /@ Receipt Number To: < Y

*Recv Dt Opt: Mo Date ~  Receipt Date: T\

Receiver Line From: [ @ RecewerlineTo: [ - }

Pro Number: | @& Ppacking Siip: < Y Reset
Carrier ID: [ la  caseNumber O/

» Additional Search Criteria

Max Rows to Return: [ Search Copy Selected Lines
SelectAll O Gloar
Select Receiver Lines Find | view a1l First Kl 4004 I Last =
PO Business Unit: MDIUD PO Number: 0000000147 PO Date: 0410112013
Receipt Unit: MDJUD Receipt Number: 0000000105 Receipt Date: 0410112013
Ship To: 02 Pro Number:
Carrier ID: Packing Sip:
‘Vendor ID: 0000000009 Case Number:
o1 c
Personaiize | Find | view 2 | B | 8 First Bl qore O oot
Contract Information
R il . . N M handi: u itched Purch:
Select Lf;f:"" Seq ltemID  Description Quantity UOM UnitPrice oot currency n:y"::rucm!.n) uompo JUEMSE  PONo,
B 1 1Dc1 Stamps, Rubber 10000 EA 72.00 72.00USD 10000 EA 72.0000000
]
® seieam O Giearan o

Step Action

18. PO receipt lines are listed inthe Select Receiver Lines section.
On the Main Information tab, review the receipt line details.

NOTE: Theremay be morethan one receipt line.

19. Click the Select optionfor the receipt line(s) youwant to copy to the voucher.

20. Click the Copy Selected Linesbutton.
| Copy Selected Lines
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QlRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

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

Business Unit: MDJUD \nvoice No: STP-2309 Action: -
Voucher ID: NEXT Invoice Date: 04/0172013 5] -
Voucher Style: Regular Voucher Accounting Date: 04/01/2013 &= Run Il
Vendor ID: 0000000009 Q. sTapLes Session Defaults
STAPLESO1-1 Q 300 Pear Tree Ln )
Attachments (0)
Location: 1 Q strongsvil, OH 28371 :
'O Comments(0)
*Address: 1 Q
Advanced Vendor Search
Control Group: Q “Pay Terms: 7 NeToo QA Due Now
Invoice Lines: Basis Date Type: Acct Date
0.00 W oR
i
*Currency: usDQ u .
lon Summary -
Miscellaneous: [ = Print Invaice
Freight: =
Total: 72.00 3
Copy From Source Document
Difference: 0.00 PO Unit:
Calculate PO Number:
Copy From: None - o
Invoice Lines. Find | View A1 First L 1 of 1
H
Line: 1 item: DC-1 Q vom: EA Q
“Distribute by: Quantity - unit Price: 72.00000 Quantity: 1.0000
Ship To: 02 @ Line Amount: 72.0 [CIForce Price
SpeedChart: Description: [stamps, Rubber
[ one Asset
E B
Calculate Purchase Order & Receiver Info Override PO Pct.
£ssociate Receiver(s)
Allocate by Pet

personaiize | Fin | view 21 | BV | B frat K qorq O oat

Exchange Rate | Statisties | Assets -

‘ i ] v

Step

Action

21.

The Invoice Information page displays with receipt line information copiedto the
voucher.

Review theinvoice lines.

22.

Use the Purchase Order & Receiver Info and Associate Receiver'slinksto view
purchase order and receipt summary information for the voucher line.

NOTE: These links only show on PO Vouchers.

23.

Scroll down to review the voucher line distribution information.

24.

Review the distribution line(s) for the voucher line.

25.

Click the Save button.

26.

Attach scanned invoices and other documentslocated on your computer or shared
location using the Attachments link.

Click the Attachments link.
|.¢.tt:3|::hments (0} |
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QlRACLE

ome | Workist | MuliChannel Console

Favorites . Main Menu > Accounts Payable > Voughers > Add/Update > Quick Invoice Entry

Voucher Header Attachment

FMew Window ? Help [& Personalize Page B hitp

GEARS

General Enterprise And Resource Support

| AddtoFavorites |  Sign out

Business Unit MDJUD Voucher ID 00000093

Details Personalize | Find | k]
File Hame  Description User Name Date/Time Stamp
View

Adding large attachments can take some time to upload, therefore, It is acvisable to save the
transaction before adding large atiachments

[0k | cancel | Refissn |

Step

Action

27.

The Voucher Header Attachments page displays.

Toadd an attachment CIi(_:k the Add Attachment button.

File Attachment
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Step Action
28. The File Attachment window displays.
Browse for and select the field you want to attach. Click the Browse... button.
Browse...
| =~ 0 @
| - . Documents library i e
[ Desktop Includes: 2 locations
& Download MName - Date modified Type
R {2 My Shapes 9/12/2012 217 PM  File folde;
e W e e
J’ Music 1. Working Files 10/11/20121:25PM  File folder
) Pictures 'EINVD[CLSTPVZDEQJAOIE 4/1/2013 6:59 PM Adobe Ac
B videos
8 Computer
&L, Local Disk (C:)
(s FIRELITE (E;) - (I ] b
Step Action
29. Search forthe desired file(s). Once you have located t he file select it and click
the O pen button.
Open
30. The Voucher Header Attachmentpage displays with the selected file.
Enter a short description for the file into the Description field. For example,
enter "Staples Invoice STP-2309".
31. Add more attachments by clicking the Add Attachments button, browsing for the
file, and uploading the file again.
32. NOTE: Use the Delete (minus) button at the end of a file row delete attachments, if
needed.
33. Click the O Kbutton.
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QlRACLE

6@GEARS

General Enterprise And Resource Support

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favortes = Main Menu » AccountsPayable > Vouchers > Add/Update > Regular Entry

[l Related Content  ENewWindow ? Help [& Personalize Page B\ hitp *

Purchase Order & Receiver Info

Associate Receiver(s)

Summary | Related Documents AQC MD Payment | Payments | Voucher Atirioutes | Ermor Summary
Business Unit: MDJUD Invoice No: STP-2309 Action:
Voucher ID: 00000093 Invoice Date: 04/01/2013 [ -
Voucher Style: Regular Voucher Accounting Date: 04/01/2013 [ Run
Vendor ID: 0000000009 QA sTaPLEs Session Defaults
STAPLESD1-1 .
Q 300 Pear Tree Ln T
Location: 1 Q@ Strongsvill, OH 28371 Eiadmea
O Comments(0)
*Address: Q
Advanced Vendor Search Preview Approval
Control Group: Q Pay Terms: 7 [eToo A Due Now
Invoice Lines: 7200 Basis Date Type: Acct Date F R H
“Currency: usDiQ i
¥ ‘ = Mon Summary [ Print Invoice |
Miscellaneous: 5 rE———
Freight: =
Total: 72.00
Copy From Source Document
Difference: 0.00 PO Unit:
Calculate PO Number:
Copy From: None - Go
Invoice Lines Fnd | view Al First Kl 1011 1
B
Line: 1 Item: DC-1 A vom: EA Q L
“Distribute by: Quantity ~ Unit Price: 72.00000 Quantity: 1.0000
Ship To: 02 & Line Amount: 72,0 [ Force Price
SpeedChart: Description: [stamps, Rubber
[[] One Asset
B B
Calculate

‘Override PO Pct.

Step Action

34. The Invoice Information page displays.

page.

The Attachments link displays the number of attachmentsadded on the previous

35. Now, process the voucher.

Click the Action list.

| v |

36. Click the Match, Doc Tol, Bdgt list item.

[Match, Doc Tol, Bdgt [

37. Click the Run button.

| Run |

38. Click the Yes button.

39. Click the Summary tab.

Summary
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General Enterprise And Resource Support

{:‘;@

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

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

m Related Documents

Invoice Information

AOQC MD Payment

Payments

[*] Related Content (B New Window ? Help
Voucher Afibutes | Error Summary

[ Persanalize Page B, htip

Business Unit: MDJUD Invoice Date: 040172013
Voucher ID: 00000093 Invoice No: STP-2309
Voucher Style: Regular Invoice Total: 7200 UsD
Contract ID:
Vendor Name: STAPLES Pay Terms: Due Now
300 PearTreeLn Voucher Source: Online
Strongsvill, OH 28371
Entry Status: Postable Origin: ONL
Match Status: Matched Created: 04/01/2013
Approval Status: To Be Approved Created By: elisha.archibeld
Post Status: Unposted Modified: 04/01/2013
Wodified By: elisha.archibald
Doc Tol Status: Vali ERS Type: Nt Applicable
Budget Status: Valid Close Status: Open
Budget Misc Status: Valig
“View Related Payment Inquiry v G

@ save | . ReturntoSearch | [S] Notify |7 Refresh B Add

Summary | Related D | Invoice | AOC MD Payment | Payments | Voucher Aftributes | Error Summary

Step Action

40. The Summary page for the voucher displays.

Verify that the voucher statuses displays the following values:
- the Match Status fielddisplays " Matched"

- the Doc Tolerance Status displays " Valid"

- the Budget Status filed displays "Valid"

41. The Approval Status field displays "To Be Approved".

You must submit the voucher for approval.

42, Click the Invoice Information tab.
| Invoice Information |
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QlRACLE

Home | Workist | MultiChannel Console |  Addto Favorites

Favortes = Main Menu » AccountsPayable > Vouchers > Add/Update > Regular Entry

[*] Related Content @I New Window ? Help [Ef Personalize Page hitp =

nith

Summary | Related Documents L i e Ll AGC MD Payment '/ Payments | Voucher Aftributes " Error Summary

Business Unit; MDJUD Invoice No: [sTP2 Action:

Voucher ID: 00000093 Invoice Date: 0 M

Voucher Style: Regular Voucher Accounting Date: 04i01/2013 [ Run

Vendor ID: STAPLES Session Defaults
STAPLESO1-1 300 PearTreeLn

i Strongsvill, OH 28371 Attachments (1)
Location:

P ]
1 Comments(0
“Address:

Advanced Vendor Search

Preview roval

Invoice Lines: 7200 Pay Terms: = [veToo QA Duehow L
Basis Date Type: Acct Date
“Currency: e
Miscellaneous: #: Mon Summary Print Invoice
Freight: \—/ﬁ Submit For Approval
Total: 72.00
Difference: 0.00 Copy From Source Document

Galcuate PO uni: 1
PO Number: Copy PO

Copy From: [Mone ~] o

Line: 1 ftem:

UoM:
Quantity:

SpeedChart: [stamps, Rubber
One Asset ;‘i _[Tj
Calculate Purchase Order & Receiver Info
o Associate Receiver(s . -
Step Action
43. The Invoice Information page displays.
Click the Submitfor Approval button.
Submit For Approval

s Home | Workist | MulliChannel Console |  Add to Favorit | Signoul

Favortes = Man Menu » AccountsPayable > Vouchers > Add/Update > Regular Entry

[=] Related Content ) New Window [&’ Personalize Page hitp

niEn

Approval Comments

Business Unit MDJUD

Voucher ID 00000093

Additional Details @
OK Cancel Refresh
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Step Action

44, The Approval Comments page displays.

Type in additional details about your reimbursable expense voucher in
the Additional Details comment field.

45. Click the O Kbutton.
46. Use the Preview Approval link to view the approval routing for the voucher.

Routings vary based on your local court or department or the type of voucher (i.e.,
JIS or employee reimbursement).

47. You have successfully completedthe Entering a PO Receipt topic.

You have learned how to:

- Create a voucher by copying a PO receipt

- Attach supportingdocuments to the voucher for approver review

- Run the Matching, Document tolerance and Budget Checking process for a
voucher

- View and verify a voucher's status after processing

- Submit a voucher for approval

End of Procedure.

2.5 Entering a Voucher from an Express PO

Express POs are enteredfor purchases less than $2500 that are not sensitive or hazardous items.
NOTE Sensitive and hazardous items must follow the requisition entry process which requires
that aPO and corresponding PO Receipt be entered in GEARS.

A PO receipt may not have been entered foran Express PO. To createa voucher that references
an Express PO that does not have a PO Receipt you can copy the Express PO to create the
voucher.

After completingthis topic, youwill be able to:

e Create a POvoucher that iscopied from an Express PO

Procedure

In this topic, youwill createa voucher from an Express PO.

Step Action

1. Navigate to the Voucher page.

Click the Accounts Payable link.
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Step Action

2. Click the Vouchers link.

3. Click the Add/Update link.

4, Click the Regular Entry link.

Req

Favorites ~ Main Menu > Accourts Payable > Vouchers > AddfUpdate > Regular Entry

E ewwindaw B hitp

Voucher

Find an Existing Value

Business Unit: MDJUD @

Voucher ID: MNEXT

Voucher Style: Regular Voucher -
Short Vendor Name: Q

Vendor ID: Q

Vendor Location: Q

Address Sequence Number: [i{e}

Invoice Number:

Invoice Date: B

Gross Imvoice Amount: 0.00
Freight Amount: 0.00
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Find an Existing Value | Add a New Value

Step Action

5. The Voucher - Add a New Value page displays.

6. Enter the vendor's TIN and Mail code combination into the Short Vendor
Name field. Enter a valid value.

7. The Vendor ID and Location should self-populate when the Short Vendor Name
field is populated.

Enter the desired information into the Invoice Number field. Enter a valid value.

8. Enter the desired information into the Invoice Date field. For example,
"02/21/2013".
9. Click the Add button.
Add

Page 36



Training Guide
AP220 - Creating and Maintaining
Vouchers

;f)QGEARS

General Enterprise And Resource Support

Favorites ~ Main Men > Accourts Payable » Vouchers > AddfUpdate > Regular Entry

[~ Related Content &0 New Window [ Personalize Page [ htp ~

Irvaice Information AQC MD Payment Payments Youcher Attributes
Business Unit: MDJUD Inwoice No: TR321 Action:
Voucher ID: NEXT Ivoice Date: 0272112013 & -
Voucher Style: Regular Youcher Accounting Date: 0212142013 [ Run
Vendor ID: 00000123 QU 4BCTEST COMPANY Session Defaults
[ABCTESTCO-MAIN QU 1234 MAIN STREET P
achments

Location: (e Q  BUTEAS
N [ Ja 3®DFLOOR Comments(0y 3
Address: ANYTOWN, GA 567580
Advanced Vendor Search
Control Group: q PayTerms: 7 NETOO QU Due Now
\mvoice Lines: om0 Basis Date Type: Acct Date

hon Surmmary
“Currency: I Usola, Print Invoice

; =

Freight: [ =]
Total: 0.00

Copy From Source Document -
Difference: 0.00 PO Unit: Q

Calculate PO Number: Q Copy PO
Copy From: None

Imvoice Lines

Line: 1
“Distribute by: Amount

ftem: L uom:

M Unit Price: Quantity:
Ship To: 99 A Line Amount: 0.00 35

Step

Action

10.

