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PO Vouchers Overview

The PeopleSoft PO Vouchers business process enables the creation of vouchers from PO and receiver
data that was previously entered into the system during the PO/receiving business process. The benefits
of this allow:

e Areduction in both time and effort by not having to re-key data to the voucher.
Improved accuracy as no data is manually entered.
Automated tracking of amount and quantity remaining on the PO.
Automated cross-reference between POs and vouchers.
Automated encumbrance and expenditure tracking.
Vouchers can be created either from purchase orders or receiving documents. Agency business
processes will be the determining factor on which method will be used to copy the PO to the
voucher.

This manual is divided into the following main coverage areas:
PO Order Inquiry
The key component of a PO that affect the way it copies onto a voucher is explained.

PO Voucher Creation
The entire process of creating a voucher from a PO and or a receiving document is covered.

Matching
The match and match exception process is explained.

Document Tolerance
The process of what to do when a voucher fails document tolerance is explained

Budget Checking Errors
The process of what to do when a voucher fails budget checking is explained.

PO Activity Summary and PO Accounting Entries
The PO inquiry screens used to review voucher activity that were performed on POs are covered.

PO Voucher Closure
How erroneous PO vouchers may be removed from the system is covered.

Adjustment Vouchers
Debits or credit adjustments used to adjust existing posted vouchers is explained.

Journal Vouchers
When a journal voucher is appropriate for a PO voucher expenditure correction is discussed.

Finalize Function
When and how to liquidate and encumbrance on the sourced PO using the final function on the voucher
is explained.

NOTE: Throughout this manual screen shots are included to illustrate and describe the data fields that
must be entered for specific transactions. Not all pages or fields on a page will be explained. This manual
focuses on those pages and fields that are required for data entry for the State of Oklahoma.

COR112 Purchase Order Voucher Manual Page 6 of 107
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Purchase Order Inquiry

Purchase orders and receipts are the source documents for PO vouchers. Accounts payable users who
can understand the values and information copying from the purchase order (PO) onto the voucher will be

able to work more effectively with purchasing, prevent and resolve errors, and process invoices more

efficiently. The chapter explains the key components of a PO that affect the way it copies onto a voucher.

Navigation: Purchasing > Purchase Orders > Review PO Information > Purchase Orders

Purchase Order Inquiry
Enter any information vou have and click Search. Leave fields hlank for a list of

PO I:

Buyer:

©)

/ Find an Existing Value
Business Unit: @I: vl |Dgggg a,

Contract SetiD: | begins with = ||
Contract ID: w+ [egins with ]|
Release Number: 3 |= i |
Purchase Order Date: | = j |
PO Status: @ |= | | =]
Short Vendor Name: | biegings with j |
Vendor ID: | begins with x| |

Buyer Name: @| begins with | |
PO Type:
[ case Sensitive e POs can have Contract IDs and Release Humbers

Search | Clear | Basic Search Save Search Criteria

(2) [begins with =] 0902000041

Jey e

(=

[ begins with x|

L Lo L L

QF 3 | 3

bt generally accounts payable does not use thera
to search.

1.

Business Unit: (BU) defaults to specific value for each user. It is the only required field. The
additional fields serve to narrow the search.

PO ID: Search on a partial or complete PO number. PO numbers are ten digits and begin with
AGY9 where AGY is the agency number.

PO Date: Search on a specified date or date range.

PO Status: Search on a status available in the dropdown box.

Vendor Information: Search on vendor short name or ID to select a vendor. The Q allows for
a vendor search.
Buyer: Search on CPO using CPO user ID.

PO Type: Search on type available in the dropdown box.
Click _Searsh |

COR112 Purchase Order Voucher Manual Page 7 of 107
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Purchase Order Inquiry Page

The Purchase Order Inquiry page opens with view-only access to the PO. Each PO includes:

1. Header Information: Pertains to the whole PO
2. PO Line: Details the items and quantities ordered
3. PO Distribution Lines: Contains the expenditure accounts and chartfield distributions

Purchase QOrder Inquiry
Purchase Order

| Iniit: asooon @ PO Status: Dispatched
PO ID: 0909000041 Budget Status: Walid
Change Order: 3
F
PO Date: 0170852004 Doc Tol Status: Walid
Vendor: INSIGHT IN-001 Backorder Status: None
zendor ID: 0000069013 Yendor Details Receipt: Mot Recvd
[ Hold From Further Processing
Buyer: Garry Gearge
PO Reference: Merchandise: 913548
Header Details All BT Matching Freight TaxMisc.: 0.00
Header Comments... Document Status Total: 913558 USD

IChange Order

Link to PO Distribution Lines l

Line Item Item Description Category Amount

1 % 096247 Insurance and risk management 096247 1.0000 MOR 6291 .74 USD Active =
2 B nasz47 Inzurance and rigsk management 096247 4.0000 MCOR 1862.36 USD  Active 25
3 % 096247 Insurance and risk management 096247 5.0000 MOR 981.48 USD Active =1

NOTE: PO Inquiry is helpful before, during, and after voucher creation, and is useful in preventing and
resolving certain voucher exceptions.

COR112 Purchase Order Voucher Manual Page 8 of 107
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Purchase Order Header

PO header information significant to accounts payable users is as follows:

1. PO Status: The PO Status must be Dispatched for the PO to copy onto the voucher. If the status
is other than Dispatched when copying the PO to the voucher, a message that there is no
matching value displays on the voucher.

2. Budget Status: The PO budget checks against the allotment budget and creates
encumbrance(s). The budget status must be Valid for a voucher copied from a PO to budget
check and reduce the encumbrance(s).

Purchase Order Inquiry
Purchase Order

Unit: naoon @PG Status: Dizspatched
PO ID: nanannnodt @ Buidget Status: valid
Change Order: 3 POA Status: Mot Required
b
PO Date: 01:08/2004 Doc Tol Status: Walid
Vendor: INSIGHT IN-001 Backorder Status: Mone
Wendor ID: 0000069013 @ wendor Details @ Receipt: Mot Recvd
I Hold From Further Processing
Buyer: Garry Gearge
PO Reference: Merchandise: 9135.58
Header Details @ All RTY @ Matching Freight TaxMisc.: 0.00
Header Comments... Document Status Total: 9135.88 USD

Chande Order

3. Vendor ID and Vendor Details: The vendor ID, location, and address copy from the PO onto the

Invoice Information page of the voucher component.

e These values must be the same on the PO and the Invoice Information page of the voucher
component when the process called Matching is run. See page 11, #5.

¢ A matching exception (H200) occurs when the vendor location and/or address on the Invoice
Information page and PO do not match. Many H200 matching exceptions occur because the
location and address are changed on the PO after the PO is copied to the voucher but before
matching is run.

COR112 Purchase Order Voucher Manual Page 9 of 107
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Vendor Details Link

The Vendor Details link displays a Vendors Details panel, which contains the vendor location and
address.

If a voucher has a H200 matching exception, correct it by entering this PO location and address onto
the Invoice Information page of the voucher component.

Purchase Order Inquiry 4
\égndﬂr Details -- INSIGHT INVESTMENTS CORRF*

/
Unit: 09000 PO ID: 0909000041 Change Order: 3"
Location: 0001 Te
Adidress: 1 | Show Address Details | (
Contact: Show Contact Details | Bp
Salesperson: Show Salespersan Detailsl /

», o Ly ye—— F -

4. Header Comments: The link is activated on the PO Inquiry page if the CPO entered comments
applicable to the whole PO. Comments may provide useful information to accounts payable
users. By default, one comment displays when the link is clicked, but the View All link on the
header bar is activated when there are multiple comments. Clicking View All will expand all

comments.

Purchase Order Inquiry 4
Vendor Details -- INSIGHT INVESTMENTS CORR*
Uniit: 09000 PO 1D: 0909000041 Change Order: 3"
Location: oo Te
Address: 1 | Show Address Details | (
Comtact: Show Caontact Details |

Salesperson: Show Salespersaon Detailsl /

L el e F -

5. Matching: Matching compares vouchers with purchase orders and receiving documents to
ensure the correct vendor is paid and that the payments do not exceed the quantities and
amounts on the POs. Matching should be enabled on all POs with the exception of Authority
Orders (authority for purchases for small dollar expenditures). See the Matching chapter
beginning on page 60 for additional information.

COR112 Purchase Order Voucher Manual Page 10 of 107
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Matching Link

Purchase Order Inquiry@
PO Matching -- INSIGHT INVESTMENTS CORP
Unit; nanoon PO ID: 0809000041 Change Order: 3
FPartially
Match Action: Standard
Match Fule: STARNDARD
Return

The Matching link displays the PO Matching panel and provides the Match Option and Match Status
applicable to the PO as a whole.

e Matching Options:
o Standard: PO to voucher or receipt to voucher.
o No Match: No match required. No Match is used for authority orders because the vendor ID
cannot match on the PO and voucher.
e Match Status: Values include To Match, Partially, Fully Matched, and Unmatched based on the
extent to which the matching process has been completed for the PO.

NOTE: If a Match Status is Fully Matched, the PO cannot be copied onto the voucher. A message that
there is no matching value displays on the voucher if an attempt is made to copy a matched PO.

6. Receipt (page 10): Displays the receipt status of the PO. Values are Not Received, Partial, and
Received. See the PO — Receiving Required section beginning on page 18 for information about
POs that do require receiving.

COR112 Purchase Order Voucher Manual Page 11 of 107
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Purchase Order Lines

The PO lines with item descriptions, quantities, amounts, and statuses are listed on the PO Inquiry

page. Also included on the PO lines are three icons that provide access to information that is important
to accounts payable.

Customize | Find | Wiew: All | H First E‘ 1-3 of 3 E|
Line tem tem Description Category PO City UomM  Amount Status @
1 @% 095247 Insurance and risk management 095247 1.0000 MOR 5291.74 USD Active @ |§I
2 Fé. 095247 Insurance and risk manadgement 095247 4.0000 MOR 1862.36 USD Active Q |—_@:
3 Fé. 095247 Insurance and risk management 096247 5.0000 MOR 981.48 USD Active Q ES

=13
1. Line Details E‘E Displays the Details for Line panel for the PO line selected and allows view-only
access to additional information pertaining to the particular line. Included are specifications for
two options that affect the way the PO line matching rules will apply.

Details for Line INSIGHT IN-001

PO ID: 0909000041 Line: 1 Insurance and risk managerment

Status: Active [ Amount Only Backorder Status:  MNone

PhysE:ra_l__Mature_:__ Goods

> a W A r - » Y S . B s bt

e Amount Only: Designates the line as amount-only if the box is checked. The purchase order
guantity value on the line is 1 and the matching rules apply only to the dollar amount on the line.

ity JI}". Sl:lledulr_. |""{.G Lint. I"U

I~ Withholding Replenish Code: Standard
Recv Req Ontional I Inspect I” Device Tracking
Config Code:

e Recv Reqd: Values are Do not Receive, Optional, and Required. If receiving is required, the

receiver is matched to the voucher. If receiving is required but the voucher is created without a
receiver, a R500 matching exception occurs.

2. Line Comment  : Displays the PO Line Comments panel for the PO line selected. Comments
pertaining to a PO line are available when the icon contains lines. Comments may provide useful
information to accounts payable users. By default, one comment displays when the link is clicked,

but the View All in the header bar is activated when there are multiple comments. Clicking View
All link will expand all comments

T
3. Schedule '=': Allows schedules and distributions to be accessed for the PO line selected. PO
line 1 was selected for the print screens that follow.

COR112 Purchase Order Voucher Manual Page 12 of 107
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Purchase Order Schedules Page

Schedules are created for each unique delivery address and due date. Although there are several icons
on the schedules page, two icons provide access to information that is important to accounts payable.

Purchase Order Inquiry

Schedules

Unit: naooo PO ID: 0309000041 Change Order: 3

Eeturn o Wain Page

nd |View AL First ¥ 1ors B Last

Insurance and risk mananement PO Oty 1.0000 MOR  Amount: 6291.74 USD

First [ 1af 1 [+ Last

Details Statuzes
Sched Due Date Time Due Revision Ship To PO Oty Amount Status
1 @Fé. 01/08r2004 nanom 1.0000 G291.74000 6291.74 USD Active T @ E‘g

|'U
=.

1. Line: By default, only the schedule(s) for the PO line selected displays. When there are
schedules associated with multiple PO lines, the View All link in the Lines header bar activates.
Clicking View All will expand all available PO lines and their associated schedules.

o When there are numerous PO Lines, it may be preferable to access the Lines by one of the
following means:

o The Find link on the header bar allows a search string to be entered to search for a particular
line or value.

o The L] identifies which PO Line is displayed and the total number of PO
Lines. Use the navigation buttons and links to scroll through the Lines. FIRST and LAST
accesses the first and last PO Line.

2. Schedule Details = . Provides Matching and Match Status PO for the PO schedule selected.
See page 16.

3. Distributions/Chartfields . Contains information about the funding allocation and expense
account distribution of the PO line. See page 17.

COR112 Purchase Order Voucher Manual Page 13 of 107
Revised: January 26, 2021



:l' & OKLAHOMA

A 2
[N

Schedule Detalls

Schedule Details = . Provides Matching and Match Status PO for the PO schedule selected:

e Matching Options: No Match (no match required) and Full Match (standard match action applies

to the PO schedule). Only Authority Order PO schedules should be set to No Match.

Match Status PO: Values include To Match, Partially, Fully Matched, and Unmatched based on

the extent to which the matching process has been completed for the schedule. If a Match Status

PO is Fully Matched, the PO line is not available to be copied onto the voucher.

e The Schedule Details panels for the three PO lines in the example PO are displayed to illustrate
that each PO line can be in different stages of the match process. This will be important when the
PO is copied to the voucher in the PO Voucher Creation chapter.

Purchase Order Inguiry
Details for Schedule 1

PO ID: 0808000041
r.ine: 1 l
ftem: 096247

% Insurance and risk management

\mﬁ‘\"‘\,‘*‘\.‘h‘ A e it o h Al A “-q‘ -

Due Date 01/08i2004
Original Promise Date;
Ship Date:
Ship Via COMMON Camman Cartier
Freight Terms FOB DEST Free an hoard at Destination
Matching Full Match
Match Status PO Partial
L P Y - Sy P
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PO ID: 0909000041 r
’Line: 2 ] 3
ftem: 096247 f
Fl% Insurance and risk managemerf
»
Due Date 0150812004 é
Criginal Promise Date: },
Ship Date: b |
Ship Via COMMOMN CoMmmon Carri?
Freight Terms FOB DEET Free an huardg
w*

- <
IMatching Full Match 4
Match Status PO Matched ;’

T S —" g —
PO ID: 09080000441
Line: 3 l }
ftem: 096247 1
L% Insurance and risk managemerf
Due Date 01/08i2004 f
Original Promise Date: )
Ship Date: F
Ship Via COMMOM Camman Carr?
Freight Terms FoB DEST Free on hoard a;
+
Matching Full match 3
Match Status PO LInmatched }
——e [ —F =

NOTE: Matching occurs at the line PO line level. When vouchers match, they reduce the quantity
and/or amounts available to match.

COR112 Purchase Order Voucher Manual Page 15 of 107
Revised: January 26, 2021



:l' & OKLAHOMA

v
[N

Distribution Details

The Distributions page contains information about the funding allocation and expense account
distribution of the PO line. It can be distributed among single or multiple lines.

1. Line and Schedule: Identifies the PO line and schedule selected with the =% icon on the
Schedules page (page 14).

2. Distribute By: Method allocates the charges with one of two options:

e Amount: The sum of all distribution amounts must equal the schedule amount. (Inventory items
cannot be distributed by amount.) Line 1 in the example is distributed by Amount. The sum of the
five (5) distribution amounts total the Merchandise Amt of $6,291.74. The PO Qty column has no
values.

Distributions for Schedule 1

POID: 0909000041 Line: 1@ Sched: 1 Mem: 096247 Insurance and risk B
management
Status: Active Sched Gty: 1.0000 @
Distribute by:  Amount @ Merchandise Amt: 6231.74 USD
Doc. Base Amount: B281.74 USD

First [4] 1-5 of 5 [

Custarize | Find | Wiew All | £

Distributions
Chartfields

Y DetailsiTax " Ren Detail

@ Aszset Information

Dist Status Percent PO Oty @Amoum GLUnit Account :t:;::;)um % % Dept Bud Ref Budg Dt Location
1 Open  4.9280 310.06 USD 09000 532160 01 1000 19401 1000083 04 01/08i2004 09000
2 Open  29.5998 1862.34 USD 09000 531310 01 1000 21500 3000060 04 01/08/2004 09000
3 Open 10.3998 654.33 USD 09000 531310 01 1000 18401 1000083 04 01/08i2004 09000
4 COpen 39473 2483.54 USD 09000  TBOD 05 o7/01iz2005 09000
5 Open  15.5993 §81.47 USD 09000 TBD 05 07/0142005 09000

e Quantity: The sum of all distribution quantities must equal the schedule quantity. Line 3 in the
example is distributed by Quantity. The PO Qty for distribution line 1 and the Sched Qty are 6.

Distributions for Schedule 1

POID: 0909000041 Sched: 1 Rem: 096247 Insurance and risk B

management
Status: Active Sched Oty: 50000 |
Distribute by:  Quantity @ Merchandise Amt: 981.48 LUSD
Doc. Base Amount: a81.48 USD

Distributions Customize | Find | viewall | B8 First [ 01 [
Charffields | DetsilsTax | Assethformation | Req Detai
. . ub- und Class- ;
Dist Status Percent PO Oy Amount GL Unit  Account Account Type Fundin Dept Bud Ref Budg Dt Location
1 Qpen 1000000 6.0000@ 931 4% USD 08000 TED lil3 0740112005 09000

NOTE: The Distribute By on the PO is very important to accounts payable because it affects the
behavior of the voucher. This is demonstrated on pages 36-37.

3. Distribution Lines and Encumbrances: When the PO budget checks with a status of Valid, an
allotment encumbrance is created for each PO distribution line with an expense account
beginning with 5 or 601100 (authority order POs).
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TBD values are entered on PO distribution lines account fields when contractual obligations span
past the current budget year. TBD PO distribution lines do not budget check against the allotment
budget and must not be used on the voucher. If a voucher with a TBD account has been created
against a PO and has posted, the TBD account cannot be changed on the PO when the budget
becomes available. See page 39 for additional information.

The PO distribution line amounts copy onto the voucher regardless of the remaining
encumbrance left on the PO lines when copying from the PO. See page 38.

Chartfields Details/Tax 4 ) Asset Information % Reg Detail
Dist Status Percent ﬁt\g @M GL Unit  Account %m it % E:jﬂ Dept Buil Ref
1 0Open 48280 310.06 USD 09000 532160 01 1000 19401 1000083 04
2 Qpen 2858498 1862.34 USD 08000 531310 0 1000 21500 3000060 04
3 Cpen 10,3998 £54.33 USD 09000 53310 0 1000 19401 1000083 04
4 Cpen 38473 248354 USD 08000  TEBD @ 0s
5 0pen 155393 981.47 USD 09000  TBD 05

Custamize | Find | Vig

Details Page: Contains the Commitment Control Close Flag field. The flag checkbox will be
checked if the outstanding encumbrance for the distribution line was fully liquidated through the
PO or by using the final function on the voucher. The Finalize Function chapter beginning on
page 105 covers liquidation of an outstanding encumbrance using a voucher.

NOTE: If the Commitment Control Close flag checkbox is checked for every PO distribution line, the
PO line will not be available to copy onto the voucher. If just one checkbox is not checked, the PO line
will be available to copy to the voucher (if it is not fully matched) and, if selected, all distribution lines
will copy onto the voucher.

First [+ 1-5of 5
Details Tax Y Asset information | Feg Detsil
. 4 Commitiment Control
Dist Status O Percemnt Base Amt currency Close Flag
1 DOpen 4.9280 31006 LISD Currency =
2 DJpen 2959493 1862.34 LSD Currency -
3 Cpen 10.39498 FAad4.33 LISD currency =
4 Open 394731 2483454 LUSD Currency -
5 Open 156993 981.47 USD Currency =
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Purchase Orders - Receiving Required

The purchasing receiving process enables goods and services to be received and referenced against

a PO. This section provides an overview of the key receiving components of a PO that affect the way
it copies into a voucher.

Purchase Order Inquiry Page

When a PO requires receiving (page 11, #6), the Receipt status values include Not Recvd, Partial, or
Received based on the extent to which the receiving process has been completed for the PO.

Purchase Order Inquiry
Purchase Order
Unit: 04000 PO Status: Dispatched
PO ID: 0409007771 Budget Status: Walid
w7
PO Date: 07/01/2006 Doc Tol Status:  Valid
Vendor: o5U-001 Backorder Status: MNane
Vendor ID: 0000000010 vendor Details Receipt: RECEiVEd]
T o A iy — o it P v S ’FHP_ItI From Further Pr_otifgsiuu.

Purchase Order Lines

=1
The Line Details = icon allows view-only access to additional information including the specifications
for the amount-only and receiving options that affect the way the PO line matching rules will apply.

Custarnize A First E 1 cf 1 |I| Last
Line ftem ltem Description Category PO Oty UOM  Amount Status
1 099T12 Fass thru funding for training 059712 1.0000 SUM 70000.00 USD  Active @
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Details for Line Panel

The Details for Line panel for PO line 1 is illustrated.

Details for Line OSU-001

PO ID: 0408007771 Line: 1 Pass thru funding for training
Status: Active

¥ Amount Only Backorder Status:  Mone

Physical Nature: Goods

Amount: 70,000.00 UsSD
Category: 09e712 FASS THRU FUNDING FOR 17141
S A T T e - B A T S P il —

Amount Only: Designates the line as amount-only since the box is checked. The PO quantity
value on the line is 1 and the matching rules apply only to the dollar amount on the line.

Al el
Price Oty Schedule Price Date: PO
r Withholding Replenish Code: Standard
Recv Reqi Required I~ Inspect [™ Device Tracking
Caonfig Code;

Recv Reqd: If receiving is Required a receiver must be matched to a voucher. If the voucher is
created without a receiver, a R500 matching exception occurs. See page 59.

Purchase Order Line and Schedules

The Schedule Details B icon provides the matching and Match Status PO for the PO schedule
selected. See page 21 for the Schedule Details for this PO line.

|Purchase Order Inquiry
|
Schedules

Unit: 04000 POID: 0408007771

Return to Main Page

First [ 1 cf 1 [ Las

70000.00 UsD

Pass thru funding for training PO Gty:  1.0000 SuUM Amount:

Customize | Find | ¥isw &1l | 2 First [4] 1 of 1 Last
Details K Statuszes
Sched Due Date  Time Due Revision Ship To PO Oty Price Amount Status
1 DBIESIEDDG 04020 =l 1.0000 70000.00000 70000.00 USD Active T o @ E‘g

COR112 Purchase Order Voucher Manual Page 19 of 107
Revised: January 26, 2021



:l' & OKLAHOMA

A 2
[N

Details for Schedule Panel

The Schedule Details for PO line 1 is illustrated.

Purchase Order Inquiry

Detalls for Schedule 1 r
PO ID: 0409007771 3
Line: 1 »
hen: n9gr12 4
FE5  Pass thrufunding for training o«

Due Date 0efZ28r2006 -
Original Promise Date: 10M 02005 €
Ship Date: J
Ship Via SOk oM Cormmon Carrier A
-

Freight Terms FOB DEST Free on board at Desiinatiq’
-«

Matching Full Match <
Match Status PO Partial ;
e

e Matching Options: The option Full Match must be selected for POs requiring receiving (standard
match action applies to the PO schedule). Only Authority Order PO schedules should be set
to No Match.

e Match Status PO: Values include Partial, Matched, and Unmatched based on the extent to which
the matching process has been completed for the schedule. If a Match Status PO is Fully
Matched, the PO line is not available to be copied onto the voucher. The match status can be
partial even though it is fully received when vouchers have not been created for all receipts.

Distribution Details

The Distribution Details for PO !ine 1 is illustrated. (The distribution line for the PO line and schedule
selected is accessed with the = icon on the Schedules page, (page 14).

Purchase Order Inquiry

-»
Distributions for Schedule 1 i
-y

PO D 0409007771 Line: 1 Sched: 1 em: 093712 Fass thru funding far training = :
_ -

Status: Active Sched Cry: 1.0000 &
Pis’lril}ute by: Amount Merchandise Amit: FOoOooo.oo ush J
Doc. Base Amount: yoooo.oo wsD f

Distributions

Chartfields % DetailsiTax  § Asset Information | Req Detail !
o . Sub- Fund Class-
Dist Status Percemt PO Oty Amount GL Unit  Account Account Type Fundin Dept Budl Re;
1 Qpen  37.9561 26569.24 |50 04000 5549110 [u}] 1000 19701 2142108 a7
2 Open 6B2.0439 43430 .76|SD 04000 554120 os 1000 19701 2142108 a o

Since PO line 1 was designated as Amount-Only (page 20), the Distribute by can only be Amount. The
charges will be allocated over the amount of $70,000. Inventory items or items with fixed costs should
be distributed by Quantity.
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PO Voucher Creation

PO vouchers begin with the copying of the PO and/or receiving data. After copying, this data may be edited
or additional data may be added to complete the voucher.

Step 1 — Copy PO/Receiver Data to Voucher

Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

Add a New Value Voucher Page:

Voucher

/Find an Existing Yalue " Add a New Value

Business Unit: @IMQ
Voucher ID: @IW
Voucher Style: @l RegularYoucher |
Short Vendor Name: I—Q
Vendor ID: @I— a,
Vendor Location: I— a,
Address Sequence Number: I—D Q.
Invoice Number: @|1 25351
Invoice Date: @IMEJ
Gross lvoice Amount: 0.o0
Freight Amount: ®: 0.00
Misc Charge Amount: | 0.o0
Estimated No. of Invoice Lines: |—1
®
sd |9
1. Business Unit: (BU) defaults to specific value for each User.
2. Voucher ID: Defaults to NEXT. The system sequentially numbers the vouchers. DO NOT
CHANGE.
3. Voucher Style: Defaults to Regular Voucher. Use this style to pay the vendor.
4. Vendor Information: Do not enter vendor ID or short name. It will default from the PO.
5. Invoice number:
e Enter identifiable invoice number from invoice.
e Enter invoice number per BU invoice numbering conventions when no invoice number is on the
invoice.
6. Invoice Date: Enter or use the E icon to select the date.
7. Gross Invoice Amount: Do not populate until after the PO is copied.
8. Estimated No. of Invoice Lines: Leave at 1.
9. Click __Add |

NOTE: This is referred to as the Add and Search Page.
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Invoice Information Tab

The Invoice Information Tab displays when Add | was clicked on the Add and Search page.

Invoice Information ' Payments | Woucher Atiributes |

Business Unit: 03000 @ Invoice Number: |1 25351

Invoice Date: |Dar3m2004 El
Voucher Style  Regular Action: I :I' Run

@

Voucher ID: MEXT

view Related Document
lPO Unit: | 2, Purchase Order: | Q. CopyPO " [Worksheet Copy Option: |Nnne j ]
e payTomms:  [00ms =] T BasisDtTye InvDate
Name: I Q Control Group: I Q Comments
Location: | Accounting Date: |05r3m2004 El
‘Address: I Avanced Vendor Search  'Currency: IUSD Q Mon Merchandise Summary

Total: 0.00 Calculate |

1. Invoice Number and Invoice Date: Populated from the information entered on the Add and
Search page or it can be populated directly on the Invoice Information page.

Copy from a Source Document: PO vouchers are copied from the PO and/or receiving data

and are the source documents. The PO associated with a voucher is also referred to as the

reference document. After copying the PO or receiver, the data may be edited or additional data
may be added to complete the voucher.

Invoice Lines

E| Line ‘Distribume by em Description Quantity UOM Unit Price Extended Amount
1 [amount x| | Q | | [ a 0.00

Ship To SpeedChart

IDQDDD Q I Q [ Use One Asset ID Calculatel
Sl
/ GLChart ' ExchengeRete | Siafisics | Assets |

£ . Sub- Class- 5
Amount Quantity ‘GL Unit  Account Account Fund Type Fundin Dept Bud Ref CFDAZ Budget Date

= 0.00 | {oso00 @ | Q| Q| Q | Q| Q| Q| Q, |oBi3nszo04

NOTE: The Invoice Information and the other voucher pages are contained in what is referred to as
the Voucher Component.
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Copying from a Source Document

There are two (2) options when copying the PO to the voucher:

1. Copy from a Source Document:

@ Wiew Ralated Document

PO Unit: IDQDDD <, Purchase Order: IDQDQDDDD41 Q | CopyPO | Worksheet Copy Option: INDnE |

e This option may be suitable for agencies that have one PO line item and are not using the
receiving option.

¢ All PO line items available for vouchering copy onto the voucher. The first PO in the PO Inquiry
chapter, #0909000041, has three PO lines but one is Fully Matched (page 12). The two lines that
are not Fully Matched will copy into the voucher. If both will not be used, one will have to be
deleted.

e To create a PO voucher, input the PO Unit and Purchase Order number in the upper left hand

corner and select _ “?PY PO | button.

2. Worksheet Copy Option:

@ Yiew Related Document
PO Unit: I— C. Purchase Order: l— Q. Copy PO | Worksheet Copy Option: j
Vendor: I— Q ‘Pay Terms: Im & Basis Ot EE:EPO recel
Name: | Q Control Group: I Q r.-q:"u erone
Location: I— Accounting Drate: Im E Te n -- B
‘Address: I_ Svanced Wendor Search ‘Currency: IEQ Woucher

e Purchase Order Only — This option is preferable for agencies that have multiple PO line items and
are not using the receiving option. It allows the user to select specific line item(s) to copy onto the
voucher. This option also allows users to view the PO line item(s) and “read” the values and
information copying from the PO.

e PO Receipt — This option is preferable for agencies using the receiving option. When the PO is
marked as receiving required, the user must receive the product. Accounts payable users will be
able to determine if the product was received and how much when using this option to process a
voucher.

e To create a PO voucher, select the Ll button located to the far right of the Worksheet Copy
Option Field and select either Purchase Order Only or PO Receipt.
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PO Lookup Criteria

If Purchase Order Only is selected from the Worksheet Copy Option, the PO Lookup Criteria page
displays.

Copy Worksheet
Unit: 09000 Voucher: MNEXT Backto Invaice
&2
PO Business Unit: @ |090|:|0 CI. Office of State Finance @ ™ View Matched /Cancelled Only
PO Number From: @ [panaononat @ PO Number To: [ a,
PO Line Number Fro@ I Q PO Line Number To: I a,
‘PO Date Option: @ [MoDate =] PO Date: [ El
. ®
Max Rows to | Search @ Copy Entire Docurnent | Reset | ¥ Select All Clear All
Return

1. PO Business Unit: Enter the purchasing business unit.

2. View Matched/Cancelled Only: This access is not available to accounts payable users. If a
matched and/or cancelled PO is entered in the PO Number field, a message displays that there is
no matching value.

3. PO Number From and PO Number To: Enter a PO number in the PO Number From field to
search for individual purchase orders. Search for a range of purchase orders by entering PO
numbers in the PO Number From and the PO Number To fields.

4. PO Line Number From and PO Line Number To: Enter a PO line number in the PO Line Number
From field to search for individual purchase order lines. Search for a range of purchase order
lines by entering PO line numbers in the PO Line Number From and the PO Line Number To
fields. A PO number must be entered. These fields are not available if a range of PO numbers is
selected.

Look Up PO Line Number From

4
ISQBusiness Unit: n0goon

PO Number: 0809000041
Line Number: |: jl
Look Lp | Clear I Cancel I Basic Lookup

Search Results

1.3 of 2
Line Number ltem ID Description
096247 Insurance and risk management
096247 Insurance and tisk managetment
096247 Insurance and risk management

loa I =

NOTE: Clicking the 2 displays all PO lines including PO lines with a status of Fully Matched. Only
the PO lines that are not Fully Matched will copy onto the voucher.

5. PO Date Option and PO Date: Enter the PO Date Option field in conjunction with the PO Date
field to limit the search to POs that fall within a selected date range.
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PO Lookup Additional Search Criteria

6. Additional Search Criteria: This section initially appears as collapsed; expand this section to
access these optional fields. Specify additional criteria with PO lookup criteria or with only the PO
Business Unit defined. However, any information defined in this groupbox overrides the values
specified in the PO Lookup Criteria groupbox.

=
& Get only the PO lines that contain the following information
 Get all PO lines for any PO that contains the following information
ftem ID Item Description Quantity Unit Price  Merch Amt Vendor kemID  Mfg tem ID Contract ID

| Q| | | | | | |

e Get only the PO lines that contain the following information: Select to include only the PO lines
that contain the data specified in the additional search criteria. This field is set as the default.

e Getall PO lines for any PO that contains the following information: Select to include all PO lines
for POs that contain the data specified in the additional search criteria.

e Enter data to further narrow the search in the available fields. Data can be entered in more than
one field. When searching for quantity, unit price, or merchandise amount, enter at least one of
the following fields: Item ID, Item Description, Vendor Item ID, Manufacturing Item ID, or Contract
ID.

7. Click M to populate the Select PO Lines scroll area with the purchase orders that match
the search criteria.

PO Search and Copy

The Select PO Lines scroll area displays BU 09000, PO #0909000041, the PO entered in the PO
Criteria Lookup on page 24. It is the first PO discussed in the Purchase Order Inquiry chapter beginning
on page 9. It demonstrates how the set up of a PO, the extent of the PO line match statuses, and the
options selected by the Certified Procurement Officer (CPO) impact the accounts payable voucher. It
is to the payers benefit to understand the information and values copying onto this page and
the voucher.

Max Rows to I Search I Copy Selected Lines | Reset | W Select Al Clear All b,

Return 8 4
Select PO Lines FEiri;
b

PO Unit: 05000 PO No.: 0505000041 PO Date: 01/08/2004 r
Vendor ID: 0000068013 INSIGHT INVESTMENTS CORF -

Select Line Schedule Quantity Merchandise Uom Amount Receiving

Number Number hemiD Description Vouchered UOR Unit Brice Amt @ Cunency PO Oty PO B Price Only  Required |
Insurance and @ o
r 1 1 096247 risk 1.0000 MOR 6291.?4' 3969.28 USD 1.0000 MOR 6291.74 o = Ly
management F |

Insurance and
r 3 1 096247 risk I £.0000 MOR 163.58 981.48 USD £.0000 MOR 163688 [T = )
management P
o
£
@ @ setesta Clear All PO Line Count: 2 PO Total: §4,950.76 P
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1. Line and Schedule Number: PO line and schedule number available for selection. Only the lines
that are not Fully Matched or do not have all the Commitment Close Flag checkbox on for all
distribution lines (page 17) will copy onto the voucher. PO line 2 is Fully Matched (page 15) and,
therefore, not available for selection.

2. Quantity Vouchered: The PO line item quantity available for vouchering (quantity left to match).

The field can be modified if the PO line is not designated as amount-only (page 13).

Decrease the quantity to match a lesser invoice quantity. The value and the extended amount

(quantity x unit price) are carried forward to the voucher line. Do not increase it as the voucher

will fail matching with a V200 exception. See page 70.

If no quantity copies into the field, a prior voucher used the available quantity. The PO line may

not have been designated as amount-only when the quantity value was 1 (page 13) or the

guantity on a prior voucher was not reduced to match the invoice quantity. Contact the
helpdesk to determine the proper action to take.

e DO NOT enter a zero amount. This adversely affects the matching tables.

3. Unit Price: Should be the vendor item price when the PO line is not designated as amount-only.
Payers should consult a supervisor or CPO when an invoice unit price is higher than the
PO line unit price and the line is not designated as amount-only. Paying a higher unit price
will result in an encumbrance shortfall that may not be detected until the last quantities are

vouchered.
Max Rows to I Search I " Copy Selected Lines I Reset I W Select Al Clear All *
Return 8\ 4
Select PO Lines
PO Unit: 08000 PO No.: 0809000041 PO Date: 01/08i2004
Vendor ID: 0000069013 INSIGHT INWESTMEMNTS CORP

Line Schedule - Cuantity S— Merchandise uom .
= T Description pTTER CW oty = =
Select Number Number em Il Description Vouchereq 22M L_lmt Price o o p Currency PO PO PO Price Required
@ Insurance and @ (3) O @ @
O 1 1 096247 risk 1.0000 MOR 6291.?4' 3969.28 USD 1.0000 MOR 6291.74 = ]
management
Insurance and
| ] 2 1 096247 risk I G.0000 MOR 163.58 981.48 UsD E.0000 MOR 163.68 -] [
management
(7> v Select Al | Clear All PO Line Count: 2 PO Total: $4,050.76

Mo AL AL AL Mg

4. Merchandise Amt: The PO line item amount available for vouchering (amount left to match).

e The field can be modified if the PO line is designated as amount-only. The amount entered
populates the Unit Price and the Extended Amount on the voucher line.

e If this amount is less then your invoice amount, the voucher will fail matching with a V300
exception. See the Matching Chapter, page 57.

5. Amount Only: Designates the PO line as amount-only if the box is checked. The PO quantity
value on the line is 1 and the matching rules apply only to the dollar amount on the line. If the PO
quantity is 1 and the Amount Only checkbox is not checked, but more than one payment
will be made against the PO line, consult with the CPO before the first voucher is
vouchered.

6. Receiving Required: Designates the PO line as Receiving Required (page 19). If receiving is
required, a receiver is matched to the voucher and the PO Receipt from the Worksheet Copy
Option should be selected (page 24). If receiving is not required, consult with the CPO to change
the status before the voucher is matched.

7. Select: Select an individual PO line or select any combination of PO lines. Click Select All to
select all of the lines for a single purchase order. Click Clear All to deselect all the lines for a
single purchase order.

8. Copy Button: After all the pertinent PO lines have been selected, click Loy Sefecist Lines

to create the voucher.
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Receiver Lookup Criteria

If the PO requires receiving and the goods or services are received, select PO Receipt from the
Worksheet Copy Options (page 23) to access the Receiver Lookup Criteria page.

Copy Worksheet

Unit: 04000 Voucher: MNEXT Backto lnvoice

5

PO Business Unit: QWQO PO Number: W Q, O PO Dt Opt: ND Date OPO Date: Ii IEJ
Receipt Unit: Q W a,

Receipt Number From: l— Q Q Receipt Number To: I—

Receiver Line From I— @ Line: I—

‘Receipt Date Option: Im @ Receipt Date: I— @

Ship To: I aQ, @ Packing Slip: | Q,

Pro Number: | Q, Bill of Lading: | aQ,

Carrier ID: I Q,

b @
Max Rows to I O Search Copy Selected Lines | Reset | ¥ Select Al Clear All
Return

1. PO Business Unit: Enter the purchasing business unit. It is the only required filed. A purchasing
business unit, a receiving business unit, or both, must be entered depending on the other fields
used to further the search.

2. PO Number: Enter a PO number to search for individual POs. The purchasing business unit
must also be entered.

3. PO Date Option and PO Date: Enter the PO Date Option field in conjunction with the PO Date
field to limit the search to POs that fall within a selected date range.

4. Receipt Unit: Search for receipts by receiving business unit. A purchasing business unit, a
receiving business unit, or both, must be entered.

5. Receipt Number From and Receipt Number To: Enter a receipt number in the Receipt Number
From field to search for individual receipts. Search for a range of receipts by entering receipt
numbers in the Receipt Number From and the Receipts Number To fields. A receiving business
unit must be entered.

6. Receiver Line From and Line: Enter a receiver line number in the Receiver Line From field to
search for individual receiver lines. Search for a range of receiver lines by entering receiver line
numbers in the Receiver Line From and the Line fields. A receipt number must be entered. These
fields are not available if a range of receipt numbers is selected.
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Receiver Lookup Additional Search Criteria

7. Receipt Date Option and Receipt Date: Enter the Receipt Date Option in conjunction with the PO
Date field to limit search to receipts that fall within a selected date range.

8. Ship To, Packing Slip, Bill of Lading, and Carrier ID: Enter data in these fields to narrow the
search. Data can be entered in more than one field. A receipt unit must be entered if these fields
are used to limit search results.

9. Additional Search Criteria: This section initially appears as collapsed; expand this section to
access these optional fields. Specify additional criteria with receiver lookup criteria or with only
the Receipt Unit defined. However, any information defined in this groupbox overrides the values
specified in the Receiver Lookup Criteria groupbox.

5
(¥ Get only the Receipt lines that contain the following information
" Get all Receipt lines for any Receipt that contains the following information
Item ID ftem Description Quantity Unit Price  Merch Amt Vendor kem ID g fem ID Contract ID

| Ql ! | ! | ! |

e Get only the Receipt lines that contain the following information: Select to include only the
receiver lines that contain the data specified in the additional search criteria. This field is set as
the default.

o Get all Receipt lines for any Receipt that contains the following information: Select to include all
receiver lines for receipts orders that contain the data specified in the additional search criteria.

o Enter data to further narrow the search in the available fields. Data can be entered in more than
one field. When searching for quantity, unit price, or merchandise amount, enter at least one of
the following fields: Item ID or Item Description.

10. Click M to populate the Select Receiver Lines scroll area with the receiver lines that match
the search criteria.
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Receiver Search and Copy

The Select PO Lines scroll area displays BU 04000, PO #0409007771, the PO entered in the Receiver
Lookup Criteria on page 28. It is the PO requiring receiving illustrated in the Purchase Order Inquiry
chapter beginning on page 8. The voucher is matched not only to the PO, but also to the receipt.

E;TIFHOWSW I— Search |® Copy Selected Lines | Reset | W Select All Clear All
Select Receiver Lines i | e A First E 1of 2 [} Last
PO Unit: 04000 PO No.: 0409007771 PO Date: 0710172006 @
BU Recw: 04000 @ ReceiptNo: 0000011761 @Recvl)ate: 08162007
Ship To: 04020 Carrier ID: Packing Slip:
Pro Number: Bill of Ladling:
Vendor ID: 0000000010 OKLAHOMA STATE UNIVERSITY @
custorize | Find | View Al | B First (4 4 o4 O Last
M - i Unit  Merchandise Unmatched uon EuLchase Sched RecvLine Amount
Select Line Seq HemID Description Quantiy UOM Currency Oty (VUDM Order PO No. Line

Price Amount = Num Status

@ —  Price
@ Passthru @ @ . @
i 1 1098712 funding far 1.0000 SUM 12164 .48 12164 48 USD 1.0000 SUM  70000.00 0409007771 1 Received ¥

training

¥ Select Al Clear Al

1. Receipt No: A ten digit receipt number is assigned to receipts. By default, the first available
Receipt No. displays. The View All link in the Select Receiver Lines header bar will activate if
there are multiple receipts. Click View All link or the use the navigation buttons to scroll through
the receipts.

2. Recv Date: The date the item(s) (was) were received.

3. Receipt Line: The number of receipt number(s) available for selection. There is only one receipt
line for this recelpt number.

4. Quantity: Displays the unmatched quantity (in the voucher unit of measure) on the receiver line.
The field can be modified if the PO line is not desighated as amount-only (page 13).

o Decrease the quantity to match a lesser invoice quantity. The value and the extended amount
(quantity x unit price) are carried forward to the voucher line. However, the voucher distribution
line must be changed manually on the Invoice Information page to match both the quantity
and the extended amount.

e Do notincrease the quantity for more than the amount received as the voucher will fail matching
with a R900 exception. See the Matching Chapter, page 57.

5. Unit Price: Should be the vendor item price when the PO line is not designated as amount-only.
Paying a higher unit price will result in an R650 matching exception. See the Matching Chapter,
page 57.

. Merchandise Amt: Displays the merchandise amount on the receiver.

e The field can be modified if the PO line is designated as amount-only. The amount entered
populates the Unit Price and Extended Amount on the voucher lines.

e |f this amount is less than the invoice amount, the voucher will fail matching with a R650
exception. See the Matching Chapter, page 57.

7. Line and Sched Num: PO line and Schedule number associated with the receipt line.

8. Recv Line Status: Values include Received, Open, Hold, Closed, and Cancelled.
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9. Amount Only: Designates the PO line as amount-only if the box is checked. The PO quantity
value on the line is 1 and the matching rules apply only to the dollar amount on the line. If the PO
guantity is 1 and the Amount Only checkbox is not checked, but more than one payment
will be made against the PO line, consult with the CPO before the first voucher is
vouchered.

10. Select All and Clear All: Click Select All box to select all of the lines for a single receipt. Each
receipt that the system returns has a Select All box button. The button must be clicked for each
receipt to select its lines. Click Clear All box to deselect all the lines for a single receipt. Each
receipt that the system returns has a Clear All box button. The button must be clicked for each
receipt to deselect its lines.

11. Click Copy Selected Lines
selected.

| to create the voucher after the pertinent receipt lines have been
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Step 2 — Review Invoice Information

Review the invoice information after the PO/Receiver information is copied onto the voucher. The
Copy Selected Lines r

Invoice Information page displays when the is clicked on the Select
PO/Receiver Lines scroll area (pages 26 and 30). The example used for this step is an Authority Order
PO copied onto the voucher.