The Invoice Information page displays.

Enter the desired information into the PO Unit field. Enter a valid

value e.g. "mdjud".

11.

Enter the express PO number into the PO Number field.

12.

Click the'Copy PO " button.

Copy PO
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e,

GEARS

General Enterprise And Resource Support

£

Favaorites
“Adgress: L

Home

Main Menu > Accounts Paysble > Vouchers > AddfUpdate > Regular Ertry

Invoice Lines

N aNvTOWN, CA 5B78S -
Advaneed Vendor Search
Control Group: Q ‘Pay Terms: 5 NeToo QU Due Now
Invoice Lines: 20000 Basis Date Type: Acct Date -
HER ]

*Currency: usDiq u .

Loy} UMM -
Miscellaneous: [ = | Print Invoice
Freight: =
Total: 2,200.00 N

Copy From Source Document
Difference: 0.00 PO Unit: MDJUD

| Caleulate ] PO Number: PTP 321 [ GopyRo, )
Copy From: None -

ion Lines
Exchange Rete.

Statistics

Line: 1 ttem: cC-3 @ vom: PK Q
“Distribute by: GQuantiy - Unit Price: 400.00000 Quanti;  [5.0000
Ship To: 03 Q. Line Amount: 2,000.00 Force Price
SpeedChart: ipti [¢
[Clone asset
I E
| Calculate

Purchase Order & Receiver Info

Associate Receiver(s

Assets

| OvemidePOPct.

| Allocate by Pet. |

Save Natify. Refresh
(nSavoy) Flahitive |@mEstiesny

Surmary | Related Docurnents | Invoice
<

S“"” Line POPercent Percent  Merchandise Amt Quantity ‘GLUNt  Account  Openitem  bo"  Fund
ovn Agy
= 1/ 100.0000 100.0000 2,000.00) 50000

[

| ADC MD Pavment | Payments | Youcher Afiributes | Ertor Surmary

MDJUCC, (0301 |Gy aQ [cas@ [0l Qe
v

Dept P

(B Aot | Updat

i

Step Action

13.

The Express PO line information hasbeen copied to the voucher.

There may be more than one line copied to the voucher. View the number
in the blue bar of Invoice Lines section.

of lines

LiIRACLE

Invoice Lines

Favorites ~ Main Menu > Accounts Payable > Vouchers > Adc/Update > Regular Entry
“Aadress: E TN ANYTOWM, CA 66788 -
Addvanced Vendor Search
Control Group: Q ‘Pay Terms: 5 NeToo QU Due Now
\nvice Lines: 20000 Basis Date Type: Aoct Date -
HER ]
“Currency: usDiQ u S
an UMM i
Miscellaneous: [ = I Brinfsinvice
Freight: 5]
Total: 2,200.00 1
Copy From Source Document
Difference: 0.00 PO Unit: MDJUD
| Caleulate ] PO Number: PTP 321 [ GopyRo, )
Copy From: None -

ioh Lines

Line: 1 ttem: cC-3 @ vom: PK Q
Distribute by Guaniity - unit Price: 40000000 Quantiy; 50000
Ship To: 03 A Line amount: 2,000.00 Force Price
SpeedChart: it lc
[Clone asset
B R E
| Calculate

Purchase Order & Receiver Info

Associate Receiver(s

| OvemidePOPct.

| Allocate by Pet. |

Save Natify. Refresh
(nSavoy) Flahitive |@mEstiesny

Surmary | Related Docurnents | Invoice

Exchange Rate ) Statistics || Assels
SoP¥ Line PO Percent Percent  Merchandise Amt Quantity ‘GLUNt  Account  Openitem  bo"  Fund
ovn Agy
=] 1 100.0000) 100.0000 2,00000)  5.0000 MDJUCCL (0301 (@ Q [cisla
[ ==

| ADC MD Pavment | Payments | Youcher Afiributes | Ertor Surmary

<[

Dept P

o [ & e

i
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Step

Action

14.

Review the line(s) and associated distribution (funding).

15.

Click the Save button.

Favorites - Man Menu » Accounts Payable > Vouchers » AddjUpdate » Regular Entry

=l eaaiad cagion: G B Page Elhtp =
I Summary | Related Documenis W AOC MD Payment ' Paymenis  Voucher Afributes |/ Error Summary I
L 1

Business Unit: MDJUD Invoice No: PTP.3.2.1 Action:
Voucher ID: 00004567 Invoice Date: 022112013 & -
\oucher Style: Regular Youcher Accounting Date: 0212112013 Gl Run
vendor ID: 00000123 @ ABC TEST COMPANY Session Defaults
ABCTESTCO-MAIN Q. 1234 MAIN STREET tachments 0
Attachments (0)

Location: ey Q  SUTEAS
\ddress: 0 q  SRDFLOOR Comments(0) E

g ANYTOWNN, CA 56780 oo ‘
Advanced Vendor Search [EVEw AODIOvE!
Control Group: q ~PayTerms: 7 INeToo Qe Mow
Invoice Lines: 20000 Basis Date Type: Acct Date
*Currency: usDiq Print Invoice

Hon Summary
i [ = Submit For Approval
Freight: [ =
Total: 2,200.00
Difference: 0.00 PO Unit:
Calculate PO Number:
Copy From: None - Go

:
Line: 1 Tterm: [o%] A vom: PK Q

“Distribute by: Quantity - Unit Prices: 400.00000 Quantity: 5.0000

Ship To: & Line Amount: [TIForce Price |
SpeedChart: Description: \Cnﬁeemakers

[Clone Asset
]

Calculate Purchase Order & Receiver Info Override PO Pet
Assoriate Receiver(s

Step

Action

16.

Thevoucher is assigned a voucher ID after saving.

Thereare also additional tabs located across the top of the voucher.

17.

Attach scanned invoices and other documents located on your computer using the
Attachmentslink.

Click the Attachments (0) link.
| Attachments (0) |

18.

The Voucher Header Attachments page displays.

Toadd an attachment Click the Add Attachment button.
[ Rdd Aftachment |
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File Attachment

Step Action

19. The File Attachment window displays.

Browse forand select the field you want to attach. Click the Browse... button.

Browse...

b Libraries » Documents b Search Docwments

Organize » New folder = A @

L Favorites Documents library s P
P Deskiop Includes: 2 locations
U Downloads Name - Date madified Type

% Recent Places

My Shapes 9/12/2012217PM  File foldes

(i »H User Productivity Kit 9/12/2012 6:22 PM

Documents »H WordPerfect Office 9/12/2012 1:59 PM

& Music L. Working Files 10/11/20121:25 PM

&5 Pictures = wvorce 4/1/20136:50 PM

BE videos
1% Computer

& Local Disk (C:)

(s FIRELITE (E) - , ] v

File name:  INVOICE, ~ | AllFiles (*%) -
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Step Action
20. Search forthe desired file(s). Once you have located the file select it and click
the O pen button.
Open ]
Favorites : Main Menu » Accounts Payable » Vouchers > AddfUpdate > Quick Invoice Entry e e
I New Window ? Help [& Personalize Page |2, hiip
Voucher Header Attachment
Business Unit MDJUD Voucher ID Q0004567
oo | (| il 1orr

INVOICE docx

Adding large afttachments can take some time to upload, therefore, it is advisable to save the

transaction before adding large attachments

Add Attachment
OK Cancel Refresh

Step Action
21. The Voucher Header Attachmentpage displays with the selected file.

Enter a short description for the file into the Description field. For example,

enter "Vendor Invoice".
22. Add more attachmentsby clicking the Add Attachments button, browsing for the

file, and uploading the file again.
23. NOTE: Use the Delete (minus) button at the end of a file row delete attachments, if

needed.
24. Click the O Kbutton.
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Favarites

egular Entry

GEARS

General Enterprise And Resource Support

{30

Invoice Lines

Line:
*Distribute by:
Ship To:
SheedChart:

Calculate

A<
Quantity -
03

ftem:
Unit Price:
Line Amount:

[¥] Related Content B NewWindow [ Personalize Page [ hita *
Summary | Related Documents | ML r Ol AOC VD Paymeni " Paymenis | Voucher Afiibutes | Error Summary
Business Unit: MDJUD Invoice No: FIP.3.2.1 Action:
voucher ID: 00004567 Invoice Date: 0212112013 &} e
Voucher Style: Regular voucher Accounting Date: 02/21/2013 [ ! Run
vendor ID: 0000123 U BC TEST COMPANY Session Defaults
ABCTESTGO-MAN @ 1234 MAIN STREET R
Altachments
Location: [main Q  BUTEAS =
— F q 9RDFLOOR Comments(0) =
ress: ANYTOWN, C 56720 e ‘
Advanced Vendor Search (SN ARDIONE
Control Group: T g Pwems 5 [nereo 2 buetow
\iwoice Lines: o000 Basis Date Type: Acct Date
*Currency: usDiq [ Print Invoice. ]
Hon Summary —
i [ = | SubmitFor Approval |
Freight: [ =
Totak 2,200.00
Copy From Source Document b
Difference: 0.00 PO Unit: MDJUD
I caluiate | PO Number: PTP.3.21 f Copy R0, ]
Copy From: None - 6o

[ecs A vom: [Px Q
[400.00000 Ouanti:  [5-0000

2,000.00 [CIForce Price i
[c

Purchase Order & Receivernfi

Assoriate Receiver(s

[Clone Asset
]

Override POPct.

Step Action

25.

page.

The Invoice Information page displays.

The Attachments link displays the number of attachmentsadded on the previous

Favarites

Main Menu > Accounts Payable > Vouchers > AddfUpdate > Regular Entry

Invoice Lines

Line:
*Distribute by:
Ship To:
SheedChart:

| Caloulate

1

Quantity -
03 Q

ftem:
Unit Price:
Line Amount:

[¥] Related Content B NewWindow [ Personalize Page [ hita *
I Summary I Related Documents " 1 L ar (0l AOC MD Payment | Payments  ( Voucher Afiribuies | Eror Summary
Business Unit: 2 MDJUD Invoice No: FIP.3.2.1 Action:
voucher ID: 00004567 Invoice Date: 0212112013 &} 1 e
Voucher Style: Regular voucher Accounting Date: 02/21/2013 [ ! Run
vendor ID: 0000123 U BC TEST COMPANY Session Defaults
ABCTESTGO-MAN @ 1234 MAIN STREET R
Altachments
Location: [main Q  BUTEAS =
— F q 9RDFLOOR Comments(0) =
ress: ANYTOWN, C 56720 e ‘
Advanced Vendor Search (SN ARDIONE
Control Group: T g Pwems 5 [nereo 2 buetow
\iwoice Lines: o000 Basis Date Type: Acct Date
“currency: usDiq
Hon Summary
i [ = 3 Submit For Approval
Freight: [ =
Totak 2,200.00
Copy From Source Document b
Difference: 0.00 PO Unit: MDJUD
I caluiate | PO Number: PTP.3.21 f Copy R0, ]
Copy From: None - Go

[ecs A vom: [Px Q
[400.00000 Ouanti:  [5-0000

2,000.00 [CIForce Price i
[c

Purchase Order & Receivernfi

Assoriate Receiver(s

[Clone Asset
]

Override POPct.
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Step Action

26. After saving you need to perform the following actions:

1) Use the Action process list to select and run the "match, Doc Tol, Bdgt" process.
Thisinitiatesthe Matching, Document T olerance, and Budget Checking processes.

2) Verify that the processes ran successfully. Go tothe Summary tabto view
voucher statuses.

3) Submit the voucher for approval.

27. You have successfully completedthe Entering Regular Vouchers from an Express
PO topic.

You have learned how to:

- Search forand copy an Express PO to create a voucher
- Review voucher lines copied form the Express PO

- Attach documentation to a voucher

End of Procedure.

2.6 Entering Non-POVouchers

You can create vouchers without referencing an Express PO or PO receipt. T hisis called a non-
PO voucher. When you create anon-PO voucher, invoice information is not copied from a source
document. All voucher header, line, and distribution (Chartfield) information hasto be enteredin
the respective sections of the voucher.

Non-PO vouchers are typically created for items under $2500 that are not sensitive or hazardous
items when an Express PO was not created.

Distributing Voucher Lines by Quantity vs Amount
A voucher's line amount can be distributed by amount or by quantity depending on how the
vendor invoices you.

For example, if the vendor invoice lines list goods or services by unit price or by rate, the voucher
lines should be distributed by "Quantity”. When avendor invoices you for a flat amount for
goods or services, the voucher lines should be distributed by "Amount™.

An example of a voucher line distributed by amount and one distributed by quantity is shown
below. Noticethat the Line Amount andthe Merchandise Amount fields are not editable when
an invoice line is distributed by quantity. Additionally, invoice lines distributed by "Amount"
should always have a quantity of"1".