Summary_{ Invoice Information Y Payments | Woucher Afributes 4" Error Summary

Business Unit: 03000 Invoice Numl]-e@lAO Ilustration
Voucher ID: 00010198 mvoice Date: (3)[0@i0172007
Voucher Style  Regular Action: x| _Run |

Wiew Related Document

PO Unit: I Purchase Order: I Copy PO | Waorksheet Copy Option: |MNone =l

Vendor: 0000001100 Y Pay Terms: @I 0 Days 5] & Basis Dt Type Inv Date
Name: 80001 Q, @ im B comments @
Location:  [poo+ Q Accounting Date: [09/30/2007 [31
‘Address: | 1 Ql Advanced VendurSearch] ‘CUrrency: IUSD Q Mon Merchandise Sumrmary
' Caloulat
AUTHORITY ORDER YENDOR | Total: @I 2500 _Caleutate |
Difference 0.00
AGENCY PREFERENCE
OKLAHOMA GITY, 0K 09098 Packing Slip: |

1. Vendor, Name, Location, and Address: Copies from the PO/Receiver. These values must match
the PO when the matching process is run. The CPO may have changed the location and/or
address after the PO is copied onto the voucher but before matching is run. See page 11 for
information on how to find the updated location and/or address to enter on the Invoice Information
page.

e If the PO is an Authority Order (AO), enter the Vendor number or name to match the invoice

vendor. If the vendor number or name is not known, click the Q icon or the Advanced Vendor
Search link. Use of this feature is explained in detail in the COR113 Regular Vouchers Manual.

NOTE: If the voucher posted, unpost the voucher to reactivate the Advanced Vendor Search link.

e OSF will not process a voucher with an AO vendor ID for payment.
e Many of the accounts payable reports use the vendor from the Invoice Information page.

e The Withholding link will not activate on the Invoice Information page if the voucher should be
associated with a vendor set up for 1099 withholding in the vendor file.

e |fthe PO is not an AO and the vendor name copied in does not match the invoice name, the
payer should contact a supervisor or the CPO.
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Invoice Section

OKLAHOMA

Invoice Information Y Payments | Youcher Atfributes ' Error Summary |

Name:

ISEMMATERIA—DEH Q
@

Location: Ignm Q
‘Address: I 1 G, advanced vendor Search

SEMMATERIALS LF
.r'nq' b Y - B i

Summary
Business Unit: 03000
Voucher ID: 00101498
Voucher Style  Regular Action:
PO Unit: I Purchase Order: I
Vendor: |0000239953 Q

‘Currency:

« m-Difference

Invoice Numhe@AO llustration
Invoice Date: @ Dein1iz007 |5

Copy PO |

‘Pay Terms: @IU Days vl o |

Accounting Date: IUQBUQUUT [
[uso @

® 25.00
»"

Total:

P

=] Runl

Worksheet Copy Option: | MNane j

Calculatel wnnmmmg@
T - . - _."'_

Wieww Related Document

Basis Dt Type Inv Date
i B comments @

Mon Merchandise Summa

o

2. Invoice Number: Enter the number from the vendor’s invoice on the Add and Search page or
directly on this page. The system edits for duplicate invoice numbers based on invoice number
and vendor ID. A voucher with a duplicate invoice number can be saved in a recycled state;
however, it will not continue to process until resolved.

3. Invoice Date: Enter the date on the vendor’s invoice on the Add and Search page or directly on
this page. The date of the vendor’s invoice is used to compute days outstanding.

4. Pay Terms: Copies from the PO. Currently the default rate should be zero days and should not

be changed.

5. Total Dollar Amount: Enter the invoice amount after the PO/Receiver is copied. When this field is
populated, the Total and Gross Amount on the Payments page will populate with the same

amount.

6. Comments: Click the Comments link to enter notes about the invoice. Comments are meant for
your reference only and up to 254 characters can be entered. Comments print on the OSF Form

15A voucher jacket.

7. Withholding: The Withholding link activates on the Invoice Information page if the voucher is
associated with a vendor setup for 1099 withholding in the vendor file.
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Withholding Link

1. Entity, Type, Jurisdiction, and Class: Populate from the values specified for the vendor at the
vendor location level in the vendor file.

2. Withholding Applicable: Checkbox is on for each invoice line. Select the M link to access
multiple voucher lines. Clear the check box to disable withholding for the individual invoice line
only if the voucher line is exempt from 1099 reporting. (Supervisors knowledgeable about 1099
reporting should approve the clearing of the Withholding Applicable checkbox.) After all changes
have been completed, click the Back to Invoice link to return to the Invoice Information page.

Withholding Information

Backto Invaice
Unit: 05000 Invoice:  AD lllustration Vendor: 0000239963 SEMMATERIALS LF
VAT Entity: Voucher: 00010198 Diate: 09/015z2007

Postpone Withholding =

Invoice Line Withhold Information Fir:s:tm-1 of 1 [H Last
. +
Line Description Withholding "Withholding Applicable =
Code
1 AQ-ACCTG, 20000 I Q F@
Wilhholdlng Details Customize | Find | view Al | 8 Firs st [0 4 o 1 [ Last
Withholding
- Contract  |Rule Apply
’7 ‘Jurisdiction | *Class B‘iSIS_AII]‘t Reference |Override |Withholding Applicable
Override
1“IRS Q||1099 Q“FED Q |m' Q“ Q‘F‘avment I‘@‘-‘EI

e The following warning message displays when the vendor is setup for 1099 withholding but the
location selected does not have the withholding details entered in the vendor file.

Invaice line is withhaold applicable butwithhalding infarmation not provided. FO030,347)
Mo withholding information has bheen entered for the voucher line that is marked as withholding.

Fress CARCEL to go back and entar the withhalding infarmation
Fress Ok to change all vaucher lines to non-withholding and save the woucher.

Ok I Cancel

o If the voucher is not 1099 applicable, clear the Withholding Applicable check box.

e If it should be a 1099 vendor, notify OSF to populate the location with the 1099 data with an
OSF Form VEND. Populate the Entity, Type, Jurisdiction, and Class on the Withholding
Information page and return to the Invoice Information page to continue processing the
voucher.
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Step 3 — Invoice and Distribution Lines

Invoice and distribution lines will default onto the Invoice Information page for each PO/Receipt line
copied to the voucher. Changes to the line(s) may be necessary if the invoice differs from the PO or
receiver.

Voucher Lines Copying from the PO

PO #0909000041, PO lines 1 and 3, were selected and copied onto the voucher in this example. Refer
to page 23. No values were changed in the Quantity Vouchered or Merchandise Amt fields on the Copy
Worksheet. The voucher lines copied as follows:

Voucher Line 1 — Copied from PO Line 1

Imvoice Lines
E| Line ‘Distribute by kem @Descrimion Cuantity  UOM Unit Price Extended Amount
@1/]'Amnunt | |096247 | Q, |insurance and risk manai [1.0000  [MOR G, | 6,291.74000 3,969.28
Ship To SpeadChart e ¥ Amount Only
B oM
@ foaoor Q| " Use One Asset ID Calculatel
Purchase Order & Receiver Info Associate Receivar(s)

Voucher Line 2 — Copied from PO Line 3

El Line ‘Distrilmte by Hem Description @ Quantity UOM Unit Price Extended Amount
@;}f@uantiw =l [0s6247  Q [insurance and riskmanay [5.0000 | [MORQ [ 16358000 | 881.48
Ship To SpeadChart

HEN::

@ Josooo Q| " Use One Asset ID [~ Force Price Calculatel

Maintenance WO Unit Maintenance Work Order Task Number Resource Type Resource Line No.
| =

'@ Purchase Order & Receiver Info Associate Receiver(s)

1. Line: Voucher lines are numbered in sequential order and do not always corespond to the PO
line numbers copied. Voucher line 1 is linked to PO line 1 and voucher line 2 is linked to PO line
3.

2. Purchase Order & Receiver Info: Click this link to access the PO information page to view
information about the source purchase order and receiver.

View Source PO/Receiver Information
Unit: 09000 Voucher: NEXT lLine: 2] ['Line Match Option I:I' l
PO Unit PO No. PO Line PO SchedulelReceipt Unit Receipt Number  Line Schedule
[osoon | | [oansoonoss [ | |
[>
0K | Cancel | Refresh |

3. Iltem and Description: The item number and description copy from the PO.
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Distribute By — Amount (PO)

4. Distribute by: The Distribute By allocates the charges over the number of units (quantity) or the

dollar amount in the line item.

The Distribute by is determined by the CPO and copies from the PO. See page 17.

e Distribute by on the source document (PO) determines how matching calculates.
Payers can change the Distribute by on the voucher, but the matching rules apply
based on the source document (PO).

e Changing the Distribute by option and entering incorrect values on the voucher line
can result in the PO line matching before the quantity and/or amount is fully used. If
the PO is distributed correctly, changing the Distribute by on the voucher should be the
exception.

o Distribute by Amount — The Quantity, Unit Price, and Extended Amounts are activated. Since the
Merchandise Amt was not changed on the Copy Worksheet (page 27, #4), the Extended Amount
populated with the amount left to match. In the example, the amount left to match on voucher line
1is $3,969.28.

o Enter the Extended Amount for the voucher line. Although the extended dollar amount
is not dependent on the quantity x unit price, an agency policy should be implemented
to require that quantity x unit price equal the extended amount to minimize the risk of
matching the PO lines based on incorrect quantities and unit prices in the voucher.

Voucher Line 1 — Merchandise Amt Not Changed on Copy Worksheet

Invoice Lines
E| Line ‘Distribute by tem Description Quantity UOM Unit Price Extended Amount
1 [amount =] [086247 @ [insurance and risk manai [[1.0000_ [MoR Q[ 6,2a1.74000 3,066 28
Ship To SpeedChart }E B ¥ Amount Only

IDQDE” Q I [ Use One Asset ID Calculatel

Purchase Order & Receiver Info Associate Receiver(s)

e The Merchandise Amt field can be modified if the PO line is designated as amount-
only on the Copy Worksheet. The amount entered populates the Unit Price and the
Extended Amount on the voucher line. Had the Merchandise Amt field been populated
with $1000, the invoice line would have copied as follows:

Voucher Line 1 — Merchandise Amt Changed on Copy Worksheet to $1000

== Line ‘Distribute by Hem Description Cuantity  UOM Uit Price Extended Amount
1 [amount =] [086247 @ [insurarice and risk manai|[1.0000 [wor @ [ 100000000 | 1,000.00
Ship To SpeedChart P ¥ Amount Only
im H
IDQD':” Q I [T Use One Asset ID Calculatel
FPurchase Order & Receiver Info Associate Receiver(s)
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Distribute by - Quantity (PO)

o Distribute by Quantity — Quantity x Unit Price calculated the Extended Amount on the voucher
line. Since the Quantity Vouchered was not changed in the Copy Worksheet for PO line 3 (page
26, #2), the quantity populated with the quantity left to match. In the example, the quantity left to
match on voucher line 2 is 6.

e Enter the Quantity on the voucher line to agree to the actual quantity on the invoice if
it is less than the unmatched quantity. The Unit Price is activated and can be changed,
but an agency policy should be implemented to require payers to notify their
supervisors or CPO if the invoice price is higher than the PO unit price. The Extended
Amount field is not activated.

Voucher Line 2 — Quantity Not Changed on Copy Worksheet

E| Line ‘Distribute by Hem Description Quantity UOM Unit Price Extended Amount
2 [quantty =] [096247 @ |[insurance and riskmana; [6.0000  [MorR @ [ 16358000 | 981.48
Ship To SpeedChart e B
fpaooo Q| A [ Use One AssetID [~ Force Price |35”0'-”5”'3'

¢ The Quantity Vouchered field can be modified on the Copy Worksheet. The value and
the extended amount (quantity x unit price) are carried forward to the voucher line. Had
the Quantity Vouchered field been populated with 1, the invoice line would have copied
as follows:

Voucher Line 2 — Quantity Changed on Copy Worksheet to 1

E| Line ‘Distribute by Item Description Quantity UOM Unit Price Extended Amount
2 [Quantity | [0a5247 @ [insurance and riskmana [T 0000 [Mor @ [ 1638000 | 163.58
Ship To SpeedChart 'ﬁ B
[oaoo Q| i " Use One Asset ID [~ Force Price Calculatel
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Voucher Distribution Lines Copying from PO

When a PO budget checks with a status of Valid, an allotment encumbrance is created for
each PO distribution line with an expense account beginning with 5 or 601100 (AOs). PO
vouchers are created and each voucher distribution lineis linked to a PO distribution lines.
When the voucher budget checks with a status of Valid, the encumbrance for each linked
PO distribution line is reduced.

The Select PO Lines scroll area (pages 26) allows the user to select specific PO line(s) to copy onto
the voucher, but it does not allow selection of specific PO distribution lines. Upon selecting a PO line

with multiple distribution lines, all distribution lines copy onto the voucher and the B jn the

Distribution Lines header bar must be activated.

The PO lines and distribution lines in the example are associated with PO #0909000041, lines 1 and
3. Refer to page 35. No values were changed in the Quantity Vouchered or Merchandise Amt fields on
the Copy Worksheet. The voucher lines and distribution lines copied as follows:

Voucher Distribution Lines — Voucher Line 1 (distributed by amount)

7 GLChart | ExchangefRate | Sfafisics | fssels | [0

® (1) Amount (2)auantity ‘6L unit3)account %ﬂ Fund Type mﬂ Dept BudRef CEDA (4)  Buduet Date(5)
=] 1] 31008 [osooo” @ [s3z160 @ for @ [rooo @ [re4o1 Q@ [rooooes @ os Q| Q. |06/30r2004 [
=] |2] 186234 [osoon @ [531310 Q |D1_Q [tooo @ [21500 Q [3000060 WQ | Q |06/30r2004 [
=] |3] 65433 [osooo @ [s3rao @ for @ frooo @ [reso Q [rooooes @ fos Q| Q, |06/3012004 [
=] |4 28354 [oooo Qfffec [ Q] Q| Q| Qs al Q [o6ra0rz004 [+
E |s[ w4y oo Qfre0 [ a a a] Qs al Q [o6a0rz004 3

1. Amount: The amounts copying onto the voucher distribution lines depend on the PO Distribute
by:

e Amount: The original encumbrances copy to the voucher distribution lines. The values are
not reduced by amounts that may have reduced the encumbrances on prior vouchers.

NOTE: The sum of the voucher distribution lines does not equal the Extended Amount (amount left to
match).

e Quantity: The Quantity copied to the voucher x the Unit Price determines the amount. The
Amount field is not activated.
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Voucher Distribution Lines —Voucher Line 2 (distributed by quantity)

el =]

Line ‘Distribute by Htem Description Cuantity  UOM LInit Price Extended Amount
2 [quantity x| 096247  Q|[Insurance and riskmanas [6.0000  [MORQ [ 16358000 | a81.48
Ship To SpeadChart 'Hﬁ R
IDQDDD Q I i [ Use One Asset ID [ Force Price Calculatel

=

®

& =

f GL Chart ' ExchengeRate | Statistics |

Aszsets \II

— ; Sub- Class- &
@Amount @()uammg GL Unn@hccoum Rccount FUndType oot Dept Bud Ref CFDAz @ Budget Dm@

1 [oo1.40 [5ommo] reooe a0 _fa [ _a[ _af

Q | Q [oes30/2004 [

2. Quantity: Quantities populate in the quantity field when the PO is distributed by quantity.

3. Account: The account and chartfield combination copy from the PO onto each voucher
distribution line and includes the following values:

e Account Number — Valid expenditure accounts begin with 5.

EE

b

e PO account codes beginning with 5 are not always correct. An incorrect account code

can be overridden on the voucher.

TBD PO distribution lines do not budget check against the allotment budget.
Although they copy from the PO onto the voucher, they must not be used on the
voucher. If avoucher with a TBD account has been created against a PO and has
posted, the TBD account cannot be changed on the PO at any time in the future.
Additionally, if a TBD account has been overwritten on the voucher distribution
line after it has been copied from the PO, the voucher distribution line will budget
check as a direct expenditure and will not liquidate an encumbrance. OSF will
delete vouchers with TBD account codes or overwritten TBD accounts.

The AO account code of 601100 should be changed to the proper account on the
voucher. OSF will NOT process a voucher with a 601100 account code for
payment.

Line ‘Distribute by Htem

Description

Quantity UOM Unit Price Extended Amount

1 [amount =] [osagts
Ship To SpeadChart

Joaooo @ |

[futhority Order Purchase|[1.o000 | [sum @, [ s000.00000 |

I ¥ Amount Only

B
[ Use One Asset ID

Furchase Order & Receiver Info

J( GLC

E =

hart Y Exchange Rate Y Statistics

L eess

6,000.00

Calculatel

Amount Quantity *GL Unit

Account

1| &,000.00 [1.0000 [os000 2 |[s01100

Sub- Class-
Account Bund Type Funding

Dept Bud Ref CFDAZ Budget Date

o, | Q [roo0 @ [1es01 @ 1000001 O IDB Q|

Q [1om4s2007

Sub Account — Last two digits of the old object code. The field is optional.

Fund Type — The CAFR fund type being charged.

Class Funding — State fund charged. The class number must be five digits.

Dept — Department being charged. The department number must be seven digits.
Bud Ref — Budget year that the expenditure is being budget checked against.
CFDA — The Catalog of Federal Assistance number used for federal funds.
Operating Unit — An agency defined field. OSF must approve use of operating unit.
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4. CFDA: Catalog of Federal Assistance number can be populated by procurement or accounts
payable.

5. Budget Date: Defaults with the date the voucher is created. DO NOT CHANGE.
6. Add or delete EIvoucher distribution lines.

e Delete voucher distribution line that will not be used, including lines with lapsed budgets or TBD
accounts. If the TBD account is the correct distribution line, request the CPO change the PO
before creating the PO voucher.

Click the (left of the voucher distribution line) to insert a voucher distribution line copied from
a PO. The inserted distribution line will be linked to the same PO distribution line as the
distribution line copied from the PO.

NOTE: Voucher distribution lines with zero amounts are deleted upon saving the voucher.

7. If necessary, change the quantity and/or unit price in the invoice line ensuring that the Quantity x
the Unit Price equals the Extended Amount. Select the correct distribution line(s) and enter the
correct quantities and amounts. The sum of the distribution line amount(s) must equal the invoice
line amount. In the example, PO line 1, distribution lines 2 and 3, were selected to pay the
invoice. All the TBD distribution lines were deleted.

= td
[ GL Chart Y ExchangeRste | Siefistics  j  fssets y
- . Sub- Class- " 4

Amount Quantity *GL Unit Account Account Fund Type Fundin Dept Bud Ref CFDA= :

= 1 500.00 | Joaooo & [s31310 @ Jor & Jiooo QL [21500 O [3000080 & foa @ | Qf
= 2z 500.00 || Joaooo & [s31310 @ Jor @ |00 Q J19401 O [1000083 & foa Q| Qf

Immice Lines

E| Line ‘Distribute by hem Description Cuantity  UOM Unit Price Extended Amount
1 [amount 7] [p96247 Q@ [insurance and risk manai|[1.0000  [MOR @ [ 1,000.00000 | 1,000.00
Ship To SpeedChart
I peedCh B [ Amount Only

-
HE]
Josao1 @ | ™ Use One Asset ID Calculatel

Purchase Qrder & Eeceiver Info Associate Receiver(s)
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Voucher Lines Copying from the Receipt

PO #0409007771, receipt 0000011761, was selected and copied onto the voucher in this example.
Refer to page 30. No values were changed in the Merchandise Amt field on the Copy Worksheet.

Voucher Line 1 — Copied from Receipt Line 1

E [ Line ‘Distribute by ftem @I}escrimion Quantity  UOM Unit Price Extended Amount
@ﬂﬁmuunt x| [o99712 @ [Pass thru funding for trair[1.0000  [sum @ | 12,164.48000 | 12,164.48
Ship To SpeedChart e ¥ Amount Only
i
@ j4n20 Q| I Use One Asset ID Calculatel
® Purchaze Order & ReceivarInfd  Associate Receivaris)

1. Line: Voucher lines are numbered in sequential order and do not always correspond to the
receipt line numbers copied.

2. Purchase Order & Receiver Info: Click to access the PO/Receiver information page to view
information about the source purchase order and receiver.

View Source PO/Receiver Information

Unit: 04000 Voucher: MEXT Line: 1 ‘Line Match Option

PO Unit PO No. POLine PO SchedulgReceipt Unit Receipt Mumber  Line Schedule
o4000 | [Jo4osoorrre | s [ 04000 [oooootiver | [
[*

3. ltem and Description: The item number and description copy from the PO.

4. Distribute by: The Distribute by allocates the charges over the number of units (quantity) or the
dollar amount in the line item. It copies from the PO. If the receiver is correct, changing the
Distribute by on the voucher should be the exception.

o Distribute by Amount — The Quantity, Unit Price, and Extended Amounts are activated. Although
the extended dollar amount is not dependent on the quantity x unit price, the extended amount
calculated properly because the item was received. Agree the voucher line amount(s) to the
vendor invoice line amount(s).

o Distribute by Quantity — The Extended Amount on the voucher line is calculated based on the
guantity and unit price and is not activated. Agree the voucher line amount(s) to the vendor
invoice line amount(s).
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Associate Receivers

5. Associate Receivers: Allows access to the Associate Receiver Lines page, where receivers can
be manually associated to the voucher line(s) for matching. This may be necessary if the Copy
PO Only option was selected rather than PO Receipt option but the PO requires receiving.

Associate Receiver

Unit: 04000 Voucher: MEXT Invoice:

Imvoice Line

Line: 1 tem: 99712
Cuantity: 1.0000 UOM: SUM Unit Price: 12164.48000 USD
Unit: 04000 PO Mo 0409007771 PO Line: 1 Sched Num: 1 Amt only [#

Associated Receiver(s)

CQuantity to

Delete RecvBU ReceiptNo Line Seq MWatchpo Loucher Unmatched o poo peren Ant  Currency Amoumt
UOM Gty (VUOM) .

UOM)} Received

[l a4000 anooo1 1761 1 1 1.0000 SUM 1.0000 12164.48' 12164.48 USD 12164480

ok | cancel_| Associate Receiver Lini]

The Associate Receiver Lines provides search functions to display all receivers related to the PO
schedule line specified on the voucher line. Select the receiver(s) to associate it (them) with the voucher
line for matching.

Associate Receiver Lines

Unit: a4000 Voucher: MNEXT Line: 1 Invoice:
em: 0249712 Cruantity: 1.0000 UOM: SLIM Unit Price: 12164.48000 USD
PO Unilt: a4000 PO No.: 0409007771 Line: 1 Sched Num: 1

Recv BU: [odoon o Receipt No: | QL ﬂl
Ship To: I &} Recw Dt Opt: I LI Recw [h‘ﬂe:l
Bill of Lading: I &} Carrier ID: I &}

Pro Number: | l&} Packing Slip Number: | [&'y

[ omize | Find | * aa
Select Unit Receipt Ho Line Vendor Name Ship To RecvDate Quantity UOM Unit Price Merch Amnt
Qi LAHCRA
- 040000000011 761 1 0000000010 STATE 04020  08ME2007  1.0000 SUKM 1216448 12164 48 LISD
UMNIWERSITY
Dk LAHDMA
l 04000 0000011762 1 0000000010 STATE 04020 08ME/2007  1.0000 SUKM 1481687 1481687 LISD
LINIWERSITY
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Voucher Distribution Lines Copying from Receipt

The Select Receipt Lines scroll area (pages 30) allows the user to select specific receipt line(s) to copy
onto the voucher, but it does not allow selection of specific distribution lines. However, the designated
receiver can select one of three options to allocate quantities or amounts among multiple distributions.

e FIFO (First-in-First-out): PO quantities or amounts are allocated to the distribution lines in the

order in which they are added to the PO schedule. This is the default receipt allocation type.

Prorate: PO quantities or amounts are allocated by calculating the percentage of received

guantity or amount to the total PO line quantity. The received quantity or amount is then allocated

to each distribution line using that percentage. This is for non-inventory items only.

e Specify: Allocations are allocated by the user manually entering the receipt quantity or amount at
the distribution level when receiving PO schedules with multiple distributions. This enables the
specific allocation of the receipt quantity or amount by open PO distribution quantity or amount.

The PO lines and distribution lines in the example are associated with PO #0490900771, receipt
#0000011761. Refer to page 41 to review the PO line amounts and page 30 to review the values in the
Merchandise Amt fields on the Copy Worksheet.

E| Line ‘Distribute by Hem Description Cuantity UOM Unit Price Extended Amount
1 [amount x| [088712 Q. [Pass thru funding for trair|[1.0000  [SUM @ [ 12,164.48000 | 12,164 48
Ship To SpeedChart o ¥ Amount Only
m
|E|4E|20 Q I [" Use One Asset ID Calculatel

Furchasze Order & Receiver Infa Assaciate Receiveris)

O
FGLChart ' Exchange Rats | Stafistics || Assets ) [F=0 i

@ @Amoum @MM@AM %ﬂ Fund Type mﬂ Dept Bud Ref CFDAZ @ @Budgetl}ate
=1 0.00 | Jo4000 @ [s58110 O WO\ [ioon @ frerm @ [2142108 Q WO\ [ <, [1oi0ez007 [
= z[1z76ase [10000 [o4000 @ [ssarzo @ foe o oo o [ierer @ [zrezioe @ o7 Q@ | Q 102007 [

1. Amount: The receipt was allocated based on the FIFO (default) method. The $0.00 copying onto
voucher distribution line 1 signifies that prior receipts fulfilled the amount on PO distribution line 1.
The amount copying onto voucher distribution line 2 may be for the correct distribution or it may
need to be recorded to voucher distribution line 1 or be allocated to distribution lines 1 and 2.
Accounts payable must verify that the expenditure is recorded to the correct distribution(s).

2. Quantity: Quantities populate in the quantity field when the PO is distributed by quantity and are
also allocated among the distribution lines based on the method selected to allocate quantities
among multiple distributions.

3. Account: The account and chartfield combination copy from the PO onto each voucher
distribution line. Refer to pages 38 and 40 for a description of the values. TBD distribution lines
can copy onto the vouchers from a PO that is received.

4. CFDA: Catalog of Federal Assistance number can be populated by procurement or accounts
payable.

5. Budget Date: Defaults with the date the voucher is created. DO NOT CHANGE.

Add or delete [=] voucher distribution lines.

o
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o Delete voucher distribution line that will not be used, including lines with lapsed budgets or TBD
accounts. If the TBD account is the correct distribution line, request the CPO change the PO
before creating the PO voucher.

Click the (left of the voucher distribution line) to insert a voucher distribution line copied from
a PO. The inserted distribution line will be linked to the same PO distribution line as the
distribution line copied from the PO.

NOTE: Voucher distribution lines with zero amounts are deleted upon saving the voucher.

If necessary, change the quantity and/or unit price in the invoice line ensuring that the Quantity x the
Unit Price equals the Extended Amount.

e Select the correct distribution line(s) and enter the correct quantities and amounts.

e The sum of the distribution line amount(s) must equal the invoice line amount.

¢ Inthis example, the voucher was saved after verifying the distribution line selected was correct.
The system deleted the zero voucher distribution line.

E| Line ‘Distribute by Kem Description Quantity UOM Unit Price Extended Amount
1 |Amount x| [099712 @ |Pass thru funding for trair |1.0000 |suru1Q | 12,184.49000 12,164.48
Ship To SpeedChart - 7 Amount Onl
B R v

I04020 Q I I” Use One Asset ID Calculatel

Purchase Order & Receiver Info Associate Receiver(s)
= £
[ GLchart ' ExchengsRete | Stalisfics 3 Assets | [FE))
Sub-

Class-

Amount Quantity 'GL Unit  Account Account Fund Type Fundin Dept Bud Ref CFDA= Budget Date
=] 1| 1216448 [1.0000 [oa000 O [s54120 O |ua Q froon Q18701 Q [2142108 Q |n? Q| Q [ronwz007 [

NOTE: Multiple PO and or receipt lines may be copied onto a single voucher as long as they have the
same Vendor ID, Location and Address.
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Step 4 — Voucher Balancing

Click the Calculate button, located at the header or line level or in the Balancing group box, after
confirming the invoice information and entering the invoice line(s) and distribution line(s), to perform
on-demand balancing calculations to check if the voucher is in or out of balance. Out of balance

COR112 Purchase Order Voucher Manual

information is highlighted in red in three areas of the voucher:
[0Days -] &=
Accounting Date: |1 /092007 3

Basis It Type Inv Date
‘Pay Terms: v

—

i B comments

"Currency: IUSD [o') Man Merchandise Summary
Total: | 12,164.48 Calculate |

Difference @

1. Header level — Balances header amount against the voucher line amounts.

i o

mvoice Lines

E| Line ‘Distribute by Hem Description Quantity  UOM Unit Price Extended Amount
1 [amount =] 098712 | @ [Pass thru funding for trair [1.0000 | [SUM @, [ 1216448000 | 12,164.49

Ship To SpeedChart

P ¥ Amount Only
1
m
jpsoz0 Q| ! [ Use One Asset ID Calculatel
Purchase Order & Receiver Info Associate Receiver(s)
Merchandise Amt 12164.49 Distributed amount 12164.45  Difference @ i o

2. Line level — Balances voucher line amounts against distribution line amounts.

Line ‘Distribute by Rem Description Quantity UOM Unit Price Extended Amount
=
1 [amaount ] [pseriz | @ [Pass thra funding for trair [1.0000 | [sumM < [ 12,164.45000 | 12,164.48
Ship To SpeedChart P ¥ Amount Only
jm I
Joanzo Q| [T Use One Asset ID Calculatel
Purchase Order & Receiver Info Associate Receiver(s)
Merchandise Anmt 12164.49 Distributed amount 12164.48 Difference @ o o

3. Balancing Group Box — Displays the sum of the invoice lines and the header total.

Ivwoice Lines 12164 49
Misc Charge Amount =

Freight Amount

Calculate |

B o

(minugy  Total I 12164.48

fequals) Difference Amount @
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When the voucher is in balance, the system displays an amount of 0.00 in the Difference fields located
at the header level and the Balancing group box.

Step 5 — Voucher Validation

Click & save to save the voucher. The system will perform validation checks to ensure that fields are
completed correctly. Some of the validations that occur are:

Duplicate invoice checking

Verifying the existence of a vendor ID

Verifying the existence of an invoice date and invoice 1D
Validating accounting distribution field values and combinations
Balancing header amount against lines amounts

Balancing voucher line amounts against distribution line amounts

If the voucher passes validation, a voucher number is assigned in numeric sequence. Certain errors
(e.g., duplicate invoice, voucher out of balance) prompt a warning message but allow the user to save

the voucher. A voucher ID is assigned but the Go to Review Errors icon & displays to indicate it is in
recycle status. The icon appears next to the voucher ID field on the Invoice Information page in this
example because the error is at the header level.

Summary | Inveice Information | Payments | Youcher Mirbutes | Eror Summary |

Business Unit: (04000 Invoice Number: i 564156
Voucher ID: 00042434 "Ii\’ Invoice Date; 10i09r2007 Eﬂ

Voucher Style  Regular Action: j M

Click the Go to Review Errors icon, Ay , to view the description of the voucher error.

Header Errors for Business Unit 04000, Voucher 00042539 {

Field Name Message
Gross nvoice Amount oucheris out of Balance }

NOTE: Vouchers in recycle status are held from further processing until the voucher is corrected. To
find vouchers with errors, enter Recycle in the Entry status field on the Add and Search page.
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Step 6 — Edit Payment Information

Navigation: Accounts Payable > Vouchers > Add/Update > Reqular Entry > Payment

Payment Information

Review the Payment Information.

Summary ) Invaice Infarmation ' Payments Y Woucher Aftributes § Errar Summary |

Business Unit: 04000 Invoice Mumber: |1 564156
Voucher ID: 00042539 Invoice Date: 10092007 Eﬂ
Voucher Style  Regular Action: [ _IRun

Total: @ 12,164.48

Vendor: (1)) OKLAHOMA STATE UNIVERSITY  *Pay Terms: (6) [0Days =] Schedule Payments|

304 WHITEHURST HALL

STILLWATER, OK 74078-1024 @
Payment Information Find | Viewe &l
=

Scheduled Payment: @ 1
‘Remit to: @ [oooooonoto O\E@ Gross Amount:(4 ) 12,164.48 USD
Location: [pooi @ Discount: [ 000 UsD
‘Address: | 1

OKLAHOMA STATE UNIVERSITY Scheduled Due:  [10/0872007 [ (6)

304 WWHITEHURST HALL Net Due: |1 0/092007

Discount Due: l—
Accounting Date: I

N . P PP N TR . o FI e e - b gk -t

1. Vendor: The vendor ID and address copied from the PO/Receiver defaults into the Payments
page, including the Remit To vendor fields, when the voucher is saved.

2. Remit to: Ensure the remit address on the voucher matches the remit address on the invoice.
Click the next to the Location field to select the correct address or submit an OSF VEND Form
to have the correct address added. Assigned payments should have supporting documentation
accompanying the voucher.

3. Alternate Name: If the Remit To location chosen has an alternate name, e.g., DBA, populated in

the vendor file, the alternate name will display in the Alternate Name Icon T . The alternate
name will be the payee on the warrant.

4. Total and Gross Amount: The invoice total populates the Totals and Gross Amount when the
voucher is saved. If the total on the Invoice Information page is changed after the voucher is
saved, change the Gross Amount on the Payment page. The voucher cannot be saved until the
Gross Amount agrees to the Total Amount.

5. Multiple payees can be added or deleted by clicking El. A new row is required for each
payee or for each payment if partial payments are made. The sum of the Gross Payments for
each payee must agree to the Total.

6. Schedule Due: Calculates from the Pay terms and determines when to pay the schedule
payment. If partial payments are made, ensure the Schedule Due dates are correct. The Pay
Cycle selects vouchers with a Schedule Due date within the last ninety days. If a voucher ages
past 90 days, change the Scheduled Due field to the current date before submitting it to OSF for
payment.
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Payment Method

Review the Payment Method fields.

‘Bank: WQ @ Pay Group: I Q @
*Account: |D1 no Q @ *Handling: IRE QL @
‘Method: WO\ Wire @ Layout *Netting: IN Q

Message: I Messades

@ Message will appear on remittance advice.

1. Bank: OST for all payments except Express Checks.

2. Account: Defaults as OST if the method is CHK and “nnnn,” which consist of the first three digits
of the agency number followed by a zero, if the method is WIR. The WIR is used for interagency
payments only. If the class funding on the voucher is 7XXX exclusively, populate the Account with
7REG.

3. Methods: CHK (OST creates check), MAN (agency writes 700 fund check and interfaces record
to OSF) and WIR (interagency payment). A Layout displays when the method of WIR defaults
from the vendor file for the location selected. The Layout field value also defaults from the vendor

file.

Layout
Layourt: IFUNDTRNFR 6]
Settle by: Pay Cycle

4. Pay Group: Used as part of the Pay Cycle payment selection criteria.

o After all internal agency approvals are obtained and a voucher has been budget checked and
posted, assign a pay group for the day of the week the voucher is released to OSF. (The day
selected has no bearing as to when OSF selects the vouchers for payment.) Add the pay group
only when the voucher is ready to pay.

e For rush claims, notify OSF Transaction Processing to obtain approval for priority handling and
enter a pay group from a day of the week. Do not enter the pay group SP (Special) as only OSF
can assign it.

e If a voucher is submitted without a pay group, a warrant will not print and the voucher will be
returned to the agency.

o If an unpaid voucher is returned to the agency as a result of an audit finding, OSF removes the
pay group.

5. Handling: TV (Travel) and RE (Regular). Populating this field with TV will sort travel
reimbursement warrants so that they print first. RE sorts the warrants by payee name.

6. Message: Enter a payment message of up to 70 characters to print on the remittance advice.
This field grays out after the warrant is created.
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Schedule Payment and Payment Options

‘Action: IScheduIe @PW"'N“["“" @I Hold Payment [~ Separate Payment l‘@
Pay: I vl Reference: @l Hold Reason: Q

Letter of Credit: I E

Fayment Inguiry HolidayCurrency Optians Euxpress Paviment Wendor Bank Account

Schedule Payment

1. Action: Schedule (OST issues warrant), Record (agency issues warrant), Cancelled (cancelled
by request), and Escheated (cancelled by statute).

2. Payment Date: Date the warrant is issued.

3. Reference: Populates with the nine digit warrant number when the voucher is paid.

Payment Options
4. Hold Payment: Select to place a payment on hold. All held payments require a hold reason. Click

the Q next to the Hold Reason field to display the code to explain the payment hold. Release
the hold when the warrant is ready to be issued.

|ACC [Accounting in Dispute
AT |Am0unt in Dispute
CCR [CCR Expired

CRT [Contract Retention
\EFT [EET incomplete or not Prenoted
|GDS [Goods in Dispute

IPC [Inbound IPAC Reguired
|OTH [Other

OTY [Quantity in Dispute

| TS |Tax Shad

wWTH [withholding Hold

NOTE: The Hold Payment does not exclude the voucher from budget checking and reducing the
allotment and cash budgets.

5. Separate Payment: Select the check box if the voucher must pay on a separate warrant. If the
check box is not checked, vouchers processed for payment on the same day will be combined by
BU, vendor number, and vendor location into a single payment. Each invoice will be listed
separately on the pay advice for the combined payment.

6. Payment Inquiry Link: Activates when the warrant number is assigned and allows access to the
Payment Inquiry Page to view payment information. See the COR118 AP Inquiry and Reporting
Manual for additional information.
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Payment Note

7. Payment Notes: Enter notes that are meaningful for internal use. The field grays out after the
warrant is created.

Payment Note @

047351468 =]
Replaced by Warrant# 101291783, dtd 05/05/2005

Mote: Payrment MNote is for internal use only and will not appear on remittance advice.

NOTE: OSF uses the Payment Note field to record a replacement warrant number and the date if the
original warrant is replaced. This information prints on the 36 Month Statutory Cancellation Report. See
the COR118 AP Inquiry and Reporting Manual for information about this report.
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Step 7 — Voucher Attributes

Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry > Voucher Attribute

Voucher Attributes Page

The Voucher Attributes page displays the current matching status of the voucher. No match action is
performed on this page. Status are below:

Summary | lnvoice Information | Payments | Voucher Attributes Y Error Summary |

Business Unit: 04000 Invoice Number: |1 564156
Voucher ID: non425349 Invoice Date: |1 oingi2007 [
Voucher Style  Ragular Action; | = _lRun
Total: 12,164.48
¥ Post Voucher I” Close Voucher
¥ Revalue Voucher I” Delete Voucher

‘Accounting Template: ISTANDARD aQ Account At IGruss v|

‘Status: IF{eadyr "| Match Due Date: |1DIIJEIIEDDT El

I Pay UnMatched Voucher

- ‘__.F”_‘ e e s L g r i > 2 T d

- sl . &Y A W

e Ready: Marks the voucher as ready for matching after copying the PO or receipt onto the
voucher.

e No Match: Indicates that the PO copied onto the voucher has a No Match Status. The action
should be No Match only if it was copied from an AO PO.

e Exceptions: The voucher failed the matching process. See page 62 for information pertaining to
Match Exceptions.

e Matched: Indicates that the voucher has successfully passed the matching process.
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Step 8 — Viewing Voucher Summary Page

Navigation: Accounts Payable > Vouchers > Add/Update > Reqular Entry > Summary

Voucher Summary Tab

Vouchers go through several stages from initial entry to payment to posting. Payables tracks these
stages using a variety of statuses that relate to various actions and processes that can be run on a
voucher. Many of these statuses are viewed on the Voucher Summary page.

Summary Y Invoice Information }” Payments | Woucher Attributes % Errar Summary |

Business Unit: @

Voucher ID:
Voucher Style:
Contract ID:

Venior Name:

04000
00042539

Regular

OKLAHOMA STATE UMMERSITY
304 WHITEHURST HALL
STILLWATER, Okl 74078-1024

Entry Status: @
Match Status:

Approval Status:
Post Status:

Document Tolerance Status:
Budget Status:
Buiget Misc Status:

Postable
Ready
Approved
Unposted

Mot Chik'd
Mot Chi'd
Yalid

Invoice Date: @

Invoice No:

Invoice Total:

10/09/2007
1564156
12,164 .48

UsD

Pay Terms: @

0 Da\,rs]

Voucher Source:

@

Cnling

l\ﬁew Related @

|F'a\,rmentlnquir3r

B save | L\ Return to Search | +[5] Previous in List | +[E] Mext in List | [=] Matify | % Refresh |

Origin: QML
Created: 1000812007
Created By: CORE3S
Madified: 10/ 152007
Modified By: CORE3S
ERS Type: Mot Applicahle
Close Status: Qpen

5 o

[Es 2dd |

View important voucher information, summarized from the other three primary pages, such as voucher
header information, various statuses, and payment terms. Also view voucher entry information, such
as the voucher source, the date entered, the user ID that entered the voucher, and the date the voucher
was last updated. The following information corresponds to the numbered areas on the Voucher
Summary page on the previous page.

1. Voucher Header Information

2. Statuses:

e Entry Status: Displays the phase of the voucher’s processing. Values include Recycle, Approved,
Open, and Postable.

e Match Status: Displays the current match status of the voucher. Values include Ready, No
Match, Exceptions, and Matched. Refer to the Matching chapter beginning on page 75.

e Post Status: The posting process creates accounting entries from vouchers. Values include
Posted and Unposted.
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e Document Tolerance: Displays the current document tolerance status of the voucher. Values
include Valid, Not Checked, and Exceptions. Refer to the Document Tolerance chapter beginning
on page 69.

e Budget Status: Vouchers budget check against cash and allotment budgets. Values include Not
Chk’d, Valid, Exceptions. Refer to the Budget Checking chapter beginning on page 73 for
information to handle exceptions.

Payment Terms.

Voucher Entry Information.

The View Related box allows users to select from the following values and click Go link to view
related invoice information. The inquiry pages are opened in a separate window.

ar®

Accaounting Entries Inguiry

B save | L\ Return to Search | Payrnent Inguiry
Furchase Qrder Inguiny

Youcher Inguiry

‘View Related @ Payrment Inguiry j Go

Summary | Invoice [nformation | B mary

e Accounting Entries Inquiry: Select to access the Accounting Entries Inquiry page and view
accounting entries for posted vouchers. If a voucher has not yet been posted, the page does not
display accounting entries. The COR118 AP Inquiry and Reporting Manual has a chapter on this
page.

e Payment Inquiry: Select to access the Payment Inquiry and search for related payments. The
COR118 AP Inquiry and Reporting Manual has a chapter on this page.

e Purchase Order Inguiry: Select to access the Purchase Order Inquiry page and search for
related purchase orders. The COR112 PO Voucher Manual has chapter on this page.

e Voucher Inquiry: Select to access the Voucher Inquiry page and search for related vouchers.
The COR118 AP Inquiry and Reporting Manual has a chapter on this page.
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Step 9 - Viewing Voucher Errors

Navigation: Accounts Payable > Vouchers > Add/Update > Reqular Entry > Error Summary

Error Summary Page

Payables lists duplicate invoices, out of balance, and combination edit errors for vouchers on the Error
Summary page. The Go to Review Errors icon i displays in the following locations:

¢ Voucher ID field on the Invoice Information page for voucher header errors
¢ Inthe Invoice Lines scroll area for voucher line errors
¢ Inthe Distribution Lines grid for voucher distribution line errors

NOTE: The example is a distribution line error. The class fund and department number are not
populated correctly.

7
[ GLChart | ExchangeRale | Stdfies | lssels | [F)

() ot QuyGi et o Endlme . Dnl el GOM Butiet Date
HEA ] wmo[ |uwakmwal afm afw aie  afr qf Q, [oarzsraon

1. Go to Review Errors &: Click to view a description of a voucher error.
2. Scroll Areas: Different scroll areas will appear for the different types of errors.

Summary ! Inwaice Information | Payments | Youcher Atiributes | Error Summary |

Business Unit: 03000 Invoice Number:  SETTLEMENTOG2507

Voucher ID: noo10194 Invoice Date: 0Bi30i2007

Shde: Regular Total: 100.00 S0

Distribution Line Errors Customize | Eind | Wiew Al | # 0 rirst [0 [ Laat

Ling DistributionLine  Field Hame Message

1 1 GLBusiness Unit  Invoice ling 1 has an invalid ChartField cambination on Distribution 1.

Bl save | S\ Return to Searchl [=] Matity | 743 Refresh E+Add| Upidte/Digpla
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Step 10 — On-Demand Processes

Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry > Invoice
Information Action

On-Demand Processes

After the voucher is saved and a voucher ID is assigned, direct voucher statuses are as follows:

= _rwn

lBudget Checking | —

’Ducument Tolerance| | ¥iew RE

Copy|atch, Doc Tol, Bdat py Optiory

hatching L
Entry Status: FPostahle

Match Status: Feady

Approval Status: Approved
Post Status: Unposted

Document Tolerance Status: Mot Chk'd
Budget Status: Mot Chik'd
Budget Misc Status: Walid

OSF runs batch processes nightly to match, check document tolerance, budget check, and post
vouchers. However, there are occasions to run matching, document tolerance, and budget checking
for a particular voucher in real time, e.g., rush payment, P-Card voucher(s). If it is necessary to run
these processes for a voucher the same day the voucher is created, take the following steps:

e Use the Voucher Summary page to ensure the voucher has been saved and edited with the
approval status Approved and entry status Postable.

e |f the voucher requires matching, super users can run Match, Doc Tol, Bdgt directly from the
Invoice Information page using the Action field.

e If the voucher does not require matching, users can run Document Tolerance first, and then
Budget Checking directly from the Invoice Information page using the Action field.