Invoice Line Distributed by Amount
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Invoice Lines fand | view Al First K 4014 I3 (ast

Line: 1 ltem: 204-53CONPO1 Q, yom: EA Q ==
I’Dls(rihule by: Amount M | Unit Price: 350.00 Quantity: 10000

Ship To: 6 Line Amount: 35000

SpeedChart: Q. pescription: Computer, Personal deskiop (Le

[T One Asset
Calculate

RN Sechange Rale ) Stalistis | Assels | =D

SOBY Line |Merchandise Amt Quantity “GLUnit  Account Openltem ::‘f" Fund  Dept Approp oy

Number

HE m [ oo 10| mossa [ @[ @[ @[ @[ &l la[ &[]
[l e—— '

Program

Invoice Line Distributed By Quantity

Invoice Lines Find | View Al First K1 1014 I3 125t
+
Line: 1 Jtem: 204-53COMPD1 Lom: EA EE
I‘Dlslrihule by: Quantity - | Uniit Price: 350.00000 Quantity: 3.0000
Ship To: 59 Line Amount: 050.00
SpeedChart: Q. Description: OMPUTGT, Fersonal deskiop (16
[[lone Asset
| Calculate

Personaize | Find | View AL | 2 Frsi £ 4014 I

R Batch Approp
fLunt  Account  openttem Fund  Dept Program (PP ap

1,050.00[ 3.0000 InJuba, a o[ ja[ Ja Q o[ la ||
J P — 3

After completingthis topic, youwill be able to:

e Create a non-POvoucher

e Enter header, line and distribution details for a voucher
e Attach supportingdocumentation

e Budget check anon-PO voucher

o Verify the budget status fora voucher
e Submit a voucher forapproval

Procedure

In this topic, youwill enteranon-PO voucher.

Step Action

1. Navigate to the Vouchers page.
Click the Accounts Payable link.

2. Click the Vouchers link.

3. Click the Add/Update link.

4. Click the Regular Entry link.
Ren
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Step Action
5. The Voucher - Add a New Value page displays.
ck the Look up Vendor ID button.
Look Up Vendor ID
SetlD: SHARE
Vendor ID: begins with |
Short Vendor Name: begins with + |
Name 1: begins with ~ |
Classification: -
Persistence: -
| Lookup | clear || Cancel |Basic Lookup
Onlythe first 300 results can be displayed
[W First [4] 1-300 of 300 E
;;::(:;;Zli ﬁu;{mummn ﬁwpu& :_:l-?‘m::ﬁ"
‘0000000018 000000005-000 LINDA BREWER ‘Supplier Reqular
‘0000000019 000000009-000 ROSEMARY ROSE Supplier Reqular
{0000000020/000000007-000 KATHY POPE Supplier Reqular
‘0000000021 000000005-000 TANYASTEM Supplier Reqular
'0000000022000009403-000 |CONNIE POOL ‘Supplier Reqular
Step Action
6. The Look Up Vendor ID page displays.
Enter search criteriato find the vendor you want to select.
7. Click the Look Up button.
Look Up
8. Click the vendor ID link.
0000010429
9. Enter the desired information into the Invoice Number field.
10. Enter the invoice date into the Invoice Date field.
11. Click the Add button.
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Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul
Favortes = Man Menu » AccountsPayable > Vouchers > Add/Update > Regular Entry
[=] Related Content (& New Window ? Help [& Personalize Page &, hiip *
d AOC WD Payment || Payments Voucher Aftributes
Business Unit: MDJUD | Invoice No: 123 | Action:
Voucher ID: NEXT Invoice Date; 03/0612013 [ -
Voucher Style: Regular Voucher Accounting Date: 0312012013 [5 Run
Vendor ID: 0000000008 QA sTapLES Session Defaults
. STAPLESD1-1
ShortName: A 30 Pear Tree Ln Itachments (0)
Location: 1 @ Stongsll, OH 28371 Alachments [0}
Comments (0}
"Address: 1 Q
Advenced Vendor Search
Control Group: q ‘PayTerms: 5 [NeToo A Dpuehow
Invoice Lines: 0.00 Basis Date Type: Acct Date
> Non Merchandise Summary i
~Currency: usDQ W Print Invoice C
Miscellaneous: il
Freight: il
Total: 0.00
Difference: 0.00 PO Unit: Q
Calculate PO Number: Q Copy PO
Copy From: None 4 Go
BT
=]
Line: 1 ltem: Q vom: Q
*Distribute by: Amount M Unit Price: Quantity:
Ship To: 29 @ Line Amount: 0.00
SpeedChart: Q. Description: L4
[Tl one Asset
Calculate
= e | BT
) Exchange Rale |~ Stafistics || Assels

Thevalues enteredon the Voucher - Add a New Value page default in the

respective fields.
13. Inthe Invoice Lines sections, enter voucher line for each vendor invoice line.
14, Select the Distribute By methodthat isappropriate for the line item.

For example, if the invoice lines are listed by cost per item, the Distribute By value
should be "Quantity".

Alternately, if the vendor invoices you for a flat amount for goods or services, you
should use "Amount".

15. Click the Quantity list item.
Cuantity -
16. Enter the Item ID or search for and select the Item ID.
17. Enter or select the appropriate Unit of Measure in the UO M field.
18. Enter the unit price into the Unit Price field, if applicable.
19. Enter the desired information into the Q uantity field.

NOTE: When the Distribute By methodis"Amount" enter "1".

20. NOTE: The Description fielddefaults when you enter an item ID.

21. Enter the distribution information in the Distribution Lines section.

Page 46



%Y GEARS

{:} General Enterprise And Resource Support

Training Guide
AP220 - Creating and Maintaining
Vouchers

Step

Action

22.

Enter the account (sub-object code) into the Account field.

23.

Enter the Batch Agency into the Batch Agy field.

24.

Enter the fund into the Fund field.

25.

Enter the program code into the Program field.

26.

Enter the Appropriation Number into the Approp Number field.

27.

Move the scrollbar to the right to reveal additional fields, if necessary.

28.

Enter the Program Cost Account into the PCA field.

29.

If using grant or capital project funds, enter the applicable values in the following
fields:

- PC Business Unit (MDJUD)
- Project (ID)
- Activity

30.

To add additional voucher lines, click the Add multiple new rows (plus) button in
the top right corner of the Invoice Lines section.

31.

Click the Save button.

32.

Your voucher has been successfully saved, and your Voucher ID now notedon your
voucher header.

Thereare also additional tabs displayed for the voucher.

oRrRACLE
Home | Workist | MutiChannelConsole | AddtoFavorites |  Sign out
Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regulr Entry
[*] Related Content (0 New Window [ Personalize Page B, htip =
Summary [ Related Documenis |f§ ) AOC MD Payment |/ Payments [ Voucher Aliributes "/ Error Summary
Business Unit: MDJUD Invoice No: INV-123 Action:
Voucher ID: 00012345 Invoice Date: 02/2012013 £} =
Voucher Style: Regular Voucher Accounting Date: 02/2012013 £ Run
Vendor ID: 0000000008 A sTapLES Session Defaults
. STAPLES01-1
ShortName: @ 300 PearTreeLn prE—
Location: 1 @ Strongsvill, OH 28371
< Address: 3 Q CB\“.I“EH(S 0) |
Advanced Vendor Search Preview ovel
Control Group: q PayTems: 7 [NEToo A pue Now
Invoice Lines: 50,00 Basis Date Type: Acct Date
Mon Merchandise Summar
*Currency: usb @ PrintInvoice
Miscellaneous: =] Submit For Approval
Freight: =
Total: 350.00
Difference: 0.00 PO Unit: 4
Calculate PO Number:
Copy From: None - Go
e Ll gore I
=
Line: f ttem: 204-53COMPO1 @ yom: EA Q
*Distribute by: Amount - Unit Price: 175.00000 Quantity: 2.0000
Ship To: 89 QU Line Amount: 350.00
SpeedChart: Q Description: Computer, Personal desktop i
=P
o i 3
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Step Action

33. Use the Attachments link to attach scannedinvoicesand other supporting
documents that located on your computer or shared location.

When there are attachmentsadded to the voucher header, the Attachmentslink
displays the number of attachmentsadded on the previous page.

34, Click the Save button.

OIRA
Home | Workist | WufiChannel Console |  Addto Favories | Sign out
Favorites - Main Menu > AccountsPayable > Vouchers » Add/Update » Regular Entry

(] Related Content ¢ New Window [& Personalize Page B, http *

| Summary | Related Documents m AOC WD Payment { Paymenis ' Voucher Afiributes ** Error Summary
| E—|

2 INV-123 Action:
Business Unit: MDJUD Invoice No: N
Voucher ID: 00012345 Invoice Date: 02/2012013 £} 1
Voucher Style: Regular Veucher Accounting Date: 02/2012013 £ Run
Vendor ID: 0000000008 A sTaPLES Session Defaults

STAPLES01-1 @ 300PearTree Ln ;
Attachments (1)
Location: 1 @ Strongsvill, OH 28371
] Comments(0)
*Address: Q =
Atvanced Vendor Search Predew poroa|
Control Group: q PayTems: 7 [NEToo A pue Now
Invoice Lines: 50,00 Basis Date Type: Acct Date
Non Summary
“Currency: [ usD Print Invoice
Miscellaneous: = 3 Submit For Approval
Freight: =
Total: 350.00
Difference: 0.00 PO Unit: 4
Calculate PO Number:
Copy From: None - Go

Line: 1 Item: 204-53COMPO1 @ yom: [Ea Q =
*Distribute by: Amount - Unit Price: 175.00000 Quantity: [20000
Ship To: 52 Q. Line Amount: 350.00
SpeedChart: Q. Description: Computer, Personal desktop . |
< m 10

Step Action

35. After saving you need to perform the following actions:

1) Use the Action processlist to select the *Match, Doc Tol, and Bdgt" process and
run. Thiswill initiate the Budget Checking process.

2) Verify that the Budget Statusis"Valid". Go tothe Summary tabto view
voucher statuses.

3) Submit the voucher for approval.
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Step Action

36. You have successfully completedthe Entering Non-PO Vouchers topic.

You have learned how to:

- Create a non-PO voucher

- Enter header, line and distribution details for a voucher
- Attach supportingdocumentation

- Budget check a non-PO voucher

- Verify the budget status for a voucher

- Submit a voucher for approval

End of Procedure.

Lesson 3: Managing Voucher Processing Errors

Lesson Overview

In this lesson, you learn how to manage errorsthat occur after the processing a voucher including
budget checking, document tolerance, and matching exceptions. T he respective voucher status
displays as "Exceptions” when there was an error in processing. A link on the Summary tabnext
to the status allows you to \access the exceptionspage or associated workbenches to review the
errors and determine the resolution.

Lesson Objectives
After completingthis lesson, you should be able to:

e Review budget checking, document tolerance, and matching exceptions

e Access the associated exceptionsorworkbench to view errorsin detail
o Determinethe appropriate course of action to resolve the matter

3.1 Managing Voucher Budget Checking Exceptions

For vouchers, the Commitment Control budget checking process is used to check the available
balance of a budget or on a purchase order (PO) and set aside the funds (if available). The system
requires a budget status of "Valid" to source a PO to avoucher. When a voucher is created using
a POor POreceipt, the budget checking process liquidates the associated purchase order balance
and transfers the associated funds to the voucher to create the expense. For non-PO vouchers,
funds are taken directly from the available budget.

Thebudget status of the voucher will be “Valid” if the transaction passes budget checking.
Sometimes the budget checking process produces an error or warning based on rules for a budget.
You will see “Exceptions”in the Budget Status field of the voucher when the transaction does
not pass budget checking.

Budget exceptionsyou receive may include one of the following:

o Exceeds Control Budget - The budget for the Chartfield information enteredon the
transaction hasinadequate funds. Edit the Chartfield information or contact you budget
analyst.
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e No Budget Exists - A charge was postedto a Chartfield combination where no budget
exists. Edit the Chartfield information or contact your budget analyst.

NO TE: Chartfield information includes the budget date recorded onthe distribution line. The
budget date is located on the distribution line in the Distribution Lines section of the voucher.

You can view budget exceptionsvia the Exceptions link onthe Summary page upon the
completion of the budget checking process.

After completingthis topic, youwill be able to:
e view budget exceptionsnotedon a voucher
Procedure

In this topic, youwill search for a voucher, access the voucher Summary page, and view the
budget exception to determine the best corrective action.

Step Action

1. For the purposes of thistopic, you will search for a voucher that has already been
created to view budget exceptions.

If you are working in the voucher you can access the voucher Summary page
directly to view budget exceptions.

2. Click the Accounts Payable link.
[l Accounts Payablel

3. Click the Vouchers link.

4, Click the Add/Update link.

5. Click the Regular Entry link.

Reqgular Entry
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Workist |  MuliChannel Console |  Add to Favorites |  Sign out

& New Window 2 Help B hitp

hitn

Business Unit: [mpup| &,

Voucher ID: NexT

Voucher Style: Regular Voucher -
Short Vendor Name: e

Vendor ID: ’70\

Vendor Location: [ ¢

Address Sequence Number: | 0/Q

Invoice Number: ’—
Invoice Date: T w

Gross Invoice Amount: I 1)
Freight Amount: I T )
Misc Charge Amount: oo

Estimated No. of Invoice Lines:| 1

Add

Find an Existing Value | Add a New Value

Step

Action

Click the Findan Existing Value tab.
|5ndanEm§ﬂngU@Me

The Voucher - Add a New Value page displays.

LA LS

Favortes : Man Menu » AccountsPayable > Vouchers > Add/Update > Regular Entry

Voucher

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

Add a New Value

Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul

& New Window 2 Help B hitp

hitn

Business Unit: = - ’WQ
Voucher ID: beginswith ~|
invoice Number:  beginswith ~ [
Invoice Date: = L |
ShortVendor Name: beginswith ~ |

Vendor ID: beginswith ~[|Q
Name 1: begins with ~ ’7
Voucher Style: = - -
Related Voucher:  beginswith ~ |
Entry Status: = - -
Voucher Source: = - -
[CIcase Sensitive

Search | Glear

Basic Search [E] Save Search Criteria

Find an Existing Value | Add a New Value
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Step Action

7. The Voucher - Findan Existing Value page displays.

Enter values in one or more search fields to locate the voucher. Enter the voucher
number, if known.

8. Click the Search button.

NOTE: When you enter the voucher number as search criterion, you are directed to
the Summary page for the voucher.

9. A message displays notifyingyou that budget exceptionsexist on the voucher.

NOTE: Thismessage may display when you access a voucher that has budget
exceptionsor after you have run the budget checking process and an exception
exists.

Click the OKhbutton.