NOTE: On Demand processes require significant system resources and should only be used when
necessary.

NOTE: Vouchers must have a Match Status of No Match or Matched and a Document Tolerance
Status of Valid before they will budget check.
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After initiating any of on-demand processes, the following message displays:

O wou wwant to wait for the process to be completed? Youcher will be displayed atter process ends. (7050,54)

Yes Mo

e Yes — The system runs the selected on-demand process and returns to the Invoice Information
screen when the process is completed. View the updated statuses on the Voucher Summary
page.

¢ No — The system returns to the Invoice Information screen to allow navigation within the voucher
component; however, while the process is running, the fields on the voucher will be grayed out
and unavailable for entry.

e A separate window opens displaying the process name and instance. The status will
advance from Queued, to Processing, to Success, or Success with Warnings. When

P
the process is complete, click the Refresh icon, * to view the updated budget status
on the Voucher Summary page.

o Iftherefreshicon * is clicked before the on-demand process is complete, a message
displays noting the voucher is in a payables batch. Viewing the updated statuses will
require exiting the voucher and searching on the voucher ID to view the Voucher
Summary page after the on-demand process is complete.

Summary_{ Invoice Information {_Fayments | Woucher Aributes " Error Summary |
Business Unit: 04000 Imvoice Humber: 1564156 /
Voucher ID: 00042539 Invoice Date: 10/09/2007
'l
Voucher Style  Regular Action: Match, Doc Tal, Bdat *’
3 Application Engine - FS_STREAMLN - Microsoft Interne o ]
- i File Edit wiew Favorites Tools  Help | -
PO Unit: Purchase Order: = = =
J Back - \_/J - \ﬂ \ELI __l\J P ! Search ‘:';\T\H Favorites {‘3‘ - »
Vendor: o00onooooio Address I@] http:,f,l'webdev.ok]aosf.state.ok.us:?lgj Go ‘Links »| Sisnaglt |2
Name: O51U-001
Location:
© oo Queued
Address: 1 Advanced Vendor Seal
OKLAHOMA STATE UNIVERSITY lProcess Name: FS_STREAMLM  On-Demand Prncess]
304 WHITEHURST HALL - :
STILLWATER, OK 74078-1024 [Process Instance: 4657735 Process Type: Application Engine
Line Distrilnte by Rem
1 amount 099712
Ship To SpeedChart
04020 |€| Opening page http:/fmagmal 01, oklaosf, l_ l_l_l_l_la Internet v
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Matching

Matching compares vouchers with POs and receipts to ensure the correct vendor is paid and that the
payments do not exceed the quantities and amounts on the PO lines and schedules. Matching should be
enabled on all POs with the exception of Authority Orders. Matching compares the following and asks the
guestions:

e 2-way matching — The invoice is compared to the PO. Was the product ordered?

e 3-way matching — The invoice is compared to the PO and the receiver. Was the product ordered
and received?

e 4-way matching — The invoice is compared to the PO, the receiver, and inspections. Was the
product ordered, received, and inspected?

Voucher Match Status

Whether a voucher will or will not be subject to matching is dependent on the match options selected
when a PO is created. Refer to pages 12 and 15 for the match options available at the PO header level
and PO line and schedule level. This information is transferred to the voucher and may be viewed on
the Voucher Attributes page of the voucher component. See page 52 for the navigation.

Surnmary Y Invoice Information ) Payments )| Voucher Attributes [\ Error Surmmary
Business Unit: oo Invoice Number: |E'ATKA JUME INYOICE
Voucher ID: 00075556 Invoice Date: ID?IBHEDD? [
Voucher Style  Regular Action: | LI _IRun
Total: 1,700.00

R PR P - - i msaea _u,-.f'r_- - —" —_— —— # -
l'Status: [Exceptions x| ] Match Due Date:  [07/31/2007
_EPayUnl‘gatthgu,Vouch_er - ot e b - W

If voucher lines exist that have been flagged as full match on the PO, the system set the match action
to Ready automatically when it copies voucher information from a PO or receipt. The Match Action
Status values are:

e Ready: Marks the voucher as ready for matching after copying the PO or receipt onto the
voucher.

e No Match: Indicates that the PO copied onto the voucher has a No Match Status. The action
should be No Match only if it was copied from an AO PO.

e Exceptions: The voucher failed the matching process.

e Matched: Indicates that the voucher has successfully passed the matching process.

COR112 Purchase Order Voucher Manual Page 56 of 107
Revised: January 26, 2021



3% oKLAHOMA

A 2
[N

Matching Quantities and Amounts

View Source POIReceiver Information

Unit: i} Voucher: 00075556 Line: 1 ‘Line Match Option FU” hiatch 'l

PO Unit PO Ho. PO Line PO Schedule Receipt Unit Receipt Number  Line Schedule

[ oo ([ aooroso | [ T(@f | |

1. Invoice Line: When the invoice is matched to the PO, matching compares the Invoice Line to the
PO/Receiver line item for quantity and extended amount. In the example, voucher line 1 is
sourced to PO line 1, schedule line 2, per the View PO Information link.

Voucher Line

Imvoice Lines

[][=] Line ‘Distribute by Hem Description ®0uanti‘t_v Uom Unit Price @E)ﬂemled Amount
1 [auantity x| [ogasre | @, [Psycnologistsipsyehologl [3.0000 IEA a | 400.00000 | 1,200.00
Ship To SpeedChart o
[E3]
@a [Tes @l b

™ Use One Asset ID [ Force Price Calculatel

2. Quantity on the Invoice Line (unless the PO line is marked as an amount only): Matched to the
guantity on the PO/Receiver line. If the quantity on the voucher or combination of vouchers
exceeds the PO/Receiver, a match exception will be received. In the example, the voucher
quantity of 3 plus the quantities from prior vouchers against PO line 1, schedule line 2, is
compared to the quantity of 13.

3. Extended Amount on the Invoice Line: Matched to the extended amount on the PO line. If the
extended amount on the voucher or combination of vouchers exceeds the PO extended amount,
then an exception will be received. In the example, the voucher extended amount of $1,200.00
plus the extended amounts from prior vouchers against PO line 1, schedule line 2, is compared to
the amount of $5,200.00.

PO Line and Schedule

Find |Wiew anl  First [ 103 B L ast

Line®1 Psychologists/psychological se PO Oty:  2Z6.0000 EA Amount: 10400.00 USD

Customize | Find | Wiew &

Details Y Statuses

Sched Due Date Time Due Revisi Ship To PO Oty Price Amount Status

1 2 ozrzrrzoos 85 =1 B.0000 400.00000 240000 USD Canceled 55 &5 @ 5%
2 @L%. 0740172008 25 = @13.0000 400.00000 @szuu.uu USD Active T o @ 5
3 [ nasmzrzon? &5 = 130000 40000000 20000 USD Active T @ g &

4. Go to Review Errors il . If the icon displays in the Invoice Line scroll area, most likely it is a

matching exception. Click the Go to Review Errors icon iy to view a description of a voucher
error.

NOTE: Matching is at the invoice line level. Invoice distribution lines do not match to the PO. They are
used to check document tolerance and budget check. See the Document Tolerance and Budget
Checking Chapters on page 69 and 76 for additional information.
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Match Exceptions

The Error Summary page is displayed after clicking the Go to Review Errors icon My . When the voucher
has match exception(s), the match rule exception(s) with description(s) is identified for each voucher
line that did not pass matching. See page 60 for a table that lists and defines match rule exceptions.

Summary | Invaice Information | Payments | Youcher Aiributes | Error Summary

Business Unit: 0o Invoice Number:  BATKA JURNE INWOICE
Voucher ID: 000754556 Invoice Date: oTi31sz007
Style: Regular Total: 1,700.00 UsD

Imvoice Line Errors Customize | Find | View & | B First 4] 12012 (Y] Last
Line FieldName  Message

1 RULE 200 Life To Date Voucher Gty = PO Qty + %Tolerance
1 RULE 300} Life to Date Youcher Amount = PO Amount (Mo Price Tolerance Specified )

Match exception(s) can also be researched directly from the voucher. Select the Exceptions link from
the Summary page of the voucher component to access the Match Workbench.

Summary | | Invoice Information | Payments | Youcher Attributes |} Error Summary |
Business Unit: nn Invoice Date: 0732007
Voucher ID: 00075556 Invoice No: BATIA JUME INVQICE
Voucher Style: Regular Invoice Total: 1,700.00 UsSD
Contract ID:
Vendor Name: JOHM BATKA PHD PC Pay Terms: 0 Days
Voucher Source: Online
735M
Entry Status: Postable Origin: OrL
Match Status: Exceptions Created: 0ar 3rzoar
— i — AW T M ey W - —r—t g AT gt
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Match Workbench

Navigation: Accounts Payable > Review Accounts Payable Info > Vouchers > Match
Workbench

The Match Workbench is comprised of various pages that enable review of match information according
to specified search criteria.

[Match Workbench
Use Saved Search: l 'I @ Process hMonitor
Business Unit @ [equalta ~1
Match Status @- [eauarta =1
IAII walues 'I p
Voucher I @ Manually Overridden
Vendor Setil I (rvalid »alue) ‘I Match Dispute
@ Match Exceptions Exist
Vendor ID [anvalues = Matched
Overridden - Credit Mote
To Be Matched
Max Rows to Retrieve: | 300 @
@ 6 5 ® G
Search | Clear | afvanced search Elsawe search Criteria T oelete Saved Search  FPersonalize Search

1. Business Unit: Enter the BU.

2. Match Status: Select a Match Status to narrow the search.

e Match Exceptions Exist: Include in the search only vouchers that have matching exceptions. This
or the Match Exceptions report (APY1090) can be used to review match exceptions with voucher,
PO, and receiver information, and match error information.

e Matched: Include in the search only vouchers that are matched. It can be used to search for
matched vouchers that need to be unmatched but the search should be further limited since it
includes matched vouchers that are paid.

e To Be Matched: Include in the search only vouchers that have not been matched.

3. Voucher ID: Search for a particular voucher ID, a range of vouchers, or use another option in the
drop down box.

4. Vendor SetlD and Vendor ID: Search for a particular vendor, a range of vendors, or use another
option in the Vendor Drop down box. The SETID is 00000.

5. Max Rows to Retrieve: Increase the max rows from 300 up to 99999 if anticipating search results
of more than 300 vouchers.

6. Advanced Search, Personalize Search, and Save Search: Click to access and select search
fields to display on the Match Workbench page. Save the search criteria and use it again by
selecting from the save search list. Saved searches can be deleted.

7. Click M to access a list of vouchers that meet the search criteria. Below is an example of a
Match Exception Exist search results. The Match Exceptions Exist link accesses the Match
Exceptions Workbench Details page and the voucher ID accesses the voucher in a separate
window.

Select to perform an Action on a row. wSelect All Clear All

ustomize | Find |

§ Details " More Details ), [F=¥
Select |Match 3::"& Vouchers Vendor 1D Iwoice Number Gross Amt Currency
— Match Exceptions Exist aa 00074523 oooooF2ys1 & 303668 225 44 sD
r@Maich Exceptions Exist oo 00075556 0000247430 5 |BATKAJUMNE INYOICE  (1700.00 usD I
— Match Exceptions Exist ‘oo onoyss00 oooozezvF4s & 70230 209.90 LsD
WSelect All Clear All
Action: @ | LI Run
COR112 Purchase Order Voucher Manual Page 59 of 107

Revised: January 26, 2021



P

9 & OKLAHOMA

A 2
[N

8. Action: Allows on-demand processes to be run for the selected vouchers.

Match Exception Workbench Details

The Match Exception Workbench Details page is accessed directly when the Exceptions link from the
Summary page of the voucher component is selected. It also is displayed when searching from the

Match Workbench.

Match Exception Sumrmary ®
Docurnent Details @

Match Exception Workbench Details

Business Unit: ao ® Voucher: N0075546 Invoice: BATHA JUNE INVOICE
Vendor: 0000247430 Vendor SetiD: noooo Vendor Location: 0001

Vendor Name  JOHM BATKA PHD PC Match Due Date:  07/3152007 Invoice Date: aviatzaoy

Updated By: 2 Due Date: 0752007 Matched Date: 101212007

Terms: oo 0Days Origin: 0n Line Match Status: hMatch Exceptions Exist
Gross Amt: 1700.00 so  Control Group: Match Type:

Voucher Match Action: I "I Apply |

1. Voucher Information: The voucher information populates based on the voucher selected from the
search criteria or the Summary page Exceptions link.

2. Match Exception Summary: Click the link to access the Match Exception Workbench Summary
page to view all header level exceptions associated with this voucher.

Match Exception Workbench Summary

Invoice Line Errors
Moucher Line Match Rule ID
1 RULE_Y200

1 RULE_Y300

Business Unit: an Voucher: 00075556 Invoice: BATKA JUNE INWOICE
Vendor: Q000247430 Vendor SetiD: aooaa Vendor Location: 0001

Vendor Name  JOHN BATKA PHD PG Match Due Date:  (07/31/2007 Invoice Date: arian2ooy

Updated By: 0z Due Date: a7ratrznoy Matched Date: 1001 22007

Terms: ili] 0 Days Origin: on Line Match Status: hatch Exeeptions Exist
Gross Amt: 1700.00 Uso  Control Group: Match Type:

i~ “ 7 o R n |
Customize | Find | Wiew All | &

Description
Life to date voucher gty is greater than PO gty
Life to date youcher amount is greater than PO amt

3. Document Details: Click the link to access the Associated Document Information page to view
voucher, PO, and receiver attributes. This link accesses the first line of the voucher. All lines are

available for viewing.
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Find | View All F@irst [ o2 O Lt

Voucher Line Numher:®1 Voucher Line Match Action: I 'I Apply |
PO Business Unit; oo PO Number: 4007080
Line Number: @ 1 Schedule Number: @ 2
_ _ View Document: @ Purchase Order v
Line Docurnent Details @ Document Id: 00 9007080 j Go
Match Rules
Rules Y Override Options h
Details Match Rule Voucher Purchase Order  Receiver
F% Extended price tolerance 1200.00 5200.00
F% Extended price % tolerance 1200.00 5200.00
F% Unit price does not equal PO unit price + % tal - 400.00000 400.00000
F% Unit price does not equal PO unit price + unittol - 400.00000 400.00000
1] F,%@ Life to date woucher gty is areater than PO oty 3 13
0 Life to date voucher amount is greater than PO 1200 5200
amt
% Life to Date = Sched Amt + % ext tol 1200.00 5200.00
% Life to Date = Sched Amt + ext amt tol 1200.00 5200.00

4. Voucher Line Number: Identifies the voucher line that corresponds with the Match Rules. In this
example, the first of the three lines is displayed. All lines are available for viewing.

5. Line Number and Schedule Number: Identifies the PO line number and schedule number
associated with the invoice line.

6. Line Document Details: Click the link to access the Associated Document Information page to
view voucher, PO, and receiver attributes. This link accesses the specific voucher line.

7. View Document and Document ID: Select the type of document, the document ID, and click Go

to access detailed information for the associated document. Option appear if document exists and

include:

Purchase Order: Select to access the Purchase Order Inquiry page.

Receiver: Select to access the Receipts page. (Not currently enabled.)

Voucher: Select to access the Voucher component.

@ . Indicates the voucher line has a match exception.

Click the match detail button = to access the Match Rules Detail page to view a detailed
description of the match rule.

© 0 e e e
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Match Rules Detail Page

The Match Rules Detail Page is displayed after clicking the match details button B (page 62, #9).

Life to Date Quantity

Match Rule Details

Match Control: STAMNDARD [I‘u‘latch Rule Type: WMERCH- QT
i‘»ﬂatch Rule: RULE_'200 l Description: Life to Date Woucher Gty = PO Oty

lThe receiving percentage tolerance does not egual 0, and the total guantity vouchered (neluding previously matched =]

wouchers) exceeds the quantity on the purchase arder plus the allowed over-receiving quantity
i f'-. R ~ .

e Y ol TR gk i i S - I e

Life to Date Amount

Match Rule Details

Match Control:  STANDARD [I‘v‘latch Rule Type: MERCH-AMT
[I'u'lat-:h Rule: RULE_VEEID] Description: Life to Date Youcher Amount = PO Amount

The extended price tolerance and the extended price percentage tolerance are 0, and the total amount vouchered ;l
fincluding previously matched vouchers) exceeds the amaunt an the purchase order.
R S S S Sy SPGB ST arle g b L

The match rules indicate that the quantity and amount entered on invoice line 1 has exceeded the
quantity and amount on PO line 1, Schedule 2. Since these matching exceptions are the result of a
combination of vouchers, use the Activity Summary page to view the activity that has occurred against
a PO. See the Activity Summary chapter beginning on page 77.
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Undo Matching

After running the matching process, super users can undo matching for unpaid vouchers using the
Match Workbench. If the voucher has posted, it must be unposted first. Undo matching resets the match
status of selected purchase order(s)/receipts tied to a voucher. Undo matching is usually done if a
voucher line needs to be corrected on a voucher.

Access the Match Workbench using the navigation on page 60. The criteria for the voucher matched
on page 44 will be selected for the purposes of undo matching.

[Match Workbench

Use Saved Search: | LI Process Maonitar

Business Unit quual to VI |D4DDD Q,
Match Status |equa| ti ~] | Matched =]
Voucher ID |equalto vI |DDD42539 Q
PO W= s ._._'ﬁ.‘-—-—_ﬁ»—__,\_v —- - T T I S
Select to perform an Action on a row. oelect Al Claar &l

First 1 1 of 1 [ Last

[ Details Y More Details ) [FE0

I;(tlgh Match ‘Match Type ?l::;ilﬁ Vouchers Vendor Il ‘Ilmice Number |Gross Amt |Currency
e Matched |Aut0 - Matched 04000 00042539 DDDDDDDD']D;’E |1 5641456 12164.48 LIsD
W Select All Clear All
Action: | undo Matching j[ Run |
Run
Select the voucher to Undo Match, choose the Action of Undo Matching, and click A

message will display with the process instance number. Select Process Monitor link to view the status
of the job. Return to the voucher to make the necessary changes.

NOTE: Matching is at the line level so undo matching will open the line fields.

Invoice Line before Undo Matching

Imwoice Lines

[F][=] Line ‘Distribute by Hem Description Quantity  UOM Unit Price Extended Amount
1 |amount |7 [ose71z [Pass thru funding for trair [1.0000 | [sum [ 12,164.48000 12,164 .48

Invoice Line after Undo Matching

== Llne ‘Distribute by Hem Description Cuantity  UOM Unit Price Extended Amount
Amount | [088712  Q [Pass thru funding for trair [1.0000 |sun-1 Q| 12,164.48000 12,164.48
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Match Exception Rule ID and Definitions

Rules beginning with S are system errors and must be fixed for a voucher to match.

RULE_S100

RULE_S110

RULE_S111

RULE_S120

RULE_S121

RULE_S122

RULE_S123

RULE_S200

RULE_S201

RULE_S210

RULE_S300

RULE_S400

RULE_S500

Invalid Match Control ID.

Credit Adjustment Quantity
> PO Matched Quantity.

Credit Adjustment Amount >
PO Matched Amount.

Credit Adjustment Quantity
> Receiver Match Qty.

Credit Adjustment Amount >
Receiver Match Amount.

Credit Adjustment Quantity
> Receiver Match Qty.

Credit Adjustment Amount >
Receiver Match Amount.

Invalid PO ID exists not set
for match.

Invalid Receiver exists but
not set for matching.

Invalid PO Status.

Invalid UOM conversion for
PO.

Invalid currency exchange
rate for PO.

Invalid UOM conversion for
Receipt.

COR112 Purchase Order Voucher Manual
Revised: January 26, 2021

\
Clarification and Resolution
\

The voucher requires matching but the PO is not set up to Match, or
vice-versa. All POs other than AOs should be set up to Match.

This matching exception in the past is resolved by removing the
receiving required option if the goods or services are not received.

The PO is usually in a locked status. Contact the help desk to have it
unlocked.

PO was not in dispatched when matching was run.

Change the UOM to match the PO.

Change the UOM to match the receipt.
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Clarification and Resolution

Description

RULE_S600 | Invalid currency exchange
rate for Receipt.
RULE_S700 | Invalid Global exchange rate

conversion error.

The following are Match Rules. This table lists, defines, and explains the Matching Rules delivered with

the system:
m Clarification and Resolution
\
RULE_E100 | Extended Price Tolerance. The voucher extended price exceeds the PO extended price
plus or minus (+/-) the extended price tolerance, and the
tolerance is not equal to (<>) 0.
RULE_E200 | Extended Price % Tolerance. The voucher extended price exceeds the PO extended price
plus or minus the extended price percentage tolerance, and
the tolerance does not equal 0.
RULE_H200 | Voucher Vendor/Loc<>PO The vendor on the PO does not equal the vendor on the
Vendor/Loc. voucher. Check the location and address on the Vendor
Details link on the PO Inquiry page and change the location
and address on the Invoice Information page of the voucher.
RULE_H400 | Voucher The vendor on the voucher does not equal the vendor on the
Vendor/Loc<>Receiver receipt. Check the location and address on the Vendor
Vendor/Loc. Details link on the PO Inquiry page and change the location
and address on the Invoice Information page of the voucher.
RULE_I100 | Inspection Required but not The item ordered requires inspection but inspection has not
Complete. been completed.
RULE_P400 | Voucher Unit Price <> PO Unit | The price percentage tolerance does not equal 0, and the
Price + % Unit Tol. voucher price (converted to the purchase order UOM) does
not fall within the PO price range (calculated using price
percentage tolerance).
The rule does not generate an exception for an amount-only
purchase order and a non-purchase order receipt.
RULE_P500 | Voucher Unit Price <> PO Unit | The unit price tolerance does not equal 0, and the voucher

Price + Unit Price Tolerance.

COR112 Purchase Order Voucher Manual
Revised: January 26, 2021

price does not fall within the PO price range (calculated
using unit price tolerance).
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RULE_R500

RULE_R600

RULE_R650

RULE_R651

RULE_R900

RULE_R901

RULE_R950

RULE_R951

RULE_V200

RULE_V300

OKLAHOMA

No receipts found.

No receipt found, but
unmatched ones exist.

Voucher line amt > Sum of
received amount. (Receiving is
required.)

Voucher line amt > Sum of
received amount.

Total voucher received
quantity > Accepted Qty

Total voucher received
quantity > Accepted Qty.
Amount-only is N.

Voucher Quantity greater than
Assoc. Receipt Qty.

Voucher Quantity greater than
Assoc. Receipt Qty. (Non-PO
receipt).

Life to Date Voucher Qty > PO
Qty.

Life to Date Voucher Amount >
PO Amount.

COR112 Purchase Order Voucher Manual
Revised: January 26, 2021

Clarification and Resolution

The Matching process could not find any receipts for the PO
specified on the voucher line that were available for
matching. If receiving is required, create the receipt. If
receiving is not required, request the receiving required be
removed.