QIRACLE
Home | ‘Workist | MuliChannel Console | AddtoFavorites |  Sign out
Favorites © Main Menu > Accounts Payable > Vouchers > Add/Update » Regular Entry

[¥] Related Content ) New Window [ Personalize Page & http

) Related Documents | Invoice Information | ADC MD Payment ' Payments  *Voucher Affributes ' Error Summary
Business Unit: MDJUD Invoice Date: 02/202013
Voucher ID: ADC12345 Invoice No: INV-123
Voucher Style: Regular Invoice Total: 350.00 usD
Contract ID:
Vendor Name: STAPLES Pay Terms: Due Now
300 PearTree Ln Voucher Source: Online
Strongsvill, OH 28371
Entry Status: Postanle Origin: ONL
Maich Status: No Match Created: 02/2012013
Approval Status: Approved Created By: tara.dean
Post Status: Unposted Modified: 02/2012013
Modified By: tara dean
Doc Tol Status: valid ERS Type: Not Applicable
Budget Status: Excepiions Close Status: Open
Budget Misc Status: Valid
“View Related Payment Inquiry ~| o
B save | . RetuntoSearch | [S] Notify | s Refresh B+ Add
Summary | Related D | Invoice | AOC WD Payment | Payments | Voucher Afributes | Error Summan
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Step Action
10. The Summary page for the voucher displays.
The voucher has been processed with budget check exceptions (Errors).
ORA . -
Favnvrites Main_Menu > Cnmmrtme_nttnntrn\ > RewewBudgetshe(kEx(eptmns > A([nun%Pa r e
‘ & New Window [& Personalize Page B} http
oucher Exceptions Line Exceplions
Business Unit: MDJUD Voucher ID: AOC12345 5
“Exception Type EIANNNNN ~ [ Override Transaction | =
Maximum Rows| 100 More Budgets Exist
Search Advanced Budget Criteria
.‘i‘?.‘l‘:;. t‘ -'da‘;;et Chartfields
1 & MDJUD OPER_DTL No Budget Exists More Detail BHEE( GoTo..H
2 @, MDJUD OPER_SUM  No Budget Exists More Detail ] GoTo .. &
5 save L Returnto Search Notify
Veucher Exceptions | Line Exceptions
Step Action
11. The Voucher Exceptions page displays in a new window.
The Voucher Exceptions page is used to view budget checking errorsor warnings
for vouchers, and to view the transaction linesthe error or warnings affect.
12. The Exception Type field indicates the type of exception currently displayed on the
Voucher Exception page.
Budget exceptionsare either errorsor warnings.
13. Inthe Budgets with Exceptions section, the ledger group (e.g., Operating Detail,
OPER_DTL) and associated exceptionsdisplay.
Inthis example, the exception listed for the budget notesthat "No Budget Exists".
14. Toensure we've entered the correct Budget information, we'll review the Voucher

line information.
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Step Action

15. Click the Close button to close the voucher budget exceptionswindow.

(&

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Payable » Vouchers > AddjUpdate > Regular Entry

(| Related Content &) New Window [& Personalize Page (&, hitp

m Related Documents | Invoice Information ' AOC MD Payment | Payments | Voucher Affributes | Emor Summary
Business Unit: MDJUD Invoice Date: 022012013
Voucher ID: ADC12345 Invoice No: INV-123
Voucher Style: Regular Invoice Total: 350.00 usD
Contract ID:
Vendor Name: STAPLES Pay Terms: Due Now
300 Pear Tree Ln Voucher Source: Online
Strongsvill, OH 28371
Entry Status: Postable Origin: ONL
Match Status: No Watch Created: 02/2012013
Approval Status: Approved Created By: tara.dean
Post Status: Unposted Modified: 02/2012013
Modified By: tara.dean
Doc Tol Status: valid ERS Type: Not Applicable
Budget Stafus: Excentians Close Status: Open
Budget Misc Staus: valid
“View Related Payment Inquiry v o
B Ssave  £L Returnto Search Notify = ) Refresh [Er Add
Summary | Related Documents | Invoice | ADC WD Payment | Payments | Voucher Afiributes | Error Summary

Step Action

16. The Voucher Summary page displays.

Select the Invoice Information tab.
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ORACLE
Home | ‘Workist | MuliChannelConsole | AddtoFavorites |  Sign out
Favorites = Main Menu > AccountsPayable > Vouchers » Add/Update > Regular Entry
Aavancea Venaor search L
Control Group: “Pay Terms: =] Due Now
Invoice Lines: 25000 Basis Date Type: Acct Date
MNon Merchandise Summary e —
*Currency:
Miscellaneous: i
Freight: =
Total:
[ Copy From Source Docume
Difference: 0.00 PO Unit: E
Caloulate PO Number:
Copy From: None - Go
Line: 1 ftom: 204-53COMPO1 QU yom: EA Q HE
*Distribute by: Amount s Unit Price: 175.00000 Quantity:  [2.0000
Ship To: 89 A Line Amount: 350.00
SpeedChart: Q  pescription: Computer, Personal deskiop
[[] One Asset

Calculate

Distribution Lines

r Gl cha =)

BN ( ExchangeRate | Stafisics | Assets | [FFD
Copy ; L un Batch Approp
D Line  Merchandise Amt  Quantity GLUnit  Account  Openltem o Fund  Dept Program  RPPTP - ap

HE | 1 350.00 2.0000 MDJUCQ, [0301 | @ [ce2]q [oooda q [Bo20 |q [Aooi0q [aY
<[ | »

[ save L Returnto Search Notify | | Refresh s Add

Summary | Related D | Invoice ion | AOC MD Payment | Payments | Youcher Attributes | Error Summary P
07
Step Action

17.

The Invoice Information page displays.

Review the Chartfield information for the budget to determine whether you need to
edit the Chartfields on the voucher and/ or contact your budget officer for
assistance.

In this example, Batch Agency C52 was entered inadvertently. The Batch Agency
should be C25.

To correct thiserror, enter "C25™ into the Batch Agy field.

18.

Click the Save button.
B save

19.

At thetop of the page, click the Action list.

-

20.

Click the Match, Doc Tol, Bdgt list item.

[Match, Doc Tol, Bdat |

21.

Click the Run button, to initiate the process.
Fun
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Message

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

CEET e

Step Action

22. A message displays.
Click the Y
23. Once the process is finished, click the Summary tabto view your voucher status.
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ORACLE"
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favortes  Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
[*] Related Content (& New Window [ Personalize Page [, htp
| Related Documents Invoice AQC MD Payment ~ ~ Payments Voucher Attributes Error Summary
Business Unit: MDJUD Invoice Date: 0212012013
Voucher ID: ADC12345 Invoice No: INV-123
Voucher Style: Reqular Invoice Total: 350.00 UsD
ContractID:
Vendor Name: STAPLES Pay Terms: Due Now
300 PearTree Ln Voucher Source: Online
Strongsvill, OH 28371
Entry Status: Postable Origin: ONL
Match Status: Ne Match Created: 0212012013
Approval Status: Approved Created By: tara.dean
Post Status: Unposted Modified: 02/20/2013
Modified By: tara.dean
Doc Tol Status: Valid ERS Type: Mot Applicable
Budget Status: Valid Close Status: Open
Budget Misc Status: valid
“View Related Payment Inquiry T
= save /A Returnto Search [=] Notify 7% Refresh e Add
Summary| Related Documents | Invaice | AOC MD Payment | Payments | Voucher Aftributes | Error Summary
Step Action
24, The Summary page displays.
H H L1} AN
Verify that the Budget Status displays "Valid".
25. You have successfully completedthe Managing Voucher Budget Exceptions topic.
You have learned howto:
- View budget exceptionsnoted on a voucher
End of Procedure.

3.2 Managing Document Tolerance Exceptions

View document tolerance exceptions for avoucher on the Document Tolerance Exceptions
page. Thefield information onthe Document Tolerance Exceptionspage is listed below.

You can access the Document Tolerance Exceptionspage from the Exceptions link on the
Summary page upon the completion of the document tolerance process or by using the following
menu navigation: Accounts Payable > Vouchers > Maintain > Document T olerance Exceptions.

Exceptions

e Rule ID: Displays therule ID and description of the document tolerance rule that
produced the exception.

Details

e Pred Doc Amt (predecessor document amount): Displays the amount of the purchase
order (obligation).
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o Life-to-Date Liquidated Amt (life-to-date liquidated amount): Displays the sum total of
all source documents (vouchers) linked to the predecessor document. An individual
voucher may be within the tolerance, but if the sum total of the linked vouchers exceeds
the tolerance, the voucher does not pass document tolerance checking.

o Defined Tolerance Amount: Displays the defined tolerance amount.

o Defined Tolerance Percentage: Displays the defined tolerance percentage. NO TE: The
system uses whichever value is lower (either the defined amount or the defined
percentage) to calculate the tolerance. If the amount of the source document exceeds the
lower defined amount, the voucher does not pass document tolerance checking and the
system generates an exception.

e Calculated Doc Tol Amt Amount (calculated document tolerance amount): Displays the
amount of the purchase order (obligation), plus any defined tolerance amount.

e Calculated Doc Tol Percent Amt (calculated document tolerance percent amount):
Displays the amount of the purchase order (obligation), plus any defined tolerance
percentage amount.

e Source Doc Monetary Amt (source document monetary amount): Displays the amount of
the voucher.

e Source Doc Converted Amt (source document convertedamount): Displays the converted
amount of the voucher. Thisamount is always the same as the Source Doc Monetary
Amt.

o Predecessor GL Base Currency (predecessor general ledger base currency): Displays the
purchase order's (obligation's) General Ledger business unit base currency (U.S. Dollars,
usD).

. Tran)saction Currency: Displays the currency of the voucher (U.S. Dollars, USD).

After completingthis topic, youwill be able to:

e View document tolerance exceptionsnotedon a voucher

Procedure

In this topic, youwill search for a voucher, access the voucher Summary page, and view the
budget exception to determine the best corrective action.

Step Action

1. For the purposes of thistopic, you will search for a voucher that has already been
created to view Document Tolerance exceptions.

If you are working in the voucher and have received Document Tolerance
exceptionsafter running the Document T olerance process, you can access the
voucher Summary page directly to view Document T olerance exceptions.
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[ Propozal Management

[ Maintenance Management
(- Resource Management

(- Real Estate Management

[ Stafing

[ Travel and Expenses

[ Travel Administration

[ Billing

[ Accounts Receivable

[- Accounts Payable

(- eSetiements

[ Asset Management

[ IT Asset Management

- Banking

(- Cash Management

(- Deal Management

- Rigk Management

- Financial Gateway

[- VAT and Intrastat

(- Excise and Sales Tax'VAT IND
(- Commitment Control

[ General Ledger

C- Allocations

[ Statutory Reports

[ SCMIntegrations

[ Set Up Financials/Supply Chain
(- Enterprise Components

(- Government Resource Directory
[» Background Processes

[ Worklist

[ Application Diagnostics

[ Tree Manager

(- Reporting Tools

[- PeopleTools

(- Development Utilities

~ TaxCenter

~ Treasury Dashboards

~ Treasury Management Center
~ Treasury Processing Center
~ Treasury Definitions Center
~ Usage Monitoring

~ Change Wy Password

~ Wy Personalizations

~ My System Profile

~ My Dictionary

~ My Feeds

Step

Action

Click the Accounts Payable link.
[ Accounts Payable|

Click the Vouchers link.

Click the Add/Update link.

Click the Regular Entry link.

Reqgular Entry
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QlRACLE
Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
& New Window 2 Help &, hitp

niEn

Voucher

Find an Existing Value Md a New Value

Business Unit: [MpJuple,

Voucher ID: N

Voucher Style: Regular Voucher -
Short Vendor Name: e

Vendor ID: ’70\

Vendor Location: [ ¢

Address Sequence Number: | 0/Q

Invoice Number: ’—
Invoice Date: T w

Gross Invoice Amount: I 1)
Freight Amount: I T )

Misc Charge Amount: 0.00

Estimated No. of Invoice Lines:| 1

Add

Find an Existing Value | Add a New Value

Step Action

6. The Voucher - Add a New Value page displays.

Click the Find an Existing Value tab.
|5ndanEmBﬂngU@Me

IRACLE
Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
& New Window 2 Help &, hitp

niEn

Voucher

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

Find an Bxisting Value Add a New Value
Business Unit: - VDJUD Q

Voucher ID: begins with =
Invoice Number: begins with +

Invoice Date: = - w
ShortVendor Name: beginswith »|

Vendor ID: beginswith ~[|q

Name 1: begins with - ’7

Voucher Style: = - -
Related Voucher:  beginswith ~ [

Entry Status: = - -
Voucher Source: = - -

[CIcase sensitive

Search Glear |Basic Search [E] Save Search Criteria

Find an Existing Value | Add a New Value
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Step Action
7. The Voucher - Find an Existing Value page displays.
Enter values in one or more search fields to locate the voucher. Enter the voucher
number, if known.
8. Click the Search button.
NO TE: When you enter the voucher number as search criterion, you are directed to
the Summary page for the voucher.
Message
Document Talerance has generated exceptions for this docurnent (7560,14)
Sarme ofthe lines of this document have generated exceptions for exceeding tolerances
defined for guantity and amounts between the Purchase Order and Youcher.
T
Step Action
9. A message displays notifyingyou that Document T olerance exceptionsexist on the

voucher.

Thismessage may display when you access a voucher that has Document Tolerance
exceptionsor after you have run the Document T olerance process and an exception
exists.

Click the O Kbutton.
Ok _||
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QlRACLE

Favortes  Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

Home |

{30

Workiist

FNew Window [ Personalize Page B, hitp

| save (Q\ RetumntoSearch 1] Previousinlist +Z MextinList |[=] Notfy | Refresh

Summary| Related D

| Invoice

| Payments | Voucher Aftributes | Error Summary

w Related Documents | Invoice Payments | Voucher Aftributes  Error Summary.
Business Unit: MDJUD Invoice Date: 03/06/2013
Voucher ID: 00000039 Invoice No: gaa daae ew
Voucher Style: Regular Invoice Total: 800.00 usD
Contract ID:

Vendor Name: ABC TEST COMPANY Pay Terms: Due Now
éﬁ_‘;gg;‘ STREET Voucher Source: Online
3RD FLOOR
ANYTOWN, CA 56789

Entry Status: Postable Origin: ONL

Match Status: Ready Created: 03/06/2013

Approval Status: Approved Created By: USER0O1

Post Status: Unposted Modified: 03/06/2013

Modified By: USERDO1

Doc Tol Status: Exceptions ERS Type: Not Applicable

Budget Status: Valid Close Status: Open

Budget Misc Status: Valid

“View Related Payment Inquiry v &

date/Display,

GEARS

General Enterprise And Resource Support

Add to Favorites |  Sign oul

Step Action

10.

The Voucher Summary page displays.

Click the Exceptions link next to the Doc Tol Status field.

Home | Workist

Favorites © Main Menu > AccountsPayable > Wouchers > Maintsin > Document Tolerance Exceptions

Document Tolerance Exceptions

Business Unit:  MDJUD Document Type: Voucher ID: 00000039
Line: 1 Sched: Distrib: 1
Rule ID: E100 Description: Document exceeds predecessor by more than allowable tolerance.
[Cloverride
T —————
Predecessor Business Unit: MDJUD Defined Tolerance Amount:
Pred Deoc 1D: 0000000042 Defined Tolerance Percentage:
Pred Line Nbr: 1 Calculated Doc Tol Amt Amount: 400.00
Pred Sched Nbr: 1 Calculated Doc Tol Percent Amt: 400.00
Pred Distin Num: 1 Source Doc Monetary Amt: 200.00
Pred Doc Amt: 400.00 Source Doc Converted Amt: 200.00
Life-to-Date Liquidated Amt: 800.00 Predecessor GL Base Currency: usb
Transaction Currency: usb

|8 save | & RetumntoSearch | [Z] Nolity |

Bl orw|Elelsa] el

|| to Favorite

0 New Window [ Personalize Page & hitp

Sign oul
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Step Action

11. The Document Tolerance Exceptions page displays in a new window.

Inthe Source Lines section, take note of the number of voucher lines that have a
document tolerance error.

Scroll through them one-by-one or click the View All link to view them all on one
page.

ORA

Home | Workist || AddtoFavorites |  Sign out
Favorites = Main Menu > AccountsPayable > Vouchers » Maintan > Document Tolerance Exceptions

B New Window [& Personalize Page Bl http
Document Tolerance Exceptions

Business Unit:  MDJUD Document Type: Voucher ID: 00000039
ine: 1 Sched: Distrib: 1
Rule ID: E100 Description: Document exceeds predecessor by more than allowable tolerance.
[Cloverride
g
Predecessor Business Unit: MDJUD Defined Tolerance Amount:
Pred Doc ID: 0000000042 Defined Tolerance Percentage:
Pred Line Nbr: 1 Calculated Doc Tol Amt Amount: 400.00
Pred Sched Nbr: 1 Calculated Doc Tol Percent Amt: 400.00
Pred Distin Num: 1 Source Doc Monetary Amt: 200.00
Pred Doc Amt: 400.00 Source Doc Converted Amt: 200.00
Life-to-Date Liquidated Amt: 800.00 Predecessor GL Base Currency: usb
Transaction Currency: usb

[ save L RetumtoSearch [=] Noliy

Bl orm sl e e sl - 2o i |

Step Action

12. View the document tolerance exception(s) for avoucher line / distribution in the
Exceptions section.

Theexceptionsare listed by Rule 1D and description. If thereis more than one
exception

NOTE: There may be more than one exception for a line.
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ORA
Home | Workist || AddtoFavorites |  Sign out
Favorites © Main Menu > AccountsPayable > Vouchers » Maintan > Document Tolerance Exceptions
0 New Window [ Personalize Page & hitp

Document Tolerance Exceptions

Business Unit:  MDJUD Document Type: Voucher ID: 00000039
Source line

Find | View Al First &I 4 0f4 13 (ast

Line: 1 Sched: Distrib: 1
Exceptions

Rule ID: E100 Description: Document exceeds predecessor by more than allowable tolerance.
[l override

Predecessor Business Unit: MDJUD Defined Tolerance Amount:

Pred Deoc 1D: 0000000042 Defined Tolerance Percentage:

Pred Line Nbr: 1 Calculated Doc Tol Amt Amount: 400,00
Pred Sched Nbr: 1 Calculated Doc Tol Percent Amt: 400,00
Pred Distin Num: 1 Source Doc Monetary Amt: 800,00
Pred Doc Amt: 400.00 Source Doc Converted Amt: 800,00
Life-to-Date Liquidated Amt: 800.00 Predecessor GL Base Currency: usb

Transaction Currency: usb

ave | 2 to Search | [Z y
5 £ Retumn to Search | [Z] Nolif

= BN TRl AT BN
Step Action
13. View details of the exception in the Details section, including:

- The predecessor document (purchase order) information including PO ID, line
number, distribution number, and amount

- Thetotal of all vouchers linked to the purchase order (Life-to-Date Liquidated
Amount)

- The document tolerance percentage / amount defined

- The calculated amounts of the purchase order, plus any defined tolerance amount
- The voucher amount (Source Doc Monetary Amt)

14. Determine modifications need to be made to the voucher or purchase order line
quantities/amounts. If you require assistance with thismatter, contact the Help Desk
to facilitate a resolution.

NOTE: Only authorized users in the Department of Budget and Finance can
override Document Tolerance errors.

15. You have successfully completedthe Managing Document Tolerance Exceptions
topic.

You have learned how to:
- View document errors for a voucher
End of Procedure.

3.3 Managing Match Exceptions
View match exceptionsfora voucher on the Match Exception Workbench Details page.

Page 64



(f; GEARS

Q General Enterprise And Resource Support

Training Guide
AP220 - Creating and Maintaining
Vouchers

You can access the Match Exception Workbench Details page from the Exceptions link next to
the Match Status fieldon the Summary page upon the completion of the Matching process or by
using the following menu navigation: Accounts Payable > Review Accounts Payable Info >

Vouchers > Match Workbench > Match Workbench. You will need to search for the voucher you

want to view and then click a Match Exceptions Exist link.

After completingthis topic, youwill be able to:

Procedure

In this topic you will investigate the match exceptionsnotedfor a voucher.

View match exceptionsnotedon a voucher

Step

Action

For the purposes of thistopic, you will search for a voucher that has already been

created to view match exceptions.

If you are working in the voucher and received match exceptionsafter running the
Matching process, you can access the voucher Summary page directly to view

match exceptions.

T Propos al Management

[ Maintenance Management
(- Resource Management

(- Real Estate Management

[ Stafing

[ Travel and Expenses

[ Travel Administration

[ Billing

[ Accounts Receivable

[- Accounts Payable

(- eSetiements

[ Asset Management

[ IT Asset Management

- Banking

(- Cash Management

(- Deal Management

- Rigk Management

- Financial Gateway

[- VAT and Intrastat

(- Excise and Sales Tax'VAT IND
(- Commitment Control

[ General Ledger

C- Allocations

[ Statutory Reports

[ SCMIntegrations

[ Set Up Financials/Supply Chain
(- Enterprise Components

(- Government Resource Directory
[» Background Processes

[ Worklist

[ Application Diagnostics

[ Tree Manager

(- Reporting Tools

[- PeopleTools

(- Development Utilities

~ TaxCenter

~ Treasury Dashboards

~ Treasury Management Center
~ Treasury Processing Center
~ Treasury Definitions Center
~ Usage Monitoring

~ Change Wy Password

~ Wy Personalizations

~ My System Profile

~ My Dictionary

~ My Feeds
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Step Action

2. Click the Accounts Payable link.
[ Accounts Payable

3. Click the Vouchers link.

4, Click the Add/Update link.

5. Click the Regular Entry link.

Reqular Entry

QlRACLE
Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

(I New Window 2 Help & http

Voucher

Find an Existing Value £

Business Unit: [MpJuple,

Voucher ID: N

Voucher Style: Regular Voucher -
Short Vendor Name: e

Vendor ID: ’70\

Vendor Location: [ ¢

Address Sequence Number: | 0/Q

Invoice Number: ’—
Invoice Date: T w

Gross Invoice Amount: I 1)

Freight Amount: 0.00
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines:| 1

Add

Find an Existing Value | Add a New Value

Step Action

6. The Voucher - Add a New Value page displays.

Click the Find an Existing Value tab.
|Eind an Existing Value |
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) Add a New Value

Training Guide
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Vouchers

Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul

(I New Window 2 Help &, http

[+

Business Unit:
Voucher ID:
Invoice Number:
Invoice Date:
Short Vendor Name:
Vendor ID:

Name 1:
Voucher Style:
Related Voucher:
Entry Status:
Voucher Source:

[CIcase Sensitive

= - VDJUD Q
begins with ~+

begins with ~

M G
begins with ~+
begins with ~ Q
begins with +

begins with ~

Search Glear |Basic Search [E] Save Search Criteria

Find an Existing Value

| Add a New Value

Step

Action

The Voucher - Findan Existing Value page displays.

Enter values in one or more search fields to locate the voucher. Enter the voucher

number,

if known.

Click the Search button.

NOTE: When you enter the voucher number as search criterion, you are directed to
the Summary page for the voucher.

A message displays notifyingyou that match exceptionsexist on the voucher.

NOTE: Thismessage may display when you access a voucher that has match
exceptionsor after you have run the Matching process and an exception exists.

Click the O Kbutton.
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QlRACLE
Home Worklist KulliChannel Console Add to Favorit ign out
Favortes = Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
[=] Related Content I New Window ? Help [& Personalize Page B hitp
w Related Documents Invoice AQC MD Payment ' Payments. Voucher Aftributes Error Summary
Business Unit: MDJUD Invoice Date: 03/05/2013
Voucher ID: 00000088 Invoice No: EAAT128
Voucher Style: Regular Invoice Total: 10.00 uso
Contract 1D:
Vendor Name: AOC TESTVENDOR Pay Terms: Due Now
999 WEST MAIN STREET Voucher Source: Online
SUITE 123
ANYTOWN, GA 45678
Entry Status: Postable Origin: ONL
Match Status: Exceplions Created: 03/05/2013
Approval Status: Aoproved Created By: elisha.archibold
Post Status: Unposted Modified: 03/05/2013
Modified By: elisha.archibold
Doc Tol Status: valid ERS Type: Not Applicable
Budget Status: valid Close Status: Open
Budget Misc Status: Valid
“View Related Payment Inquiry v &
[E save L\ ReturntoSearch tE] Previousinlist | +E NextinList |[=] Motfy s Refresh B Add Update/Display,
Summary| Related D | Invoice | ADC MD Payment | Payments | Voucher Aliributes | Error Summary

Step Action

10. The Summary page for the voucher displays.

Click the Exceptions link next to the Match Status fieldto view match exceptions.

LIRACLE
Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul
Favorites  Main Menu
{0 New Window _? Help [ Personalize Page B htip ~
Match Exception Workbench Details
Business Unit: MDJUD AOGC Voucher: 00000028 Inveice: EAAT128
Vendor: 0000000015 Vendor SetiD: SHARE ‘Vendor Location: 003
Vendor Name Match Due Date: 03/05/2013 Invoice Date: 03/05/2013
Updated By: elisha.archibold Due Date: 03/05/2013 Matched Date: 03/052013
Terms: NETOD Due Now Origin: ONL Match Status: Wiatch Exceptions Exist
Gross Amt: 10.00 usD  Control Group: Match Type:
Header Match Rules
Match Exception Summary
Document Details Voucher Match Action: ~ | —titpl
Line Details fFand | view a1 Frst K1 4011 1 (.
Voucher Line Number: 1 Voucher Line Match Action: ~ | i m—_nnhy
PO Business Unit: MDJUD PO Number: 0000000143
Line Number: 1 Schedule Number: 1
View Document: Purchase Order -
Line Document Details Document id: MDJUD 0000000143 v Go
Match Rules Personaize | E1
Overide Options
Details  Match Rule Voucher Purchase Order Receiver (4
By Extended price folerance 10.00 10.00
2] Extended price % tolerance 10.00 10.00
B Line amt does not equal PO line amt 10.00 10.00
=] Unit price does not equal PO unit price 10.00000 10.00000
Unit price does notequal PO unit price + % fol 10.00000 10.00000
Unit price does notequal PO unit price + unittol 10.00000 10.00000
(] No receipts found 00000088 0000000143
Voucherline amt> Sum of received amount 10.00 0.00 -
« I v
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Step Action

11. The Match Exception Workbench Details page displays.

Voucher summary information displays at the top of the page, including Matching
information such Match Status, Matched Date, and Match Type.

12. Use the links in the top of the page to view more details.

In this topic, youwill use the Document Details link to viewdetails about the
referenced purchase order and PO receipt.

13. Click the Document Details link.
|DncwﬁentDemHﬂ
14. The Associated Document Information page displays.

Thispage displays the associated voucher, purchase order, and receiver attributes
side-by-side to compare item such as line number, line quantity, unit price,
(merchandise) amount, etc for respective lines.

It also lists whether a receipt was required for the purchase order.

NOTE: Use thescroll arrows or the View all link if there is more than one line with
an exception.

15. Click the Return button.

16. Inthe Match Rules section view the match rules applied to the voucher and the
exceptionsthat exist.

17. Use the Detailsbutton foramatch rule to view a detailed description of the match
rule.

18. A red icon with the exclamation point next to amatch rule indicates that the vo ucher
line has a match exception for that rule.

19. Move the scroll bar downwards to view all match rule exceptions.

20. Click a Detailshbutton to viewthe match a description of the match rule.
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QlRACLE

Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul
Favorites  Main Menu
I New Window ? Help [& Personalize Page 5, hiip

Match Rule Details

Match Control: STANDARD Match Rule Type: DATAENTRY
Match Rule: RULE_R500 Description: No receipts found

The Matching process could not find any receipls for the purchase order specified on the voucher line that were
available for matching (for example not malched, not on hold, and not canceled)

Return

Step Action

21. The Match Rule Details page displays.

Review the rule description, then click the Return button.

22. Determine whether modifications need to be made to the voucher, purchase order, or
receipt line quantities/amounts. If you require assistance with thismatter, contact
the Help Desk to facilitate a resolution.

23. Upon resolving the matter, the Matching process needs to be run again to update the
Match Status on the voucher.

24, You have completed the Managing Match Exceptions topic.