The Matching process found receipts for this PO that were
available for matching but could not make an association to
the voucher line using any of the document association
criteria. Check the receipt on the voucher to ensure the
correct one is associated to the receipt.

Voucher line amt > Sum of associated receiver line amt
(Amount Only Matching). Check the receipt tab on Activity
Summary to review the amount of the receipt.

Voucher line amt > Sum of associated receiver line amt
(Amount Only Matching).

The total quantity received (including across all voucher lines
and previously matched receivers) exceeds the accepted
quantity on the receiver. Use Activity Summary to review
quantities received, invoiced, and matched.

The total quantity received (including across all voucher lines
and previously matched receivers) exceeds the accepted
quantity on the receiver. Use Activity Summary to review
quantities received, invoiced, and matched

The quantity on the voucher line exceeds the remaining
unmatched quantity on the associated receipt(s).

The quantity on the voucher line exceeds the remaining
unmatched quantity on the associated receipt(s) (non-PO
Receipt).

The receiving percentage tolerance does not equal 0, and
the total quantity vouchered (including previously matched
vouchers) exceeds the quantity on the PO plus the allowed
over-receiving quantity. Use Activity Summary to review
quantities invoiced and matched.

The receiving tolerance is 0 and the total quantity vouchered
(including previously matched vouchers) exceeds the
quantity on the PO. An exception is not generated for an
amount-only purchase order or non-PO receipt. Use Activity
Summary to review amounts invoiced and matched.
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RULE_V400 | Life to Date > Sched Amt+ % | The extended price percentage tolerance is not 0, and the
ext tol. total amount vouchered (including amounts on previously
matched vouchers) exceeds the PO amount (calculated
using extended price percentage tolerance).

RULE_V500 | Life to Date > Sched Amt + ext | The extended price tolerance is not 0, and the total amount
amt tol. vouchered (including amounts on previously matched
vouchers) exceeds the PO amount (calculated using
extended price tolerance).
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Document Tolerance

Voucher document tolerances are allowable percentages or amounts by which the voucher distribution line
can exceed the PO distribution line. The state uses a zero document tolerance. If the allowable percentage
or amount is exceeded, the system creates a document tolerance exception. When document tolerance is
enabled, the voucher must have a valid document tolerance status before the voucher will be allowed to
budget check.

Voucher Document Tolerance Status

If document tolerance checking is enabled, the document tolerance status displays on the Summary
page of the Voucher component.

Summary |{ Invaice Information ¥ Payments ) Woucher Atributes Y Error Surmmary )

Business Unit:
Voucher 1D:
Voucher Style:
Contract 1D:

Vendor Hame:

ogooo
00011093

Regular

TELCO SUPFPLY COMPANY
FOBOKTTS
SULPHUR, Ok T3086-07745

Entry Status: Fostable

Match Status: hatched

Approval Status: Approved

Post Status: Unposted

Document Tolerance Status: Exceptions

Budget Status: Mot Chk'd

Builiet Mise. Statusie et Bolin e - o

Invoice Date:
Invoice No:

Invoice Total:

Pay Terms:

Voucher Source:

Origine:
Created:
Created By:
Maodified:
Modified By:
ERS Type:
Close Status:

R - -

>

10/08/2007
match1y

80,000.00 sD

0 Days

Online

oML
10r08s2007
CORE34
10r08/2007
COREZ4

Mot Applicable
Open

- e -~

»

The Document Tolerance Status values are:
Not Checked: The voucher requires document tolerance checking. If any amounts, quantities, or
Chartfields are modified after the document tolerance is checked, the system resets the
document tolerance status to Not Checked.

Valid: The voucher passed document tolerance checking.

Exceptions: Errors were generated for the voucher during document tolerance checking.

NOTE: This voucher has passed Matching but failed Document Tolerance. Because the Document
Tolerance status is not Valid, the voucher was not allowed to budget check.

COR112 Purchase Order Voucher Manual
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Document Tolerance Exceptions

Errors can be researched directly from the voucher.

1. Warning Message: Appears when searching on the Voucher ID to notify that errors exist.

2. Exceptions: Click to access the Document Tolerance Exceptions.

Summary Y Invoice Information | Pawments | Woucher Attributes | Error Summany

Microsoft Internet Explorer

"j@ Document Tolerance has generated exceptions For this document (7550, 143
L

the Purchase Order and Youcher,

Business Unit: Q9000 Invoice Date: 10/08/2007
Voucher ID: o0011093 Invoice No: match1y
Voucher Stvle: Renlar Inwvoice Total: annnnnn LJE0D

Some of the lines of this document have generated exceptions For exceeding tolerances defined For guantity and amounts bebween

X

COR112 Purchase Order Voucher Manual

[Match Status: Watched | Created: 100082007
Approval Status: Approved Created By: CORE34
Post Status: Unposted Modified: 10f0852007
Maoddified By: CORE34
Document Tolerance Status:  Exceptions @ ERS Type: Mot Applicable
bluluet Status: Mot Chk'd] Close Status: Open
L a1 Y Ty P T T e PP S

A separate window opens and directly accesses the Document Tolerance Exceptions page. This page
can also be accessed directly from the menu navigation.

Navigation: Accounts Payable > Vouchers > Maintain > Document Tolerance Exceptions

When the voucher has document tolerance exception(s), the document tolerance exception(s) with
description(s) is identified for each voucher distribution line that did not pass document tolerance.
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Document Tolerance Exceptions

Business Unit: nanoa Document Type: Voucher ID: 00011093

First E 1 af 1 |E| Last

Line: @1 Sched: Distrib: @ 2

ind | iew Al First U 1 or 1 O] Last

RulelD: E100 Description: Docurment exceeds predecessor by more than allowahle tolerance.

Predecessor Business Unit: @ panon  Defined Tolerance Amount:

I override

Pred Doc ID: nanagonz1ay Defined Tolerance Percentage:
Pred Line Nbr: 1 Calculated Doc Tol Amt Amount: 25527.02
Pred Sched Nbr: 1 Calculated Doc Tol Percent Amit: @ 25527.02
Pred Distln Num: ?  Source Doc Monetary Amt: @ 30000.00
Pred Doc Amt: @ 25527.02  Source Doc Converted Amt: 30000.00
Life-to-Date Liquidated Amt @EDDDD.DD Predecessor GL Base Currency: SD

Transaction Currency: SD

1. Line and Distrib: Identifies source (voucher) line and distribution line with document tolerance
errors.

2. Predecessor BU, Pred Doc ID, Pred Line Nbr, Pred Sched Nbr, and Pred Distin Num: Identifies
the information for the predecessor document (purchase order).

3. Pred Doc Amt, Calculated Doc Tol Amt Amount and Calculated Doc Tol Percent Amt: Displays
the amount of the predecessor document. The calculated document tolerance amounts and
percents are the same amounts since the state uses zero tolerance.

4. Life-to-Date Liquidated Amt and Source Doc Monetary Amt: Displays the sum total of all source
documents linked to the predecessor document. If multiple vouchers are tied to the same PO, the
Document Tolerance Checking process calculates the tolerance against the sum total of all
vouchers tied to this PO rather than the amounts of the individual vouchers. An individual voucher
may be within tolerance, but if the sum of the linked vouchers exceeds the tolerance, the voucher
does not pass document tolerance checking.
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Reviewing Document Tolerance Exceptions

Use the following navigation to access the Document Tolerance Exception search page and obtain a
list of vouchers with document tolerance exceptions.

Navigation: Accounts Payable > Vouchers > Maintain > Document Tolerance Exceptions

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

 Find an Existing Value

Business Unit: I: "'l ||:|g|:||:||:| Q@

Document Ty]]-e:|= ;[ |Unucher ;l@
ID: [begins with || a®@
@

Search | Clear | Basic Search Save Search Criteria

Search Results@

1-2 of 2

Business Unit Document Type ID

09000 Woucher 00011091
oaoon woucher 00011093

1. BU: Search on the BU only to view all vouchers with document tolerance exceptions.

2. Document Type: Search on the Document Type. Values include Voucher and PO, but document
tolerance is not currently enabled for POs.

3. ID: Enter a voucher ID to narrow the search to a specific voucher.

4. Click 2831h |15 view results.
5. Search Results: Lists vouchers with exceptions when there are multiple vouchers.

Document Tolerance Exceptions
e E100: Document exceeds predecessor by more than allowable tolerance
e E400: Prior document distribution line has been finalized

A voucher may pass matching but fail document tolerance. The sum total of the invoice line amounts
may be less than the PO line amount, but the sum total of a voucher distribution line may exceed the
PO distribution line amount. The system is designed to protect from overspending the PO through
matching and document tolerance. Authority Orders do not match so document tolerance will keep the
line from being overspent.

If document tolerance exceptions are the result of a combination of vouchers, use the Activity Summary
(page 80) and PO Accounting Entries (page 86) to view the activity that has occurred against a PO.
The PO distribution line may need to be increased or this or a prior voucher may have been vouchered
against the incorrect PO distribution line.

When the document tolerance exception has been resolved, the voucher will go through the budget
checking process.
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Budget Checking

PO vouchers budget check against the PO encumbrances and cash budgets. When a voucher budget
checks against an encumbrance or cash budget that is inadequate, has lapsed, or does not exist, an
exception occurs during budget checking. Exceptions must be researched and corrected before the voucher

can successfully budget check.

Voucher Budget Checking Status

Errors can be researched directly from the voucher.

1. Warning Message: Appears when searching on the Voucher ID to notify that errors exist.

2. Exceptions: Click the link to view the budget checking exceptions.

'Summary | Irwoice Infarmation | Payments | Voucher Attributes | Error Summary |

Business Unit; 344500 Ivoice Date:
Voucher ID: 001anzoz Iivvoice No:
Voucher Style: Reqgular Inveice Total:

Microsoft Internet Explorer
)
L

Budget Checking Errors Exist (18021,91)

Budget checking errors were logged For this document, Please check the budget exception page ko vigw them,

a8 1r20af
01006-03
38,085.00

x|

LsD

Match Status: Matched l Created:
Approval Status; Approved Created By:
Post Status: Unposted Maodified:

Maodified By:
’Documem Tolerance Status:  valid ] ERS Type:
Budget Status: @ Exceptions Close Status:
Elﬁﬂ&llﬂiﬁpﬂhﬂl;‘, i VAl s oA e e W e it -

101 0r2007
CORE34

101 0r2007
CORE34

Mot Applicakle
Dpen

Jr_urf'

The Budget Status values are:

e Not Chk’d: The voucher requires budget checking. If any amounts, quantities, or Chartfields are
modified after budget checking is run, the system resets the budget status to Not Checked

Valid: The voucher passed budget checking.
Exceptions: Errors were generated for the voucher during budget checking.

COR112 Purchase Order Voucher Manual
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Budget Checking Exceptions

Click the Exceptions link to open a separate window to Commitment Control to view the Voucher
Exceptions page. This page can also be accessed directly from the menu navigation.

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

Voucher Budget Check Error Search

The voucher budget checking errors search page allows for the entry of several criteria in locating a
voucher(s) with budget check exceptions.

Voucher
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values,

[ Find an Existing Value |

Commitment Control Tran ID: Ibegins with j|

Commitment Control Tran Date; | = =] | Bl
Business Unit: ®|= = [34500 Q
Voucher ID; ®| beging withj|nm 40802 Q
Process Instance: | = ] |

Process Status: |: = | |

®

Search | Clear |Easic cearch B Save Search Criteria

The criteria most often used are:

1. Business Unit: Search on BU only to view all vouchers with budget check error and warning
statuses.

2. Voucher ID: Enter the voucher ID to narrow search to a specific voucher.

3. Click M to display a list of exceptions if the search was not limited to a specific voucher
and there are multiple vouchers with exceptions.

NOTE: The Budget Checking Error report can also be run daily to identify all vouchers with budget
check exceptions and the reason for the budget error for the transaction lines with exceptions. See the
COR113 Regular Vouchers Manual for an illustration of the report.
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Commitment Control Voucher Exceptions

Voucher Exceptions

Clicking the Exceptions link or using the menu navigation displays the Voucher Exception page. It lists
the budget(s) and the reason(s) for the budget error for the transaction lines with exceptions.

/ Voucher Exceptions {_Line Exceptions |

Business Unit: 03200 Voucher ID:  0ooozo3s & @

‘Exception Type: I Error 'I [T Oerride Transaction e @ '!EJ

Maximum Rows: I 100 ™ More Budgets Exist Advanced Budnet Criteriz
Search |

First E 1of 1 |E| Last

- . . " . =i
Custornize | Find | iew Al | B

Budgets with Exceptions
Budget Override 4 Budget Chartfiglds

Business Ledaer . . Owverride
Unit Groun Exception More Detail Budaet Transfer
1 & 09200 CASH @ Exceeds Budget Tolerance @ hore Detail = GoTo .. &

Ledger Group: The budget failing budget check.

Exception: The budget checking error.

Exceeds Budget Tolerance — Voucher amount exceeds the remaining available budget.

No Budget Exists — Budget has not been established or the incorrect budget was entered.
Budget Date Out of Bounds — Budget on the voucher has lapsed and the funds are no longer
available.

Referenced Document is Zero — The voucher associated PO distribution line has a zero balance.

3. Show All Columns icon: Click to view the fund type and class entered on the voucher.

e 0o 0 N

4. View Related Links button: Click to open a page with the following options:

FPlease select one of the following links:

Goto Source Entry
Goto Source [nouiny

Cancel |

Go to Source Entry — Opens the Voucher component so that changes can be made to the voucher.

Go to Source Inquiry — Opens the Voucher Inquiry to view the voucher.
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Commitment Control Line Exceptions

Line Exceptions

The Line Exceptions page displays details for voucher lines with budget exceptions.

oucher Exceptions | Line Exceptions |

Business Unit: 34500 Voucher ID: 00190202 & @
‘Line Status: I Error 'I ™ Override Transaction 'ﬂ' ﬂa "E'.
Maximum Rows: I 100 ™ More Lines Exist
Line From: @l Q, Line Thru: | Q
Search |

Transaction Lines with Budget pen i al ) L e
! @J view Al | B8 First [0 4 o 1 0 Last

Line Values Y Line Chartfields | Line Amount
Ling @ Distribution Line  Budget Date GL Business Unit
@l 11 10M 02007 34400

1. Line and Distribution Line: Displays the voucher line number(s) and distribution line(s) number(s)

that contain(s) errors.

2. Line From and Line Thru: Enter the voucher lines numbers in these fields to view a range of
lines. The prompt list shows only voucher lines with exceptions.

3. Line Chartfields and Line Amount: Click to view the Chartfield values or the monetary amount
associated with the voucher distribution line with budget exceptions.

E

~ to open a page with the following options:

4. View Related Links button: Click

Flease select one of the following links:

Goto Source Entry
3o to Source Inguiry

Cancel |

Go to Source Entry — Link opens the Voucher component so that changes can be made to the voucher.

Go to Source Inguiry — Link opens the Voucher Inquiry component to view the voucher.

COR112 Purchase Order Voucher Manual Page 75 of 107
Revised: January 26, 2021



3 & OKLAHOMA

[N

PO Activity Summary Page

The PO Activity Summary pages are used to view the receiving, invoicing, matching, and returning activities
that were performed on the selected POs to date. This inquiry is especially helpful when researching activity

that has taken place after a PO has been dispatched. It is also useful when resolving quantity and dollar
amount matching exceptions.

Navigation: Purchasing > Purchase Orders > Review PO Information > Activity Summary

Find an Existing Value

PO Activity Summary
Enter any information you have and click Search. Leave fields blank for a list

[ Find an Existing Value

Business Unit: @ | = - I ||;|4|:||:||:| Q,

PO Number: @Ibegins with = | [0409007771

Purchase Order Date: @ |: =] | [=]
Purchase Order Reference:| begins with | |

Vendor ID: @ | bedins with jl Q

" Ccase Sensitive
©
Search | Clear | Basic Search Save Search Criteria

1. Business Unit: (BU) defaults to specific value for each user. It is the only required field. The
additional fields serve to narrow the search.

2. PO Number: Search on a partial or complete PO number. PO numbers are ten digits and begin
with AGY9 where AGY is the agency number.
3. PO Date: Search on a specified date or date range.

4. Vendor Information: Search on vendor ID to select a vendor. The Q allows for vendor search.

5. Click Search |

NOTE: Each field search can be narrowed using the options in the drop down box to the left of the
field.
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Activity Summary Detalls Page

The PO Activity Summary pages provide receiving, invoicing, matching, and returning information for

each PO line. The Activity Summary Details pages for the POs used in the PO Voucher Creation
chapter are illustrated below.

Activity Summary — PO is Received

Activity Summary
Unit: a4o0a PO Status:  Dispatched
POID: 0408007771 Vendor: OKLAHOMA STATE UNMERSITY

Firs
Details histched ﬁ
@ d“’ Amount
Line ltem Item Description UGm Order Oty Amount Ordered Currency T!
1099?12 Pass theu funding for training Sin 1.0000 70000000 USD ¥

Activity Summary — PO is not Received

Activity Summary
Unit: panon PO Status:  Dispatched
POID: 0909000041 Vendor: IMSIGHT INVESTMEMTS CORP

Custornize | Find | view A1 | 3 Firs

Details Feceipt Invoice hatched RTY
QD ) s ) 5 1 )

Line hem kem Description Uom Order Gty Amount Ordered Currency m:;:':“m
= (096247 Insurance and risk mananement MOR 1.0000 A281.740 LSD ™
= (096247 Insurance and risk management MR 4.0000 1862.360 USD -
= (096247 Insurance and risk mananement MOR B.0000 9g81.480 USD |

Details Page: Displays the PO line information, including the Amount Only designation. Included

on this (and all pages) is the Line Details B icon. Click = to view the dollar amounts
associated with the different activities. If there is more than one PO line, select the icon to the
right of the line number to view the line details pertaining to it.
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Activity Summary - Details for PO Lines

Activity Summary

Details for Line 1

PO Number: 0409007771 PO Status: Dispatched

Line: 1 Vendor Ik OKLAHOMA STATE UNNMERSITY

em ID: 099712 Pass thru funding for training

Crder Cty: 1.0000 UOM: S Amount Ordered: 70,000,000 | USD

Expand Al Caollapse All

="

Open Chuantity: 0.0000

Open Amount: g.ooo UsD
="

Amt linvoiced: 55183130 USD ¥ Amount Only
=

Oty Matched: 0.0000

Amt Matched: 55,183130 USD
5

Oty Returned: 0.0000

Amount Returned: 0.oon

e Expand All: The page initially appears as collapsed. Expand All to view the dollar amounts
associated with each activity.

e Receipt Open Quantity and Open Amount: Represents Order Qty and Amount Ordered less sum
of received quantities and dollars. In the example, the Open Quantity is zero since the line is
designated as Amount Only. The Open Amount is $0.00 because receipts total $70,000.

e Invoice Amt Invoiced: Represents the sum of all vouchers and updates real time. In the example,
not all receipts have been invoiced.

e Amount Only: Designates the line as amount-only if the box is checked. The purchase order
qguantity value on the line is 1 and the matching rules apply only to the dollar amount on the line.

¢ Matched Qty Matched and Amt Matched: Represents the sum of the voucher quantities and
amounts that matched successfully. The fields update after the matching process is run.
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Activity Summary - Receipts Tab

2. Receipt Page: The Receipt page provides information on items that have been received.
POID: 0409007771 Vendor: OKLAHOMA STATE UMIVERSITY

| i First [ 1of 1 [¥] Last

Detalz= | Receipt @ Invoice  §  hatched RTY :
. o Amount Open
Line tem Item Description vom P it Open Amount| cy
Line tem Item Description UomM Received Quant Open Amount| Curren:
1099?12 Pass thru funding far trainin S TO000.000 0.0000 0.ooo UsD

e Lines Details: Accesses the Details page. See page 81.

e Open Quantity and Open Amount: Represents Order Qty and Amount Ordered less sum of
received quantities and dollars.

e Receipt: Provides a list of receipts and allows drilling into the purchasing system to obtain more
information regarding receiving documents. See the COR110, Purchase Order Administration

Manual.
Unit: 04000 POID: 0408007771 Line 1 ftem 1D 09a712
ormize | Find | view &l | B8 First [ 1.0 0p 0 (M Lagt
ﬁﬁ::?“ BURecv Receipt No Eﬁ%‘ﬂ Status Seq Vndr Bept Gty Vndr Reject Oty Amount Currency
1 04000 000000a03s 1 Received 1 1.0000 0.0000 8413.460 USD =]
104000 oaoooparsz 1 Received 1 1.0000 0.0000 2335270 08D =]
1 04000 0000o00avas 1 Received 1 1.0000 0.0000 4682 600 USD =]
104000 ooooop9asz 1 Received 1 1.0000 0.0000 3664.440 USD =]
1 04000 0opoop9azs 1 Received 1 1.0000 0.0000 4907530 USD =]
104000 oaooo103as 1 Received 1 1.0000 0.0000 2455930 USD =]
1 04000 oopoot12a2 1 Received 1 1.0000 0.0000 16449410 USD =]
104000 oooo11 71 1 Received 1 1.0000 0.0000 12164480 USD =]
1 04000 oopoo17eE2 1 Received 1 1.0000 0.0000 14816.870 USD =]

NOTE: Use the Receipt page to research R600, R650, R900, and R950 matching exceptions.
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Activity Summary - Invoice Tab

3. Invoice Page: The Invoice page provides information on vouchers created against the PO.

POID: 0408007771 Vendor: OKLAHOMA STATE UNIMVERSITY

First [4] 1af 1 [ Last
Receipt Invoice @ tatched
Line kem ltem Description oM Amount Only Amit wvoiced Currency

1 098712 Pass thru funding for training S I 88183130 USD

e Lines Details: |EEI%Accesses the Details page. See page 80.
Amount Only: Designates the line as amount-only if the box is checked. The purchase order
gquantity value on the line is 1 and the matching rules apply only to the dollar amount on the line.

e Invoice: "= Provides a list of all vouchers against the PO line regardless of the voucher statuses.
The page updates when a voucher is saved. The voucher links allow drilling into the Voucher
Inquiry screen to obtain more information regarding the voucher.

Unit: 04000 PO No.:0409007771 Line 1 temlID 098712
Custornize | Find | Wigw All | i First 4] 1.5t 5 (M Last
Sched Num AP Unit Voucher Line Amount iwvoiced
1 04000 Do035680 1 8513.460 =]
1 04000 000364915 1 4692 600 =]
1 04000 00036916 1 2335270 =]
1 04000 00037961 1 3664450 =]
1 04000 000389493 1 4907 530 =]
1 04000 0oo039511 1 2455830 =]
1 04000 00041662 1 16449410 =]
1 04000 Do042538 1 12164.480 =]

NOTE: A comparison of the Receipts and Invoice details in the example reveals the last receipt has
not been invoiced.