You have learned howto:
- View match exceptionsnotedfor avoucher line

End of Procedure.

Lesson 4: Processing Revenue Refunds

Lesson Overview:

Revenue Refunds will be processed through the Accounts Payable module as a Single Payment
Voucher and a One Time Vendor. By use of this approach, regular vendors will not need to be
setup, which is required when processed through the Receivables Refund process. The One Time
Vendor will make user of 99-99-9999 which will not be sent to GAD for new vendor approval.

Lesson Objectives:
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After completingthis lesson, you will be familiar with:

e Processing Revenue Refunds

4.1 Processing Revenue Refunds

Revenue Refunds will be processed through the Accounts Payable module as a Single Payment
Voucher and a One Time Vendor. By use of this approach, regular vendors will not need to be
setup, which is required when processed through the Receivables Refund process. The One Time
Vendor will make user of 99-99-9999 which will not be sentto GAD for new vendor approval.

Workflow for local court voucher entry has already been defined and will be utilized with this
process also. The court AP specialist will enter the voucher, which will then be routed to the
court Supervisor forapproval. Upon approval of the Court Supervisor the voucher will then be
routed to DBF where they will review the information for final processing to GAD.

The attachment of the Court Approved Refund document is available via the Single Pay Invoice.
The Invoice number will be the Case Number when one exists. In thistopic, you will learn how
to process a revenue refund.

After completingthis topic, youwill be familiar with:

e Processing revenue refunds

Procedure

In this topic, youwill learn howto process a revenue refund.

Step Action

1. Begin by navigating to the Voucher page.

Click the Main Menu button.
|r»1a in 1r:1e nu

2. Click the Menu sort button.
El
3. Click the Accounts Payable menu.

| 3 Accounts Payable 1_!|

4. Click the Vouchers menu.

| (1 Vouchers Pl
5. Click the Add/Update menu.

| 3 Add/Update >|
6. Click the Regular Entry menu.

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

I New Window ? Help 5, http

Voucher

Find an Existing Value

Business Unit: MDJUD Q

Voucher ID: NEXT

Voucher Style: Regular Voucher -
Short Vendor Name: Q

Vendor ID: Q

Vendor Location: Q

Address Sequence Number: 0

Invoice Number:

Invoice Date: Bl

Gross Invoice Amount: 0.00
Freight Amount: 0.00
Misc Charge Amount: 0.00
Estimated Ho. of Invoice Lines: 1

Add

Find an Existing Value | Add a New Value

Step Action

7. The Voucher search page displays.

Click the Voucher Style list.

|Hegumrvnucher v|
8. Click the Single Payment Voucher list item.
[Single Payment Voucher |
9. Enter the Case Number or pertinent information into the Invoice Number field,

which will be included on the checkstub from the Maryland Comptroller.

10. Enter today's date into the Invoice Date field.
11. Enter the desired information into the Gross Invoice Amount field. Enter "200".
12. Click the Add button.
Add
13. The Vendor Information - Single Payment Vendor tabdisplays.

Enter the Vendor's name into the Name 1 field. Enter "John Doe".

14. Enter the desired address intothe Address 1 field. Enter 789 Main Street".

Note: At least one address line must be entered.

15. Enter the desired city into the City field. Enter "Annapolis™.
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Step Action

16. Enter the desired state into the State field. Enter "MD".

17. Enter the desired zip code into the Postal field. Enter "21051".

18. Click the Invoice Information tab.
| Invoice Information

Home | Workist | WufiChannel Console |  Addto Favories |  Sign out
Favorites = Main Menu > AccountsPayable > Vouchers » Add/Update > Regular Entry

[ Related Content & New Window ? Help [ Personalize Page [B,http =
AOC MD Payment " Paymenis | Voucher Afiributes " Single Payment Vendor

Business Unit MDJUD Invoice No: Action:

Voucher ID: NEXT Invoice Date: 067013 (A -
Voucher Style: single PaymentVoucher  Accounting Date: 061772013 £ Run

Vendor ID: 999995999 @ YDJUD - Single Payment Vendor Session Defaults

SINGLE PAY-1 Q
Attachments (0)
Location: 1 Q
—_— Comments(0)

*Address: 1 Q

Control Group: q ~PayTems: 7 [NEToo A pue Now

Invoice Lines: 0 Basis Date Type: Acct Date

Non ise Summary

*Currency: [ usDj@ Print Invoice
Miscellaneous: =] =
Freight: =

Total: 200.00

Difference: 0.00

Calculate
Invoice Lines Find | view A1l First Kl 104 O (a5t
=

Line: 1 Item: A yom: Q

“Distribute by: Amount - Unit Price: Quantity:

Ship To: 89 Q@ Line Amount: 200.00

SpeedChart: @ pescription:

[[] One Asset

Calculate

Personaiize | Find | view <0 | B | B rrst X qor4 1 ot

Exchange Rate | Statistics  Assets

COPY |ine Merchandise Amt Quantity “GLUnit  Account  Openitem

E Approp

Fund  Dept Program 3 PPTOP

Step Action

19. The Invoice Information tabdisplays.

Click the Look up Item button.

2|
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Look Up Item

SetiD: SHARE
ftem ID: begins with ~ |

Category:  begins with ~ |
Description: begins with + |

| Lookup || clear || Cancel |BasicLookup

Search Results
Only the first 300 results can be displayed.

View 100 First [§] 1300 of 300 5] Last
Cat Description

Computer, Personal desktop
Hall of Record Box'

Copier, Sharp, MX-M260, 26 ppm
Drug Testing, Urinalvsis. inst
JanitorialiCustodial/fiaid; Cle
Telecom, Cellular Devices. Mon
REAL PROPERTY RENTAL OR LEASE|
CONSULTING SERVICES

Misc. Senvices (Grant ONLY)
Concessions, Catering, Vending
Translation, Language Translat
Utility Senices, Electric, Ga
Coolers, Drinking Water, Renta
Converted item) Line Comments
Alternative Dispute Resolution
Agreement to Participate in Al
Settlement Agreement

Mail Insertina/Folding/Sealing
HVAC Equipment, Parts and Acce
Coffeemakers

Qrder for Fingerprintina/Retur

Item ID at

204-53COMPO1 OFC SUPPLIES

ElS
=

=
e
=

=
]
=]
2

MISCELLANEOUS

2
]
=]
S

=
]
]

2
]
=]
S

=
]
=]
2

2
]
=]
S

=
]
=]
2

2
]
]

=
]
=]
2

2
]
=]
S

=
]
=

2
]

=
=

2
=

=
=

2

]

]

]
=

Step Action

20. The Look Up Item window displays.

You may need to select the Containslist item in the Item ID search list to get the
full list of items available.

Enter the desired information into the Item ID field. Enter "refund”.

21. Click the Look Up button.
Look Up |

22, Click the REFUND-000 link.

23. Enter the desired information into the UO M field. Enter "ea".

24, Enter the desired information into the Unit Price field. Enter "200".

25, Enter the desired information into the Q uantity field. Enter "1".

26. Click the Look up Ship To button.
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Look Up Ship To

SefiD: SHARE
Ship To Location: begins with =
Description: begins with ~

Search Results
View 100 First [q] 1-52or62 [5] Last

URT/ANNE ARUNDEL
URT/BALTIMORE COUNTY
JRT/CALVERT COUNTY
URT/CAROLINE COUNTY
URT/CARROLL COUNTY
URT/CECIL COUNTY
JRT/CHARLES COUNTY
URT/DORCHESTER COUNT
ALLEGANY COUNTY
\FREDERICK COUNTY

\ GARRETT COUNTY
\HARFORD COUNTY

HOWARD COUNTY

\KENT COUNTY

A MONTG COUNTY
\PRINCE G COUNTY
JRT/QUEEN ANNE'S CTY
URT/ST. MARY'S CN
URT/SOMERSET CO
URT/TALBOT COUN
URT/WASHINGTON
URT/WICOMICO COU!
URT/WORCESTER COUNTY
URT/BALTIMORE CITY

T OF MD /HOWELL

Look up Ship To (Alt+

Step Action

27. The Look Up Ship To window displays.

Scroll downward if needed.

\FREDERICK COUNTY
\GARRETT COUNTY
\HARFORD COUNTY

VKENT COUNTY
AMONTG COUNTY
PRINCE G COUNTY
TIQUEEN ANNE'
/ST. MARY'S CNTY
/SOMERSET CO
ITALBOT COUN
IWASHINGTON
/WICOMICO COUI
/WORCESTER COUNTY
/BAL ITY

DISTRI! OF MD /HOWELL
DISTRI! OF MD { COMMISS
DISTRI! JALLEGHANY CNTY
DISTRI! JANNE ARUNDEL
DISTRI! JBALTIMORE CNTY
DISTRI! CALVERT COUNTY

DISTRI! CAROLINE COUNTY

DISTRI! CARROLL COUNTY
DISTRI! CECIL COUNTY
DISTRI! CHARLES COUNTY
DISTRI! ORCHESTER CNTY
DISTRI! FREDRICK CNTY
DISTRI! GARRETT COUNTY
DISTRI! OUNTY
DISTRI! INTY
DISTRI!
DISTRI!
DISTRI!
DISTRI!
DISTRI! /ST MARY'S CNTY
DISTRI! /SOMERSET COUNTY
DISTRI! ITALBOT COUNTY
DISTRI! /WASHINGTON CNTY
DISTRI! IWICOMICO CNTY
DISTRI! /WORCESTER CNTY
DISTRI! /BALTIMORE CITY
DC Warghouse

Working Fund
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Step Action

28. Click the 52 link, or your court location number.

£y

29. The SpeedChart field with a PCA may be available foreach court location (thiswill
negate the need to enter the distribution line information).

Enter the SpeedChart information, if known. If one does not exist or is unknown,
follow the remaining steps.

30. Scroll down to reveal additional fields.

ORA
Home | Workist | WufiChannel Console |  Addto Favories |  Sign out

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

Vendor ID: 999999999 @ WDJUD - Single Payment Vendor Session Defaults
SINGLE PAY-1 a
Atachments (0)
Location: 1 Q ;
FEEEEEE— Comments(0)
*Address: i Q
Control Group: q PayTems: 7 [NEToo A pue Now B
Invoice Lines: . Basis Date Type: Acet Date
Non ise Summary
*Currency: [ usDj@ Print Invoice.
Miscellaneous: =
Freight: =
Total: 200.00
Difference: 0.00
Calculate
Invoice Lines Find | view a1 First Kl 4004 I Last
=
Line: 1 Item: [REFUND-000 A yom: [EA @
“Distribute by: Amount M Unit Price: 200.00000 Quantity:  |1.0000 3
Ship To: 52 Q. Line Amount: 200.00
SpeedChart: @ pescription: Revenue Refund
[[]one Asset
Calculate |
Personalize | Find | view A1 | B8 | 3 First Kl 1071 O Lost
(R Excronge Rate | Statstics | Assets
S;"z‘:‘ Line Merchandise Amt Quantity “GLUnit  Account Openltem :“g':" Fund Dept Program :5;’5; Ap
E =\ 1 200.00 1.0000 MDJUC QY aQ Q Q Q Q Q a [
(=== E
B save | |[=] Motify | | Refresh Er Add Update/Display

Invoice | AOC MD Pavment | Payments | Voucher Aftributes | Single Payment Vendor

Step Action

31. ck the Look up Account button.
'}
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Look Up Account

SetiD: SHARE
Account:  begins with ~ |
Description: begins with ~ |

LookUp || Clear | Cancel |gasic Lookup

Search Results
ew 100 First [4] 1-234 of 234 [3] Las

J

Account Deseription Account
Reqular Salaries
Additional Assistance
Overtime
Shift Differential
Miscellaneous Adjustments
Accrued | eave Payout
Reclassifications
Social Security
Health Insurance
Retiree Health Insurance
Other Post Employment Benefits
Employee Retirement
Employee Pension
Judges Pension
Deferred Com
Unemployment Compensation
Workers Compensation
Turnover Expectancy
Honorariums
Payments to Board Members
Payments to Asst Members
Character Committee Reporis
Employee Awards
Social Security Contribution

wWWWWWWWWWWWWWWWWWWWWWWWW§

Step Action

32. The Look Up Account window displays.

Enter the desired information into the Account field. Enter "54".

33. Click the Look Up button.

34. Click the General Fund link.
General Fund

35. Enter the desired information into the Batch Agy field. Enter "C52".

36. Enter the desired information into the Fund field. Enter "0001".

37. Click the Look up Program (Alt+5) button.
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Look Up Program

SetiD: SHARE
Program Code: begins with = |

Description:
(-Looktp | Gio | Gance s Loouo

Search Results

begins with ~ |

Only the first 300 results can be displayed.
ew 100 First [4] 1-300 of 300 [3]

Program Code Description

0044 Payroll

0051 CIRCUIT COURTS FED

0101 CC ALLEGANY COUNTY GF
ALLEGANY - LAND IMP_ FUND
ALLEGANY - PAROLE & PROBATION
ALLEGANY - NATURAL RESOURCES
ALLEGANY - LOCAL REVENUE
ALLEGANY -CIGARETTE SPEC_RET.
ALLEGANY -SUNDRY
ALLEGANY - MD SUBS ABUSE FUND
ALLEGANY - CRIM IN.J COMP FND
ALLEGANY - VICTIMS CRIME FND
ALLEGANY - VICTIM & WITNESS
ALLEGANY - PROP TRANSFER TAX
ALLEGANY - CREDIT CARDS
ALLEGANY - FORECLOS MEDIATION
ALLEGANY - CHARGEBACK CLEAR AC
CC ANNE ARUNDEL COUNTY GF
ANNE ARUNDEL - LAND IMP_ FUND
ANNE ARUNDEL - PAROLE & PROBAT

ANNE ARUNDEL - NATURAL RESOURC
ANNE ARUNDEL - LOCAL REVENUE
ANNE ARUNDEL -CIGARET SPEC RET
ANNE ARUNDEL -SUNDRY

Step

Action

38.

The Look Up Program window displays.

Enter the desired information into the Program Code field. Enter "52".

39.

Click the Look Up button.

40.

Click the 5201 link.
5201

41.