NOTE: Use the Invoice page to determine the quantities and amounts invoiced when researching
V200 and V300 matching exceptions. Since there is not an Open Quantity and Open Amount on the

Invoice page, the details can be downloaded into Excel E to compute these values.
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Activity Summary - Invoice and RTV Pages

4. Matched Page: The Matched page provides information of vouchers that have been matched
according to the matching rules in effect.

POID:  040900/771 Vendor: OKLAHOMA STATE LINIVERSITY

Custornize | Find | view All | 88 First [ 1 or 1 [ Last

Details Receipt | Inwoice Matche(l@ RTV
Line tem tem Description uom Oty Matched Amt Matched Currency
1 0993712 Pass thru funding for training SLUIM 0.0000 55183130 USD

e Lines Details: B Accesses the Details page. See page 80.

e Matching: (=] Provides a list of matched vouchers for the PO line. The page updates after the
matching process runs. The voucher links allow drilling into the Voucher Inquiry screen to obtain
more information regarding the voucher.

Unit: 04000 PO No.:0403007771 Line 1 ftem ID 099712
Customize | Eind | Yiew: All | i First El 1-Bof 8 El Last
Sched Num AP Unit  Voucher Line Cuantity Matched Amount Matched
1 04000 non3see0 1 0.a0an B513.460 =]
1 04000 DO036E91 4 1 0.a0an 4682600 =]
1 04000 O003A91 6 1 0.oooo 2335270 E|
1 04000 DO03T9E 1 0.a0an J664.450 =]
1 04000 nopn3sas3 1 0.a0an 4907 530 =]
1 04000 000394911 1 0.a0an 2455930 =]
1 04000 a0041662 1 0.oooo 16449.410 E|
1 04000 non42539 1 0.a0an 12164.480 =]

5. RTV Page: The RTV page provides information of returned receipts.

POID: 0408007771 Vendor: OkLAHOMA STATE LINNVERSITY

First E 1cf 1 |I| Last

Receipnt Y Invoice Y Matched
Line tem ftem Description Uom Oty Returned Amount Returned Currency

1 B om9712 [tern Drescription SLIM 0.0000

6. Show all Columns icon: Click to view the receiving, invoicing, matching, and returning
information for all PO lines.
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PO Accounting Entries Screen

The PO Accounting Entries page allows the user to review the encumbrances and the reversals and

liquidations against the encumbrances. It can also be used to determine the following:

e What is the remaining encumbrance on a PO distribution line?
e Has a PO distribution line been closed at the PO level?

e What is the last voucher or voucher line that is listed as liquidating against an encumbrance?

Navigation: Purchasing > Purchase Orders > Review PO Information > PO Accounting Entries

Selection Criteria:

Selection Criteria

‘Business Unit; @ W Q

From PO ID: ® IM Q To PO ID: I— Q
PO Status; @ a

Fiscal Year FromTo: @ [a] a @ MaxRows: | 300

‘Accounting Line View Option: | Standard _@Leﬂuer Group: IP«LLOTI ]

A nan Sy -..-‘1-“

ChartFields

Sub- Class- s
Account Account Fund Type Fundin Dept Bud Ref CFDAZ Progran
ff &l af A Q] al Qj Q|

1. Business Unit: (BU) defaults to a specific value for each user.
Filter criteria by:

From PO ID to PO ID

PO Status

Fiscal Year From/To

ChartField combinations

Max Rows: Increase up to 99999 if more than 300 search results.

© NoohkwN

Click ook
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PO Acctg LN Lookup

The encumbrance entries related to the allotment budget display. PO encumbrances are listed first
followed by the voucher reversals.

Accounting Entries

Purchase — @ Unpost . @ - o Class- @ Monelam® Refere|1ce©_®-®‘w
Order Status Vendor ID Trans Tvpe o, Line Sched Dist GLUNt 7, ,, Dest BudRef  Jinount Reversanp 2ournalll o2
0408007771 O ooooaoaoqn FO_POENC o 1 1 1 04000 19701 i a7 26,569.24 0004670716 N =
0408007771 O ooooooaoin PO _POEMNC o 1 1 204000 19701 ea ar 43,430,786 0004670716 N
0409007771 O ooooonootn REVERESAL 1) 1 1 1 04000 19701 2 ar -4,692.60 00036915 0005360403 M ;
0408007771 O aooooooodn REVERSAL o 1 1 1 04000 19701 i a7 -2,335.27 00036916 0005360404 N
0408007771 O ooooaoaoqn REVERSAL o 1 1 1 04000 19701 2 ar -8,513.46 00035680 0005154177 M )
0409007771 O ooaooonooin REVERSAL 1) 1 1 1 04000 19701 2 ar -3,664.45 00037967 0005529327 M
0408007771 O aooooooodn REVERSAL 1] 1 1 1 04000 19701 i a7 -2,45593 00038911 0005802105 W f
0408007771 O ooooooaoin REVERSAL o 1 1 1 04000 19701 ea ar -4.907.83 00038993 0005663536 M 9
0408007771 O ooooaoaoto REVERSAL o 1 1 204000 19701 e ar -16,449.41 00041662 0006085889 M <
0408007771 O aooooooodn REVERSAL o 1 1 204000 19701 pra| a7 -12,164.48 00042539 000B22E173 MW (

1. Trans Type: Values include PO_POENC (PO encumbrances) and REVERSAL (liquidations).

2. Line, Schedule, and Dist: The PO line, schedule, and distribution associated with the
encumbrance or reversal.

3. Class Funding, Dept, and Bud Ref: Chartfield combination of encumbrances and reversals. If the

funding copied from a PO is overwritten on a voucher, the reversal will reverse the encumbrance

funding and restore it to the budget. The expenditure will be recorded to the funding on the
voucher.

Monetary Amount: Amount encumbered or reversed.

Reference Reversal ID: Voucher IDs associated with the encumbrance reversal.

Journal ID: Each line is assigned a separate transaction line within Commitment Control and is in

sequence by transaction line.

7. Close Value: Values are Y (Yes) or N (No). The value Y indicates the distribution line is closed
through the PO. If a distribution line is finalized through a voucher, the closed value will continue
to show as N, but the encumbrance will be fully liquidated. See the Finalize Function chapter,
page 105.

ook

NOTE: PO distribution lines with TBD accounts do not display on PO Accounting Entries because TBD
accounts do not encumber in the allotment budget.

NOTE: The reversals on the PO Accounting Entry screen reflect amounts liquidating against the
encumbrance and may exceed the amount paid on the voucher if a voucher is finalized.

NOTE: If a voucher fails budget checking with the error message, Reference Doc Balance is Zero, it
may be because multiple voucher distribution lines are linked back to the same PO distribution line.
Since each line is assigned a separate transaction line within Commitment Control, the last voucher
distribution line within Commitment Control is the only one that needs to be finalized on the voucher.
The voucher distribution line that should be finalized is the last line listed for the last voucher listed, as
recorded on the PO Accounting Entries page
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Accounting Entries - Reordering Columns

The PO Acctg Ln Lookup has several columns, which are not currently used. Additionally, there may
be several line transactions. The following options help to simplify the use of the page.

OERCNORONE)

Customize | Eind | Wiew 10 | i First E 1-16 of 16 |£| Last

1. Customize: Rather than scrolling from left to right to view the entries, the columns can be
reordered. The link accesses the customization page for that grid, which enables columns to be
sorted, reordered, hidden, or frozen. The following is an example of how the PO Accounting
Entries page columns have been reordered so all the relevant columns can be viewed in a single
window.

To arder caolumns or add fields to sort arder, highlight column name, then press the appropriate button.
Frozen columns display under every tab.

Column Order
Tab Details (frazen) (& i
Purchase Order (frozen) = = *

Status (frozen)
“endor |0 (frozen)
Change Crder (hidden) I™ Hidden I Descending
Trans Type (frozen) ™ Frozen
Unpost Seq (frozen)

Line (frozen)

Sched (frozen)

Dist (frozen)

L Unit

Clags-Funding

Dept

Bud Ref

Monetary Amount

Reference Reversal [D

Journal 1D

Cloged “alue

Budget Period

Fiscal Year

Accounting Period

Base Currency

Account

sub-Account

Fund Type

CFDA#

Dper Unit

Prograrm

Entry Event

Project

F— " . E
o T - -
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Accounting Entries Navigating within Page

OO RORONE,

Customize | Find | Wiew 10 | i First E 1-18 of 18

2. Find: Allows a search string to be entered to search for a particular line or value. This is useful
when there are several line transactions. A voucher ID or amount can be used to find or access a
particular transaction directly.

3. View 10: By default, the first ten line transactions displays. When there are more than ten lines,
the View All link activates in the header bar. Clicking the View All link will expand the available
line transactions up to 100 transactions per page. Use the navigation buttons to access the prior
and next pages. Clicking First and Last accesses the first and last transaction.

4. Excel Icon: Click EH to download the data to Excel so it can be sorted, filtered, etc.
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PO Voucher Closing

A PO voucher can be closed if it has posted but it has been decided that it will not be paid or further
payments will be necessary. Voucher closing reverses the accounting entries and returns the funds to
budget. Closing a PO voucher is allowed when all of the following criteria have been met:

The voucher has posted.
The voucher must not be selected for payment.
The voucher may have had warrants issued against it, but it has not fully paid.

Navigation: Accounts Payable > Vouchers > Add/Update > Close Voucher

Voucher Close Search

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

[ Find an Existing Value

Business Unit: @l: v| ||39|JIJIJ Q

Voucher 10 (2) [begins with ] [o0811098

Invoice Number: @Ibegins with ¥
Short Vendor Name: | begins with ||

Vendor ID: ®|begin3 with j|

Name 1: [ begins with j|
Close Status Imlicator:|= j | j
I™ case Sensitive
®
Search | Clear | Basic Search 5 Save Search Criteria

The Voucher Close search page allows for the entry of several criteria in selecting a voucher for closure.

1. Business Unit: Search on BU only for a list of eligible vouchers for closure.
2. Voucher ID: Enter to select an eligible voucher for closure.
3. Invoice Number: Narrow search using an invoice number.
4. Vendor Information: Search on vendor using the short name, vendor ID, and/or vendor name.
5. Click to list vouchers eligible for closure.
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PO Before Voucher Closing

BU 09000, voucher #00011090, passed matching, document tolerance, and budget checking, and
posted to record an expenditure and accrual for $2,000.00. Subsequently, it was determined the
voucher should be closed since it would not be paid.

Summary Y Invoice Infarmation ¥ Payments |} “oucher Attributes | Error Summary |

Business Unit: 09000 Invoice Date: 10/08s2007
Voucher ID: ooo11090 ] Imvoice No: match 4
Voucher Style: Regular [ Invoice Total: 2,000.00 UsD
Contract ID:
Vendor Name: SEQUOYAH COMMUMNICATIONS ING Pay Terms: 0 Days

2209 WINDSOMG Voucher Source: Cnline

EDMOMD, Ok 73034-6529

Entry Status: Postable Origin: oML

[mmch Status: Matched] Created: 10/08/2007

Approval Status: Approved Created By: CORE3S

’Pos‘t Status: Pusted] Maodified: 1040842007
Modified By: COREZ4

Document Tolerance Status:  Walid ERS Type: Mot Applicable

Budget Status: walid Close Status: Cpen

Bugluetlfu‘liﬁ;‘.ﬁ‘tatus o A VA e o - I e b

The voucher reversed (liquidated) the $3,170 encumbrance for PO #0909002181, line 1, distribution
line 1, by $2,000 as recorded in the PO Accounting Entry inquiry page.

Summary {_Invoice Information Y Payments ) Voucher Atributes Y Error Summary

Business Unit: 09000 Inwoice Date: 100852007
Voucher ID: ooo11090 ] Invoice No: match14
Voucher Style: Regular Inveice Total: 2,000.00 ISD
Contract ID:
Vendor Name: SEQUOYAH COMMURNICATIONS MG Pay Terms: 0 Days

2209 WINDSOMG Voucher Source: Online

EDMOMD, Ok 73034-65249

Entry Status: FPostahle Origin: Ok
[MﬂTCIl Status: Matchedl Created: 10/08r2007
Approval Status: Approved Created By: CORE34
lPos‘t Status: F'Usted] Modified: 1050852007
Modified By: CORE3S
Document Tolerance Status:  walid ERS Type: Mot Applicahle
Buiget Status: walid Close Status: Jpen
Bwlget Ifu'lig;‘_smtui ot e R e e e P D b
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Close Voucher Tab

The Close Voucher Tab is displayed when selecting voucher #00011090 for closure (page 89).

Close Voucher % Youcher Details |

Business Unit: ogoon [ Voucher: ooo11090

Vendor: 0000061412 SEQUOYAH COMMUMNICATIONS INC

ShortName:  SEQUOYAH C-002

Iwoice: matchl 4 Origin: ORL Header Budget Status: Yalid
Date: 1060252007 Group: Non-Prorated Budget Status:  walid
Gross Amount: 2,00000 USD Entry Status: Postable
Related Close Status: Qpen
Voucher

Manual Close Date: |1 orarzo07 @ ¥ Mark Voucher for Closure

1. Mark Voucher for Closure: Select to begin the closing process. The following message will
display:

Youare closing a PO Youcher, Do youwish to restare Encumbrance and reopen (unmatch) the PO? (7030 630)

Mate: This process cannot be Undong.

[1YES"the encumbrance will be restored, the voucher labiliy liquidated, and the FO LinefSchedules will be available for further invalcing only for unreconciled PO's seleted

Mote that subsequent voucher posting will autamatically unmatch the voucher if your answer is YES.

If'™Na' anly the vaucher liability will be liquidated.

Yes Mo Cancel @

2. Tes I and Mo I : No reverses the accounting entries only. Yes reverses the accounting
entries, adjusts the quantities and amounts matched on the voucher, and opens the PO
Associated with the Voucher page.
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PO Associated with the Voucher
Business Unit: ogooa Voucher: o0oo11090

MSelect All Deselect All

Customize | Find | Wiews & First EI 1 of 1 EI Last
PO Unit PO No. Status

Restore
Encumbrance

1 = @ nanon na0a0021a1 o

3. Restore Encumbrance: Click the checkbox to reinstate the encumbrance. If the checkbox is not
selected, the encumbrance will not be able to be restored later. As noted in the message, this

process cannot be undone. Click .

NOTE: The search icon i displays general information related to the PO schedule and PO
distribution lines.
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Voucher Statuses After Closing

The voucher will be closed and the accounting entries reversed with the running of the Voucher Posting
process in the evening batch process. The matched status and values are adjusted on the PO in the

example because was selected in step 2 on page 89.

Summary Y Invoice Information )" Payments ) Woucher Afiributes " Error Summary
Business Unit: nanon Invoice Date: 10/08/2007
[Voucher ID: o011 IZIQIZI] Invoice No: matcht4
Voucher Style: Regular Inveice Total: 2,000.00 UsD
Contract ID:
Vendor Name: SEQUOYAH COMMUNICATIONS INC Pay Terms: 0 Days
2209 WINDSONG Voucher Source: online
EDMOMND, Ok T3034-6529
Entry Status: Fostable origin: QML
[I'u'latch Status: Ready ] Created: 1050872007
Approval Status: Pending Created By: CORE34
[Post Status: Posted ] Modified: 10/08/2007
Modified By: CORE34
Document Tolerance Status:  valid ERS Type: Mot Applicable
Budget Status: Walid [ Close Status: Closed ]
BmIEet Mifc ?}atus_: P \{aﬂg_ e v = SR =

The encumbrances are reversed because Tes was selected in step 3 on page 90.
Po Acctg Ln Lookup )
Business Unit: osooa
From PO: 0808002181 To PO 0808002181
POStatee B e e B s e b L e m e PO S ) P T

Accounting Entries
ChartFields

Purchase Order Status Vendor ID Trans Type ';—L'(mmis-:hedmm Unit E::m?“ Dept Bud Ref w mﬁ;
0908002181 D 0000061412 PO_POENC 01 1108000 21000 10 03 3,170.00 1
0909002181 D 0000061412 PO_POENC oo 1 208000 21000 10 08 412.80 L
0908002181 D 0000061412 REVERSAL 0 1 1108000 21000 10 03 -2,000.00 00011080
0909002181 D 0000061412 REWER SAL o1 1 108000 21000 10 03 .
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Adjustment Vouchers

Adjustment vouchers are used to adjust an existing posted voucher, either as a correction to the payment
or as a debit or credit memo. The voucher that is being adjusted can either be a direct expenditure or PO
voucher. Adjustment vouchers reference the adjustment voucher to the original voucher for an audit trail.
Typically, an adjustment voucher reflects one of the following scenarios:

e A vendor does not provide a good or service on the original invoice and voucher.
e A vendor provides a subsequent adjusting invoice that is tied to the original voucher.

Step 1 — Create Voucher

Navigation: Accounts Payable > Vouchers > Add/Update > Reqular Entry

Add a New Value
Voucher
/ Find an Existing ¥alue { Add a New Value

Business Unit: @lnqnnn (&'}
Voucher ID: @INEXT

Voucher Style: @ Adjustments =
Short Vendor Name: IOSU—DEH Q
Vendor ID: @IDDDDDDDDW (&}

Vendor Location: qum (&}
Address Sequence Numl]-er:l 1 Q
Invoice Number: ®|1 a61456/A0]

“(Nj)ice Date: @|1 oosm? | [5
K

add |

1. Business Unit: Defaults to specific value for each user.

2. Voucher ID: Defaults to NEXT. The system sequentially numbers the voucher. DO NOT
CHANGE.

3. Voucher Style: Select Adjustments.

4. Vendor ID: Enter the vendor ID that is identical to the original voucher that will be adjusted.

5. Invoice Number: Enter the invoice number as entered on the original voucher and add the suffix
of ADJ, or enter a credit or debit memo number.
Invoice Date: Enter same invoice date as entered on the original voucher.

7. Click __Add_|

NOTE: The example adjustment voucher adjusts the voucher copied from a receipt (page 44) by
reducing the expenditure by $64.48.
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Invoice Information Tab

The Invoice Information header populates with the values entered on the Add and Search page,
including the Adjustment voucher style. An adjustment voucher is copied from a source voucher (the

voucher being adjusted):

Invoice Information '} Fayments | Youcher Attributes |

Business Unit: 04000 Invoice Number:
Voucher ID: MEXT Invoice Date:
[Voucher Style Adjustment] Action;

Vendor: ( HUUUUUUUU'I 0 Q ‘Pay Terms:
Name: IOSU—Dm Q Control Group:
Location: IEIEIEH Q Accounting Date:
‘Address: I 1Q Advanced Vendor Search  ‘Currency:
OKLAHOMA STATE UNIVERSITY Totat:

304 WHITEHUREST HALL

STILLWATER, OK 74078-1024 Packing Slip:
Voucher ID:@IDDMEESQ &}

1561 456/A0
1000942007 [3)

ID Days vl ﬂ
I Q.

|1 0202007 | [5)
[usD &

0.00 Calculate |

=] Runl

Wiew Related Document

Basis Dt Type |nv Date

Comments

Mon Merchandise Summary

Copy to Youcher | @Cnmr From YWaorksheet

1. Vendor: The adjustment voucher must have the same vendor ID as the source voucher.

2 Copy to Voucher

Voucher ID and copying it to the voucher.

| : Option 1 allows the entire source voucher to be copied by entering the

3. Copy From Worksheet: Option 2 allows the individual voucher lines from the source voucher to
be selected for copying by accessing the Voucher Worksheet through this link.
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Step 2 — Copy Voucher Information
Option 1 — Copy Using Voucher ID

Copy to Voucher |

The option populates the Invoice Information page with the original values from
the source voucher as follows:
Invoice Information | Payments | Youcher Aftributes
Business Unit: 04000 Invoice Number:  |156145G/AD.
Voucher ID: NEXT Invoice Date: 10/09r2007 | [5
Voucher Style  Adjustment Action: 'l Run
Yiew Related Document
Vendor:  nagoononto ‘Pay Terms: [(Days =] 7  BasisDtlype InvDate
Name: asU-001 Control Group: &} Comments
Location:  [ngn1 Q Accounting Date: [10/20/2007 [
‘Address: | 13 ‘Currency: IUSD Maon Merchandise Summary
Total: 1 12,164.48 _Caleulate
omomsre ey e OFewes |

1. Total: The original voucher amount.

Imvoice Lines

= Line ‘Distribute by Rem Description Quantity UOM Unit Price Extended Amount
@1 [amount =] [oss712 | @ [Pass thrufunding fortrair [1.0000  [sum @ [ 1216425000 | 12,164.48
Ship To SpeedChart  Related Voucher ¥ amount Only ¥, Adjust Mtch ValuesEncumbrance
Joanzo | @ oo04zs38 (3) (4) T use one Asset D Calculats |

Purchase Order & Receiver Info Associate Receiveris) 5

2. Distribute by and Line Information: The Distribute by and voucher line information copy from the
source voucher.

3. Related Voucher: The system populates the field on the invoice line(s) with the adjusted
voucher’s voucher ID to link the adjustment voucher lines to the source voucher.

4. Adjust Mtch Values/Encumbrance: The checkbox is selected to restore or liquidate the
encumbrance and adjust the matched quantity and amount on the PO line. The checkbox cannot
be cleared if the Copy to Voucher option is selected.

5. Associate Receiver(s): Select to modify the quantity (distribute by quantity) or amount (distribute
by amount) if the source voucher is associated with a receipt. See page 98.

> i
[ GLChart ' ExchengeRate | Siafisics || Assets | [0 p
4
. " . . Sub- Class-
@Amoum Quantity Adjust Mtch Values Encumbrance GL Unit  Account Account Fund Type Fundin Dept Bud Ref
= 1] 1215448 [10000 @F [oaooo” @ [sserzo @ Joe @ [rooo @ [ieror @ [zazi08 @ or Qg

6. Amount and Chartfield Values: The voucher distribution line amount and accounting distribution
copy from the source voucher.

Edit the data to reflect the actual amounts and other values of the debit or credit memo. Click

B save _
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Option 2 — Copy Using Copy from Worksheet Link

The Copy From Worksheet option displays the Voucher Worksheet.

Voucher Worksheet Back to Invoice
&

Business Unit: 04000 Voucher ID: MNEXT

Vendor ID: IDDDDDDDD1 0 OELAHOMA STATE UNMIVERSITY

Voucher ID: @l |DDD42539 Q, Invoice Number:
From Woucher Line: I To Voucher Line: I
Voucher Date Option: I "I Voucher Date: I Eﬂ

[

1. Voucher ID: Enter the source voucher ID. The adjustment voucher must have the same vendor
ID as the source voucher to obtain a match.