Enter the desired information into the Approp Number field. Enter "A5200".

42.

Scroll to theright to reveal additional fields.
[ 1 |

43.

Enter the desired information into the Approp Yr field. Enter "AY2014".

44.

Click the Look upPCA (Alt+5) button.
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Look Up PCA

SetiD: SHARE
Program Cost Account: begins with ~ |
Description: begins with ~ |

[ LookUp | Glear | Gancel |asic Lootup

Search Results

Only the first 300 results can be displayed.
First [ 1-300 07300 [

1t Description
COURT OF APPEALS
COURT OF SPECIAL APPEALS
CIRCUIT COURT JUDGES
DISTRICT COURT
MD JUDICIAL CONF
ADMIN OFFICE OF COURTS
COURT RELATED AGENCIES

STATE LAW LIBRARY

JUDICIAL DATA PROCESSING
FAMILY LAW AND SERVICES DIVIS
HELICOPTER FUND JIS

DC DRUG COURT GRANT GEN FUNDS
DISTRICT COURT - FEDERAL FUNDS
GENERAL FUND RESERVE
JUDICIARY CLEARING ACCOUNT
CIRCUIT COURTS GEN

LAW CLERKS

DC SPECIAL FUNDS

ADMIN OFFICE OF COURTS

STATE LAW LIBRARY

LAND RECORD IMPROVEMENT

CC MASTER CSEU

CC MASTER CSEU FED FUNDS
CIRCUIT COURT MASTERS

&

=
=

2

=
=

=
=
i
=

=
=
=
5

=
=

=
=

=
=

=
N

=
fnd
o

Step Action

45, The Look Up PCA window displays.

Click the DISTRICT COURT link.
DISTRICT COURT]

46. Click the Attachments (0) link.

Attachments (0
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Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

[¥] Related Content (0 New Window ? Help [& Personalize Page o3, htip
Voucher Header Attachment
Business Unit MDJUD  Voucher ID NEXT

| TR

File lame  Description User Name Date/Time Stamp

Adding large attachments can take some time to upload, therefore, it is advisable to save the
transaction before adding large atiachments

Add Attachment

oK Cancel | Refresh

Step Action

47. The Voucher Header Attachmentpage displays.

Click the Add Attachment button.
Add Attachment '

48, Click the Browse... button.
Browse...

]

49. Once you find the appropriate document, select it and click the O pen button.

Note: This is where the court-approved document should be attached for DBF
review.

o
-

m

3

50. Click the Upload button.
Lpload

51. Enter the desired information into the Description field. Enter "Document for
review".

52. Click the O Kbutton.
oK

53. Click the Save button.
Bl save

54, Click the Action list.

L
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Step Action
55. Click the Budget Checking list item.
[Budget Checking |
56. Click the Run button.
| R
I[))’Z z:: :::;;o (v_::!:;:e process ta be completed? Voucher will be displayed after
Doves e |
Step Action
57. Click the Yes button.
58. Click the Summary tab.
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Related Documents

Invoice Information

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

AOC WD Payment " Payments

Y+ GEARS

{:} General Enterprise And Resource Support

Home | Workist | WufiChannel Console |  Addto Favories | Sign out

[ RelateaContent I Newwindow 7 Help [ Personalize Page [l nttp
Voucher Aftributes ' Single Payment Vendor | [¥)

Budget Misc Status: Valid
*View Related

[ save | 2 Retum to Search Notity

Summary | Related D | Invoice

Business Unit: MDJUD Invoice Date: 06/17/2013

Voucher ID: 00002653 Invoice Ho: CASE TRAIN

Voucher Style: SinglePay Invoice Total: 200.00 usD

Contract ID:

Vendor Name: MDJUD - Single Payment Vendor Pay Terms: Due Now
Voucher Source: Onling

Entry Status: Postable Origin: ONL

Match Status: No Match Created: 06/17/2013

Approval Status: Approved Created By: andrew.somers

Post Status: Unposted Modified: 06/17/2013
Modified By: andrew.somers

Doc Tol Status: Valid ERS Type: Not Applicable

Budget Status: Valid Close Status: Open

Payment Inquiry v o

s Refresh

E+ Add

ion | AOC MD Payment | Payments | Voucher Aftributes | Single Payment Vendor | Error Summary

Step Action

59. The Summary tabdisplays.

Review the Summary Page:

Once the payment hasbeen processed for budget checking, due to workflow which
is setup for Accounts Payable, your Approval Status should be ‘Pending.' Thiswill
now be routed through Workflow to the court supervisor for approval.

60. You have successfully completedthe Processing Revenue Refunds topic.

You have learned howto:
- process and review your revenue refunds
End of Procedure.

Lesson 5: Reviewing Voucher Information
Lesson Overview

When vouchers are entered in GEARS, you are able to view details associated with the

transaction including the related payment information.

Lesson Objectives
After completingthis lesson, you will be able to:

e Review voucher information, including statuses, invoice information, payment

information, andrelated transactions
e Review the Payment History by Vendor Report
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5.1 Reviewing Voucher Information
A voucher containsseveral tabs / pages which provide summary and details, including:

e Summary tab

e Related Documents
¢ Invoice Information
e MD AOC Payment

In this topic you will review the pages within the voucher component.

AP220 - Creating and Maintaining
Vouchers

After completingthis topic, youwill have reviewed the following information within the voucher

component:

Voucher statuses

Voucher summary information
Voucher related transaction information
Invoice information

(GAD)
Procedure

In this topic, youwill review the pages within the voucher entry component.

Payment reference information from the State of Maryland General Accounting Division

Step Action

1. Click the Accounts Payable link.
i Accounts Payable|

2. Click the Vouchers link.

3. Click the Add/Update link.

4. Click the Regular Entry link.

Reqgular Entry
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QlRACLE
Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
& New Window 2 Help &, hitp

niEn

Voucher

Find an Existing Value Md a New Value

Business Unit: [MpJuple,

Voucher ID: N

Voucher Style: Regular Voucher -
Short Vendor Name: e

Vendor ID: ’70\

Vendor Location: [ ¢

Address Sequence Number: | 0/Q

Invoice Number: ’—
Invoice Date: T w

Gross Invoice Amount: I 1)
Freight Amount: I T )

Misc Charge Amount: 0.00

Estimated No. of Invoice Lines:| 1

Add

Find an Existing Value | Add a New Value

Step Action

5. The Voucher - Add a New Value page displays.

Click the Find an Existing Value tab.
|5ndanEmBﬂngU@Me

IRACLE
Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
& New Window 2 Help &, hitp

niEn

Voucher

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

Find an Bxisting Value Add a New Value
Business Unit: - VDJUD Q

Voucher ID: begins with =
Invoice Number: begins with +

Invoice Date: = - w
ShortVendor Name: beginswith »|

Vendor ID: beginswith ~[|q

Name 1: begins with - ’7

Voucher Style: = - -
Related Voucher:  beginswith ~ [

Entry Status: = - -
Voucher Source: = - -

[CIcase sensitive

Search Glear |Basic Search [E] Save Search Criteria

Find an Existing Value | Add a New Value
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Step

Action

6.

The Voucher - Findan Existing Value page displays.

Enter values in one or more search fields to locate the voucher. Enter the voucher
number, if known.

Click the Search button.

NO TE: When you enter the voucher number as search criterion, you are directed to
the Summary page for the voucher.

QRACLE
Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul
Favorites : Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry

[*] Related Conlent () New Window ? Help [& Personalize Page &, htip

) Related Documents ' Inwoice Information ' ADC WD Payment ' Payments '~ Voucher Afiibutes  Error Summary
Business Unit: MDJUD Invoice Date: 04012013
Voucher ID: 00000093 Invoice No: STP-2309
Voucher Style: Regular Invoice Total: 72.00 usD
Contract ID:
Vendor Name: STAPLES Pay Terms: Due Now
300 PearTree Ln Voucher Source: Online
Strongsyill, OH 28371
Entry Status: Postable Origin: ONL
Match Status: Matched Created: 04/01/2013
Approval Status: Approved Created By: elisha.archibold
Post Status: Posted Wodified: 04/07/2013
Modified By: tara dean
Doc Tol Status: Vali ERS Type: Not Applicable
Budget Status: Valid Close Status: Open
Budget Misc Status: Valid
“View Related Payment Inquiry ~ 6o
@ save | . RetunioSearch | [S] Motfy | 7 Refresh B Add

Summary| Related Documents | Invoice | ADC MD Payment | Payments | Voucher Aftributes | Error Summary

Step

Action

The Summary page of the voucher lists a summary of the voucher gross amount,
payment terms, source, status, information about the user that last modified the
voucher and when, and links to related information.

The Summary page only displays after a voucher is saved.

The voucher statuses display in the bottom left corner of the page including:
- Entry Status

- Match Status

- Approval Status

- Document Tolerance Status

- Budget Status

- Post Status
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Step Action

10. You can review when the voucher was created, by whom, and when it was last
modified.
11. When applicable, you can access the inquiry pages of related transactionsusing the

View Related drop-down list.

12. Click the View Related list.
| Fayment Inguiry - |

13. In this example, click the Purchase Order Inquiry list item.
|Purchase Order Inquiry |

14, Click the Go link to open the inquiry page.

Home | Workist | MulliChannel Console | Add o Favorites | Sign oul
Favorites ~ Main Menu » Purchasng » Purchase Orders > Review PO Information » Purchase Orders

ENewwindow P Help [ Personalize Page %, hip
Purchase Order Inquiry

Purchase Order

Business Unit: MDJUD PO Status: Dispaiched

POID: 0000000147 Budget Status: valid

PO Date: 04/01/2013 Doc Tol Status: Valid

Vendor Name: STAPLES01-1 Backorder Status: Not Backordered

Vendor ID: Vvendor Details Receipt Status: Received

Buyer: jone Hold From Further Processing

kevin RIS .

PO Reference: e e ]
Merchandise: 7200

:ea:er Setalls . ,’N‘\ tR\W Document Status FroightTaxMisc.: 0.00

eader Comments Matching . .

Change Order Activity Summary Torak 200UsD

Encumbrance Balance: 0.00USD

Merchandise

Line Item 1D Item Description Category PO Gty UoM L ant Status.
1 B bc-1 Stamps, Rubber MISCELLANEOUS 1.0000 EA 72.00 USD Approved | (0 =
£\ Return to Search Hotify 7 Related Lil

Step Action

15. The inquiry page opens in a new window.

After reviewing the inquiry page, click the Close button to return to the voucher.
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MuliChannel Console

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

[~] Related Content  ZJNew Window ? Help
Related Documents | Invoice Information ~ AOC MD Payment '/ Paymenis ' Voucher Aflributes ( Error Summary

Training Guide

AP220 - Creating and Maintaining

Vouchers

| AddtoFavorites |  Sign oul

[ Personalize Page & htp

Business Unit: MDJUD Invoice Date: 0410112013
Voucher 1D: 00000083 Invoice No: STP-2309
Voucher Style: Regular Invoice Total: 7200 usD
Contract ID:
Vendor Name: STAPLES Pay Terms: Due Now
300 Pear Tree Ln Voucher Source: Online
Sirongsnill, OH 28371
Entry Status: Postable Orig ONL
Match Status: Matched Created: 04012013
Approval Status: Approved Created By: elisha.archibola
Post Status: Posted Modified: 04/072013
Modified By: tara.dean
Doc Tol Status: Valid ERS Type: Not Applicable
Budget Status: Valig Close Status: Open
Budget Misc Status: valia
“View Related Purchase Order Inquiry - s
B save | & RetumioSearch | [S] Nolfy | Refresh | |Ermadd)| [Bipusteipsplay:
Summary| Related D | Invoice | AOC WD Payment | Fayments | Voucher Afributes | Error Summary
Step Action
16. The Summary page for the voucher displays.
Click the Related Documents tab.
Belated Documents
OIACLE
Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul
Favorites | Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

[~] Related Content  (ZJNew Window ? Help

Summary | (GEE SIS  Invoice Information | AOC MD Payment | Paymenis | Voucher Affributes |~ Error Summary

[ Personalize Page & htp

Business Unit: VDJUD Invoice No: I Action:
Voucher ID: 00000093 Invoice Date: 040122013 T
Voucher Style: Regular Voucher | Run |
Vendor ID: 0000000009
~ Payment Details:
Payment Status. ﬂ"""‘""" fo ::’f;"r::'ne z:lu“ Remit Vendor ;":':'2‘::" m;" f’m":‘:‘n':"""‘"' Paid Amount Payment Curre
i Requested for Payment 04/0172013 SHARE 0000000008 1 CHK 72.00 usD

4 .

~ Voucher Line - PO Information

Invoice . . PO Business . Schedule Quantity Unit of P
ine Match Line Option B Purchase Order  Line Number ot Item 1D P Mcasure Unit Price
1 Full Match MDJUD 0000000147 1 1DC-1 1.0000 EA

1

Personaize | Find | View A1 | ET |

Invoice  Receiving Business .. Receiver Shipping ’ Unit of Applied Receiver Merch §
e = Receipt Number  Receipt Line (200t " Quantity Enterea 0 % e Merchandise Am ol
=1 MDJUD 0000000105 1 1 1.0000 EA 72.000
m ] v
| save | £\ RetuntoSearch| [] Nofify | Refresh | Update/Display,
Summary| Related D | Invoice | AOC MD Payment | Payments | Voucher Aftributes | Error Summary
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Step Action

17. The Related Documents page displays.

Thispage displays documents that have been associated with the voucher including
payments, purchase orders, and receipts (if applicable).

18. The voucher in this example references a purchase order (PO) and a purchase order
receipt (PO receipt).

The PO or POreceipt lines associated with each invoice line on the voucher display
in the Voucher Line - PO Information and Voucher Line - Receiver Information
sections, respectively.

19. The Payment Details section displays actual payment information for payments
disbursed by the Judiciary (e.g., Return of Escrow payments). Thisinformation
includes the status, scheduled pay date, payment method, and paid amount.

NOTE: Payment information for State issued warrants is displayed onthe AOC
MD Payment page.

20. Click the Invoice Information tab.

| Invoice Information |

Favortes = Man Menu » AccountsPayable > Vouchers > Add/Update > Regular Entry

LIRACLE

Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul

General Enterprise And Resource Support

Advanced Vendor Search

[*] Related Content (2 New Window  ? Help

[ Personalize Page B, htp +

Summary [ Related Documents W ADC WD Payment |/ Payments ' Voucher Afiribules

Business Unit: MDJUD Invoice No: Action:
Voucher ID: 00000093 Invoice Date: T
Voucher Style: Regular Voucher Accounting Date: Run

Vendor ID: STAPLES Session Defaults
ShortName: 300 Pear Tree Ln
Attachments (1)
i Strongsvill, OH 28371 Atachments (1
Location:
Comments(1}
*Address:

*Pay Terms: =

Invoice Lines: 72.00 Due Now L
. Basis Date Type: AcctDate
urrency: = oa
iEm
Miscellaneous: & Non Merchandise Summary
M ,
Freight: = Print Invoice
Total:
Difference: 0.00
Calculate PO Unit
PO Number:
Copy From: Go

Line: 1 Item: UOM: L
"Distribute by: Unit Price: Quantity:
Ship To: 02 Line Amount: Force Price
SpeedChart: Description:
One Asset e
HEpC
Calculate Purchase Order & Receiver nfo

Associale Receiver(s)
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Step Action
21. The Invoice Information page displays.
Use the Invoice Information page to enter/update voucher header, line, and
distribution (accounting) information.
22. View voucher header information including, the voucher ID, invoice number and
date, accounting date, vendor information, and the total amount of the voucher.
23. View attachmentsandcommentsusing the respective links.
Inthis example, one attachment and one comment has been added.
24. View line information for a voucher inthe Invoice Lines sections.
When a voucher has more than one line, scroll through the lines using the arrow
buttons or click the View All link to view all line at once.
25. View funding information for aline in the Distribution Lines section for the line.
26. The following Chartfield information displays onthe GL Chart tab:
- Account
- Batch Agency
- Fund
- Program
- Appropriation Number
- Appropriation Year
- Program Cost Account (PCA)
- Project Business Unit (Grants and Capital Projects)
- Project ID (Grants and Capital Projects)
- Activity (Grantsand Capital Projects)
217. Asset information can be viewed on the Assets tab, if applicable.
28. Click the AOC MD Payment link at the bottom of the page.
NOTE: You can also access payment information by clicking the AOC MD
Payments tabat the top of the page.
AOC WD Payment|
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QlRACLE
Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

[*] Related Conlent () New Window ? Help [& Personalize Page %, htip

Summary [ Related Documents | Invoice information ) Paymenis | Voucher Aliribules |/ Error Summary
Business Unit: MDJUD Invoice No: STP-2309
Voucher ID: 00000093 Invoice Date: 04/01/2013
Voucher Style: Regular Voucher Gross Invoice Amount 72.00
State Status AddiUpdate
Comments
Ref. D t Numb
ef. Document Number AQC Vendor ID STAPLES01-009
Archive Reference No. Vendor STAPLES
a1V a1 B R o1 D
Received Warrant Trans Warrant Payment
Date Payment Status Date Type Transaction Description Number Method Offset Amount Warrant Amount

1

Received y y Adjustment
ate Trans Type  Transaction Description e

1

Adjustment

Adjustment Date (el ST

Invoice Description

[F) save [\ ReturntoSearch [=] Notfy L, Refresh [Er Add

Summary | Related Documents | Invoice Information | AOC MD Payment | Payments | Voucher Aftributes | Error Summary

Step Action

29. The AOC MD Payment page displays payment details transmittedto the Judiciary
by the State of Maryland General Accounting Division (GAD).

Only users with access to the voucher entry component can view this payment
reference information.

30. At thetop of the page, you can view the following payment information for the
voucher:

- Archive Reference Number (ARN) related to the warrant
- State Status which indicates:

1) delivery of payment request to the State displayed as "Submitted to State
(TRN)", or

2) the receipt of paymentsdetails from the State displayed as "Paid by State (HX)"

In this example, a payment request for the voucher has not been sent to the State;
therefore, no information isavailable.

31. Inthe State Payments and State Adjustments sectionsthe following information is
available when payment reference information isreceived from the State:

- Warrant information (warrant number, date, payment methodamount, etc.)
- Transactional activity including adjustments, stop payments, re-issues, voided
warrants
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Step Action

32. You have successfully completedthe Reviewing Voucher Information topic.

You have reviewed with the following topics and concepts:

- Viewing voucher summary information

- Viewing voucher related transaction information

- Viewing invoice information

- Viewing payment information from the State of Maryland General Accounting
Division (GAD)

End of Procedure.

5.2 Running the Payment History by Vendor Report (APY2000)

The Payment History by Vendor Report provides a register of paymentsfor a vendor. Using the
Print Optionsradio buttonson the Payment History by Vendor page, you can generate eithera
Detail, ora Summary version of this report.

After completingthis topic, youwill be familiar with:

e Running the Payment History by Vendor Report

Procedure

In this topic, youwill run the Payment History by Vendor Report.

Step Action

1. Move the scrollbar down to the Accounts Payables link.

2. Navigate to the Payment History by Vendor page.

Click the Accounts Payable link.
[l Accounts Payable|

3. Click the Reports link.
4. Click the Vendor link.
5. Click the Payment History by Vendor link.

[Payment History by Vendor|
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ORACLE"

Home | Workist | MuliChannel Console |  Addto Favortes | Sign out
Favorites ~ Main Menu » AccountsPayable > Reports > Vendor » Payment History by Vendor

B New Window 2 Help B} hitp
Payment History by Vendor
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

|~ Search Criteria

Run Control ID: begins with + ||

[Ccase sensitive

Search | Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Valug

Step Action

6. The Payment History by Vendor search page displays.

Click the Add a New Value tab.
Add a Mew Value

ORACLE"

Home | Workist | MuliChannel Console | Addto Favortes |  Sign out
Favorites ~ Main Menu » AccountsPayable > Reports > Vendor » Payment History by Vendor

B New Window 2 Help B} hitp

=1

Payment History by Vendor

Find an Existing Value Add aNew Value

Run Control ID:||

Add

Find an Existing Value | Add a New Value
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Step Action

7. The Add a New Value tabdisplays.

Enter the desired information into the Run Control ID field. Enter a valid
value e.g. ' PAYMT HIST VNDR'.

NOTE Once the Payment History by Vendor report hasbeen run using the run
control PAYMT _HIST _VNDR' at least one time, subsequent Payment History by
Vendor report requests will use the same run control.

8. Click the Add button.

Home | Workist | MuliChannel Console |  Addto Favortes |  Sign out
Favorites - Main Menu » Accounts Payable > Reports > Vendor » Payment History by Vendor

BNew Window 7 Help [& Personalize Page &, hitp
Payment History by Vendor

Run Control ID: _PAYNT_HIST_VNDR Reporthlanager  Process Monitor [ RUR]
Language: M

From Date: 12182011 [

Through Date: [1211812012 )

*Detail or Summary: Summary -

Find | View A1 First K 1071 I Last

*Remit SetiD *Remit Vendor

SHARE @, Q FHE
& save |\ ReturntoSearch |+[F] freviousinist  4E] Nextinlist  [S] Notify B {ipdate/Dispiss

Step Action

9. The Payment History by Vendor page displays.

Click the Run button.
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Home | Workist | MulliChannel Console | Addto Favorites |  Sign oul

Favortes ~ Main Menu » AccountsPayable > Reports > Vendor > Payment History by Vendor

@I New Window ? Help [& Personalize Page

Process Scheduler Request

User ID: andrew somers

Server Name: I ~

Recurrence: -

Time Zone: Q

Run Control ID: PAYMT_HIST_VNDR

Run Date:|03/27/2013 &
Run Time: |2:24:02PM

Resetto Current Date/Time

Select Description Process Name Process Type “Type “Format Distribution
= APX2000 APX2000 Bl Publisher Web ~ PDF ~ Distribution
= Payment History By Vendor APY2000- Crystal Web ~ PDF ~  Distribution

OK || Cancel |

Saved

Step

Action

10.

The Process Scheduler Request page displays.

Click the Server Name list.

| v |

11.

Click the PSNT list item.
[PSNT |

12.

Click the Select optionforthe PaymentHistory By Vendor process.

13.

Click the OKbutton.
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HultiChannel Consol

Add to Favorites

Favortes - Main Menu » AccountsPayable > Reports > Vendor » Payment History by Vendor

ENew Window ? Help [ Personalize Page B} hitp

Payment History by Vendor

Run Control ID:  PAYMT_HIST_VNDR Process Wonitor [EoRUN

English  +

Report Manager
Language: Process Instance: 14667

Report Request Parameters:

Print Options
From Date: 1211812011 [H) [

*Detail or Summary: Summary -
Through Date: 1211812012 5]

Find | View A1 First K 1071 I Last

*Remit SetiD

SHARE @

*Remit Vendor

HE

[B) save | [, Returntosearch | [+ rrevios oo | [4E] Nestintist | |[E] Notify | [Er Add | pdate/Dispiay,

Step Action

14. The Payment History by Vendor page displays.

Click the Process Monitor link.

Process Monitor

ORACLE’

| workist | MultiChannel Console |  Add to Favorites Sign out

Favorites = Man Menu > AccountsPayable > Reports > Vendor > Payment History by Vendor
Elnewwindow 7 Help & Personalize Page B hip
[ Process List_ ST
Actions
UseriD|neilshahi Q. Type - Last - [ 3 Days ~ | Refresh |
Server ~  MName | @ Instance | to |
Run Status - Distribution Status Save On Refresh
Process List
Process . stribution .
Select Instance Seq. Process Type — ser Run Date/Time Run Status it Details
O 14667 Crystal APY2000-  neil shahi 12/18/2012 2:43:40PM PST Queued NA Details
[ |14886 Crystal APY2000-  neil shahi 12/18/2012 2:39:34PM PST Success | Posted | Details
[] |14663 Crystal APY1020-  neil.shani 12/18/2012 213:57PM PST Success  Posted  Details
O 14662 Bl Publisher APX1020  neil shahi 12/18/2012 2:11:02PM PST Success  Posted | Defails
[ |14861 Crystal APY1020-  neil shahi 12/18/2012 2:09:59PM PST Success  Posted Details
] |14660 Crystal APY1010-  neil.shani 12/18/2012 1:55:34PM PST Success  Posted | Details
] 14656 PSlob DUF VDR neil shahi 12/18/2012 1:41:28PM PST Success  Posted  Defails
[ 14647 PSlJob DUP VNDR neil shahi 12/1812012 1:20:10PM PST Success | Posted | Details
[ |14638 PSJob DUP_VNDR neil.shahi 12/18/2012 1:19:36PM PST Success  Posted  Details
Go back to Payment History by Vendor
|2 save | [5) Notify |
Process List| Server List
il I ] v
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Step Action

15. The Process Monitor - Process Listpage displays.

The process you ran is listed by process instance number in the Process List section.

16. Click the Refresh button until the Run Status reads "Success"andthe Distribution
Status reads "Posted".

17. Click the Detailslink.

ORACLE"
Home | Workist | MuliChannel Console | Addto Favortes |  Sign out
Favorites ~ Main Menu » AccountsPayable > Reports > Vendor » Payment History by Vendor
Enewwindow 7 Help [& Personalize Page 5 hip
Process Detail
Process
Instance 14667 Type Crystal
Name APY2000- Description Payment Histary By Vendor
Run Status Success Distribution Status Posted
[rn
Run Control ID TEST Hold Request
Location server Queue Request
Server PSNT © Cancel Request
© Delete Request
Recurrence Restart Request
Request Created On 12/18/2012 2:43:58PM PST Paramsters Transfer
Run Anytime After 12118/2012 2:43:40PM PST Message Log
Began Process At 12118/2012 2:44:29PN PST Batch Timings
Ended Process At 12/18/2012 2:44:42PW PST View Log/Trace
OK Cancel

Step Action

18. The Process Detail page displays.

Click the View Log/Trace link.

iew LogMrace
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Home | Workist | MuliChannel Console | Addto Favortes |  Sign out
Favorites - Main Menu » Accounts Payable > Reports > Vendor » Payment History by Vendor

Enewwindow ? Help & Personalize Page 8 hip

View LogiTrace

Report
ReportiD: 10952 Process Instance: 14667 flessage Lod
Name: APY2000- Process Type: Crystal

Run Status: Success

Payment History By Vendor
Distribution Details

Distribution Node: PSNT Expiration Date:

|
§

Name File Size (bytes)  Datetime Created
APY2000- 14667 PDF 38335 12118/2012 2:44:42 528198PM PST
CRW APY2000- 14667.l0g 0 1211812012 2:44:42 528198PM PST
pssaltrace.rc 490 1211812012 2:44:42.528198PM PST
Distribution ID Type “Distribution ID
User neil.shahi

Retum

Step Action

19. The View Log/Trace page displays.

Click the APY2000-_14667.PDF link.
[APY2000- 14667 PDF|

Poopiedot Aosourts Paysbie

To:

Involes D
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Step Action

20. The Payment History by Vendor Report displays in a new window.

Review the Report.

21. You have successfully completedthe Running the Payment History by Vendor
Report topic.

You have learned how to:
- Run the Payment History by Vendor Report
End of Procedure.

Course Summary

=N

4
Congratulations!

You have successfully completedthe AP220 Creating and Maintaining Vouchers course. In this
course, you have learned how to:

e Enterregular vouchers

e ldentify voucher types

e Submit vouchers for approval

e Manage invoice/ vendor payment disputes

e Monitor and manage voucher budget checking, matching and document tolerance
exceptions

e View thevoucher summary forvoucher status information

e Process revenue refunds

e Review related voucher transactions

e Access and use online inquiry pages and run voucher related
reports

We hope that youfound thisclass informative, interactive, and fun. Check out other GEARS
trainingcourses, available onthe GEARS website at http://courtnet/gears/index.html
(http://courtnet/gears/index.html).

We are always looking for opportunitiesto improve our courses. If you have ideas on improving
thiscourse please share your feedback by sending us an email at gearstraining@mdcourts.gov
(mailto:gears@mdcourts.gov).
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