Max Rows to I @Search | @CopySelectedLines | Reset | @¢ Select All Clear All

Return

'oucher Information ind | Wiew A First 1] 1of 1 [ Last

Unit: 04000 Voucher: 00042539 Invoice: 16641486 Date:  10/08/2007

Vendor: oooooooo o OkLAHOMA STATE UNIVERSITY
unpaid:(3) 12164 480 (4) @ Reverse atyinmt

Select Voucher Lines Custarmize | Find | view Al | 8 First [ 104 0 Last
Select Line mlmhmnce PO Unit PO Number ftem ID Description Cuantity UOM  Unit Price Merchandise Amt Currency
I @ 1 @ 04000 0409007771 099712 E:if]?ntgr“ ST s [ 1.0000 50 1216448000 @ -12184.48 USD
o Select All Clear Al Gross Invoice Amount: 12,164.480 Lines Entered: 1

2. Click 28arch | display the voucher lines.

3. Unpaid: Credit adjustment vouchers should not be created against a voucher that has been fully
paid unless it can be offset against another voucher with the same remit vendor ID. See page 100
— 101 for additional details.

4. Reverse Qty/Amt: Select checkbox to copy the voucher as a negative voucher when creating a
credit voucher. Note the merchandise amount became a negative amount but the quantity is
positive. This is because the voucher is distributed by amount and the PO line is designated as
amount only.

5. Line: Select the individual voucher lines to be copied to the voucher. The Select All and Clear All
check boxes are also available to manage selection.

6. Adjust Mtch Values/Encumbrance: The PO copied to the voucher requires matching. Select to
restore or liquidate the encumbrance and to adjust the matched values on the PO. If the PO does
not require matching, the column will be titled Restore Encumbrance.

7 Click Copy Selected Lines

to copy the information to the adjustment voucher.
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Step 3 — Create Distribution Information

Invoice Information Tab

The Invoice Information page fields populate with the information from the source voucher for the
voucher lines selected. The amounts on adjustment vouchers created from the Copy From
Worksheet option with the Reverse Qty/Amt checkbox selected copy to the voucher as credits.

The data should be edited to reflect the actual amounts and other values of the debit or credit memo.
In the example, the source voucher is reduced by $64.48.

Inveice Information {_ Payments | Voucher Attributes
Business Unit: 04000 Invoice Number: |1 56145640
Voucher ID: MEXT Iwvoice Date: |1UIDQIQDD? [51)
Voucher Style  Adjustment Action: I LI A0
Wiew Related Document
Vendor: 0000000010 ‘Pay Terms: [0Days =] & Basis DtType Inv Date
Name: QSU-001 Control Group: aQ, Comments
Location: IDDD1 aQ, Accounting Date: |1UIZUQUU? 5]
*Address: | 13, ‘Currency: IUSD Mon terchandise Surmmary
. Caleulat
OKLAHOMA STATE UNIVERSITY Total: @ | G448 ﬂl
e T e PO ) Pl S - - g

1. Total: Changed from ($12,164.48) to ($64.48).

Imvwoice Lines

E| Line ‘Distribute by lem Description Cuantity UOM Unit Price Extended Amount
1 [amount =] [09a712z | @ [Pass thrufunding for trair [1.0000 | [5UM Q| 64.48000 | -B4.48
Ship To SpeedChart  Related Voucher [# Amount Gnlvjmljus"t Mtch Values Encumbrance
joanzo @ | Q. pop4z539 @ I Use One Asset ID Caloulate|

Purchase Order & Receiver Info Associate Receiver{s)

2. Extended Amount: Changed from ($12,164.48) to ($64.48).

3. Adjust Mtch Values/Encumbrance: Select to restore or liquidate the encumbrance and to adjust
the matched values on the PO if the option was not selected on the Voucher Worksheet. The
checkbox can also be cleared if it was selected on the Voucher Worksheet.

4. Associate Receiver(s): Select to modify the quantity (distribute by quantity) or amount (distribute
by amount) if the source voucher is associated with a receipt. See page 98.

o
I
/ GLChart Y ExchongeRste | Stefisics j  Assets |\ [0 2
. . . . Sub- Class. b
Amount Quantity Adjust Mtch Values Encumbrance GL Unit Account Account Fund Type Fundin Dept Bud Ref’f
= 1 | G448 |—1.ouoc @W |04000 Q, |554120 Q, IDB Q J1oo0 @ 19701 Q [2142108 Q |n? Q,:

5. Distribution Line 1: Changed from ($12,164.48) to ($64.48).

Click @l
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Associate Receiver(s) Link

Click Associate Receivers link to modify the quantity (voucher is distributed by quantity) or amount
(voucher is distribute by amount) if the copied source voucher is associated with a receipt.

In this example, the merchandise amount was changed from ($12,164.48) to ($64.48).

Associate Receiver

Unit: 04000 Voucher:  REXT Iivoice: 1564156/40.

Line: 1 ftem: 099712
Cuantity: -1.0000 UOM: SLind Unit Price: G4 48000 USD
Unit: 04000 PO No.: 0409007771 P Line: 1 Sched Nume: 1 At Only ¥

Customize | Find | View All | Hii First E 1of 1 IE Last

Voucher Merchandise
Recv BU Receipt No | Line Seq W Uit Price  |Merch Amt Currency  Amount

= Received
4000 Qooooi11761 1 1 5L -12154.48' -6d.48 UsD 12164.480

If the Associate Receiver page is not modified, a warning message displays when the voucher is saved.

Microsoft Internet Explorer |

".\, Warning -- Sum of associaked receiver ling amounts not equal to amount on voucher line 1 (7030,648)

When a voucher line is associated with an amount-only POfreceiver, the sum of the associated receiver line amounts should be equal
to the voucher line amount,
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Step 4 — Edit Payment Information

Payments Page

Editing the Payments page is very important for a credit adjustment voucher. Information on this page
must match information on the source or offsetting voucher or the system will not select the credit
adjustment voucher to reduce the payment.

Summary_{ Inwoice Infarmation Y Payments Y Youcher &ttributes J Error Summary

Business Unit: 04000 wvoice Number: |'I SE1 4560

Voucher ID: 00042544 Invoice Date: [Tomerzoor |

Voucher Style  adjustment Action: | =1 | Run I
Total: @ -64.48

Vendor: OKLAHOMA STATE UNIVERSITY  ‘Pay Terms: [0Dave  [=/Schedule Payments|

304 WHITEHURET HALL
STILLWATER, Ok 74078-1024

Payment Information Fird | First [ 4 o1 4 [ Last
+
Scheduled Payiment: 1 =
‘Remit to: (2) [ooooooooto a5 (1) cross Amount: | -B4.43 USD
Location: IDDD‘I (&} Discournt: I o.o0  UsD
‘Address: | 1
OELAHOMA STATE UNNMERSITY Scheduled Due: |1 o/ogrz2007 51
304 WHITEHURST HALL Met Due: |1 niogrz2oo07

Discount Due: I
Accounting Date: I

STILLWATER, Ok 74078-1024

‘Bank: @ IF [} Pay Group: I— j= N
‘Account: IW (=} *Handling: IF{E— (e}
‘Method: W L Wire Layout *Netting: IN— (&'}
Message: | Messanes

Message will appear on remittance advice

*Action: I Schedule 'I Payment Date: I Hold Payment [ @ Separate Paymemt [

-, o - r et T e e T B T ™ N

1. Total: If the Total amount on the adjustment voucher is a credit, the source or offsetting voucher
amount must equal or exceed the credit adjustment voucher.

2. Remit Vendor ID, Location, and Address: Must be the same on the adjustment voucher and the
source or offsetting voucher.

3. Bank, Account, Method, and Pay Group: Must be the same on the adjustment voucher and the
source or offsetting voucher.

4. Separate Payment: The source or offsetting voucher and the adjustment voucher cannot use the
Separate Payment feature.

Click %

NOTE: If an agency desires to use credit adjustment vouchers, please contact the OSF Accounts
Payable Manager so the agency and OSF can coordinate processes to ensure the pay cycle does not
omit the credit adjustment vouchers.
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Step 5 - Summary Tab

The adjustment voucher will be selected for matching, budget checking, and posting. The Activity
Summary and PO Accounting Entries inquiry pages update for the voucher lines selected to restore or
liquidate the encumbrance and to adjust the matched values with the Adjust Mtch Values/Encumbrance

checkbox.

The adjustment voucher will be included in the Pay Cycle provided the paperwork for it and the related
voucher are submitted to OSF together. The remit vendor and location, bank, and pay group must
match on both vouchers. The Separate Payment checkbox cannot be selected on either voucher.

Summary Y Irvoice Information | Payments | Youcher Attributes | Error Summary |

Vendor Mame:

Business Unit: 04000
Voucher ID: 00042544
Voucher Style: Adjustrment
Contract ID:

OkLAHOMA STATE UNIWERSITY
304 WHITEHURST HALL
STILLWATER, Ok T4078-1024

Entry Status: Fostable

Match Status: Matched
Approval Status: Approved

Post Status: nposted
Document Tolerance Status:  Valid

Budget Status: Valid ]
Budget Misc Status: Walid

“View Related | Payrment Inguiry

[Fl Save | L\ Return to Searchl [=] Motify | 4 Refrash |

Invoice Date: 1000972007
Invoice No: 1561 456iA0.
Invoice Total: -G4 .48 UsD
Pay Terms: 0 Days
Voucher Source: Online

Origin: QML

Created: 1002072007
Created By: CORE3S
Modified: 1002072007
Modified By: CORE3A

ERS Type: Mot Applicable
Close Status: Cpen

&

i |
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Journal VVouchers

Journal vouchers are used to correct accounting entries for vouchers that have posted and paid. A journal
voucher does not affect the status of the original voucher or payment and it will not adjust PO

encumbrances.

e |If a posted and paid voucher was processed with an incorrect PO, PO line, and/or PO distribution
line, and the incorrectly liquidated encumbrance is needed for future payments, submit an OSF
Form 77, Voucher Encumbrance Adjustment Request, to OSF to request an expenditure
correction.

e |f a posted and paid voucher was processed with the correct encumbrance or the incorrectly
liquidated encumbrance is not needed for future payments and the accounting entries are
incorrect, create a journal voucher to make the expenditure correction.

Example

The PO Accounting Entries Inquiry page for PO #0409007771 is presented to consider whether a
journal voucher is the appropriate transaction for an expenditure correction for voucher #00039911,

paid against PO line 1, distribution line 1.

e Scenario A: The voucher was recorded to account 559110 but should have been recorded to
account 554120. Further research reveals the account number is incorrect because the voucher
should have paid against PO distribution line 2. If the liquidated encumbrance, PO line 1,
distribution line 1, is needed for future payments, submit an OSF Form 77 to OSF to request an
expenditure correction.

e Scenario B: The voucher was recorded to department 2142108 but should have been recorded
to department 2142107. The PO does not include an encumbrance for this department but the
correct PO was copied onto the voucher. A journal voucher can be created by the agency to

make the expenditure correction.

Po Acctg Ln Lookup

Business Unit: 04000
From PO: 0409007771 To POx 0409007771
LB Eam e N - P T e S .

Accounting Entries

Details ChartFields

*
Order . Salus MamTwe goo'*Lme Sched Dt GLUNE Rcommd  prop Det  BWRS pro ' paggind
0409007771 D PO_POEMNC oo 1 104000 558000 19701 2142108 o7 26,569.24 4
0409007771 O PC_POENT o 1 1 204000 554000 19701 2142108 o7 43,430.76 )
0408007771 O REVERSZAL o1 1 104000 559000 19701 2142108 o7 -4,682.60 00036915
0408007771 O REVERSAL o1 1 104000 559000 19701 2142108 o7 -2,335.27 00036916
0408007771 O REYERSAL a1 1 104000 553000 19701 2142108 or -8,513.46 00035680
0409007771 O REVERSAL oo 1 104000 558000 18701 2142108 o7 -3,664 .45 00037961 ¢
0409007771 D REVERSAL o1 1 104000 553000 19701 2142108 [k -4,907 43 00038993 *
0409007771 D REVERSAL [ 1 104000 553000 19701 2142108 07 -2,455.93 00039911 ])
0409007771 D REVERSAL oo 1 204000 554000 19701 2142108 o7 -16,449.41 00041662
0409007771 O REVERSAL oo 1 204000 554000 19701 2142108 o7 -12,164.43 00042434
0408007771 O REVERSZAL o1 1 204000 554000 19701 2142108 o7 54,42 00042544
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Step 1 — Create Voucher

Navigation: Accounts Payable > Vouchers > Add/Update > Reqular Entry

Add a New Value

Voucher

{ Eind an Existing ¥alue | Add a New Value

Business Unit: @lnqunn Q
Voucher ID: @lNE}{T

Voucher Style: @lJDurnaWnucher =]
Short Vendor Name: |OSU-EIEI1 ')

Vendor ID: @IDDDDDDDDW ')
Vendor Location: ||:||:||;|1 L

Address Sequence Numher:l 1
Invoice Humber: @ I’E"C'E'M B0 ROOEL

Invoice Date: @lm:zdm? El
D |

Add

1. Business Unit: BU defaults to specific value for each user.

2. Voucher ID: Defaults to NEXT. The system sequentially numbers the voucher. DO NOT
CHANGE.

3. Voucher Style: Select Journal Voucher.

4. Vendor ID: Enter the vendor ID that is identical to the original voucher that will be corrected.

5. Invoice Number: Enter the invoice number as entered on the original voucher and add the suffix
of JV.

6. Invoice Date: Enter the same invoice date as entered on the original voucher.

Click LAt _|

NOTE: The example journal voucher reclassifies the department recorded on voucher #00039911 as
described in Scenario B on page 102.
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Invoice Information Tab

OKLAHOMA

The Invoice Information header populates with the values entered on the Add and Search page
including the Journal voucher style. There are two fields that differ from a regular voucher style.

Invoice Information Y Payments |} Youcher Affributes |

Business Unit: 04000
NEXT

Voucher Style  Journal ]

Voucher ID:

Vendor: IW Q
Name: W Q
Location: IDDD'] a
*Address:

I 13 Advanced YWendor Search

OFLAHOMA STATE UNMERSITY
304 WHITEHURST HALL

STILLWATER, O 74078-1024

Imvoice Number:  [AC-5-41260 #0061

Invoice Date: IDdIEdIEDD? [5]
Action: I x| _Run |

Basis Dt Type |Inv Date
Pay Terms: 0 Days v

Comments

Control Group: I Q,
Accounting Date: IWQUQUUT El
‘Currency: IUSD &}

Total: () 0.00 Calculate |
Related Voucher: IUUU39911 Q@

Packing Shp: |

1. Total: Journal Vouchers are zero amount vouchers. Source documents cannot be copied.
2. Related Voucher: Enter the voucher whose accounting entries were entered incorrectly to
associate it to the journal voucher. The field is optional, but it should be populated to maintain an

audit trail.

NOTE: Important characteristics of journal vouchers:
e No voucher or distribution lines will default into the voucher.
e All distribution lines of the voucher whose accounting entries were entered incorrectly may be

adjusted.

¢ Negative values will reduce expenditures.

Positive values will increase expenditures.

The total of journal lines must net to zero.
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Step 2 — Create Distribution Information

Invoice Lines and Distribution Lines

E| Line ‘Distrilte by Hem Description Quantity UOM Unit Price Extended Amount

1 [amount 7] | |Carrect department | | 0.00
Ship To SpeedChart

[p4000 Q| [~ Use One Asset ID Calculatel

~ Distribution Lines
GL Chart

' Statistics

N Exchange Rate

S . Sub- Class- 2
@Amount Quantity 'GL Unit ~ Account Account Fund Type Fundin Dept Bud Ref CFDA# Budget Date
=] 1] -245593 | [paoo0 @ [ssstio @ Joe @ oo @ [evor | @ [2razies @ for Q| Q, 102172007 [

1. Description and Extended Amount: Enter if applicable. The total of journal lines must net to zero.
2. Voucher Distribution Line 1: Populate the first distribution line to reverse the accounting entry
that was recorded incorrectly on the associated voucher.

3. Click 3 to add additional distribution lines.

Explorer User Prompt 5'

Script Prompt;

Enter number of roves to add: @ - |
ance |

4. Enter_number of rows to add.

] First E 1af 1 |E| Last
E| Line ‘Distribute by Item Description Quantity  UOM Unit Price Extended Amount
1 [amount 7] | Carrect department I | 0.00
Ship To SpeedChart
jo4o00 Q| [” Use One Asset ID Calculatel
~ Distribution Lines [ i
GL Chart Y Exchange Rate | Statistics Asset
- . Sub- Class- &
Amount Quantity *GL Unit Account Account Fund Type Fundin Dept@ Bud Ref CFDAZ Budaet Date
= 1 -245593 | [n4000 Q |a5a110 Q |ns Q 1000 Q@ [1avor Q [2142108 |n? Q| & [tovz1izo07 [
=] 2| 248583 {04000 @ [asa110 Q |ns Q 1000 Q19701 Q (2142107 |n? Q| Q [tosz1iz007 [F

5. Amount and ChartField Values: Values populated in the first distribution line will populate in the
additional lines. Make the correction(s).

5
Click El
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Journal Voucher Summary Tab

The journal voucher will be selected for budget checking and posting; however, no payments will be
created since the voucher has a zero balance. When the accounting entry crosses classes, OSF
creates the offsetting cash entries (JVCASH entry at the beginning of each month for the prior month).

Summary Y nvaice Infarmation " Payments ) Woucher Atributes | Error Summan |

Business Unit: 04000 Invoice Date: 0472452007
Voucher ID: 00042545 Invoice No: AC-5-41260 2006/
Voucher Style: Journal l Invoice Total: n0.oo Uso
Vendor Name: OkLAHOMA STATE UNIVERSITY Pay Terms: 0 Days

304 WHITEHURST HALL Voucher Source: Online

STILLWATER, Ok 74072-1024

Entry Status: Postable Origin: 0L

Match Status: Mo Match Created: 1072152007

Approval Status: Approved Created By: CORE3S

’Post Status: Unposted I Madified: 1052102007
Madified By: CORE3S

Document Tolerance Status:  valid ERS Type: Mot Applicable

[Bll(lget Status: Mot Chk'd ] Close Status: Qpen

Budget Misc Status: Walid

‘View Related | Payment Inguiry j Ga

Bl save | [=] Matify | ts Refresh | B |

NOTE: For users responsible for reconciling, run the OCP_CH_IN_AP_JV query to track journal
vouchers and the accounts and classes they affect for a specified date range. Run the
OCP_GL_0065_JE_By_ Agency Fund query to view the JVCash entries within a specified journal date
range.

NOTE: Many journal vouchers are created with invalid accounting distributions or with lapsed budgets,
resulting in recycle and budget check error vouchers. Since journal vouchers do not pay, many times
the errors go undetected. Review the Budget Checking Error and the Vouchers in Recycle Status
reports to monitor and correct journal vouchers timely. See COR113 Regular Vouchers Manual.

NOTE: The journal vouchers and supporting documents do not need to be submitted to OSF. Agencies
are required to retain the vouchers for a period of seven (7) years.
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Finalize Function

The finalize function on the Invoice Information page of the voucher component allows liquidation of
encumbrances on the sourced PO. The relieved encumbrances are restored to the available budget. The
final action can also be reversed to restore the encumbrance to the PO if the PO is not closed and the
budget has adequate available budget and has not lapsed.

CRITICAL NOTE: The timing of when a voucher is finalized or unfinalized is important. Only
vouchers with an accounting date in an open accounts payable period will budget check. Accounts
payable periods are open in the current month and one month prior, except for July when only the
month of July is open. This affects the finalize function on the voucher because finalizing or
undoing the finalize resets the voucher budget checking flag to Not Chkd. The budget checking
process will select vouchers only if the accounting date of the voucher is in an open accounts
payable period.
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Restoring Encumbrances through the Voucher

When a voucher is created and it is determined that it is the last payment against the encumbrance(s),
the finalize function can be use to relieve the remaining encumbrance by entire document, line item, or
distribution line. The finalize function on the voucher can also be used after the voucher has matched,
budget checked, posted, and been paid, provided the accounting date is in an open accounts payable
period.

Finalizing an Entire Document

Accounting Date: |101221200T [5]

Sumrmary Invoice Information {_Payments } Youcher Attributes " Error Summary
Business Unit: 09000 Invoice Number:
Voucher ID: 00011098 Invoice Date:
Voucher Style  Regular Action:

PO Unit: I Purchase Order: I

Vendor: |uunuuae425 Q ‘Pay Terms:
Name: I}{ERO}{ CORP-008 Q)

Location: Iggm a,

‘Address: | 1 Q. Advanced Wendor Search  *Currency:

HEROX CORPORATION Total:

Difference

14000 QUAIL SPRIMGS PEMSY STE 1100
OKLAHOMA CITY, OK 73134-2630 Packing Slip:

Copy PO |

|Fina| Example

|1m1 aiz007 [&)

LI Runl

Wiew Related Document
Worksheet Copy Option: | Mone

Basis Dt Type Inv Date
B

IDDayS vl =

Comments

IUSD Q
I 4,240.00 Calculate |

0.00

Mon Merchandise Surmmary

o
1. Click the Finalize Document icon 36 to final all the PO lines and distribution lines sourced to the
voucher. PO lines and/or PO distribution lines not on the voucher are not finalized.

e Click the Undo Finalize icon E' to undo the finalization of all the PO lines and distribution lines
sourced to the voucher.

Line ‘Distribate by Hem Description Cluantity  UOM
|1 Jamount =] [06003810 @ [ACQUISITION OF COPYIF [T0000
Ship To SpeedChart

Josooo & |

Unit Price
[Eaa |
@ﬂﬁ B ¥ Amount Only
[ Use One Asset ID
Purchase Order & Receiver Info Associate Receiver(s)

Extended Amount
4,100.00000 | 4,100.00

Calculatel

|nsono @ [532140 & |n1 Q [1oo0 @ [19s01 Q [1o00013 & |ns Q | Q | Q, [1oizzrz007 [FH

Finalized

FY@

.

= £
}r GL Chart Y Exchange Rate Y Statistics Y Aszets \I
. _ Sub- Class- " _ - PO
Amount Quantity 'GL Unit Accoumt A_CCOIIII‘t Fund Type F—lll'l(lill Dept Bud Ref CFDAZ Oper Unit Budget Date Finalize
=1 1 130000 | [osonn” @ [saz140 @ Jor @ [rooo @ [issor @ [rooooor @ os @ | Q| Q [1o222007 B T M
2| 210000 | [paooo” @ [szzia0 @ Jor @ fiooo @ [isesr @ [roooooz @ fos cy | a | a, [1orzzrzoo7 [EH
[=] 3] 7o0a0 |
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Finalizing a Line Item

2. Click the Finalize Line icon to final all the distribution lines on the voucher line sourced to the
PO. PO distribution lines not on the voucher are not finalized.

Click the Undo Finalize Line icon to undo the finalization of all the PO distribution lines
associated with the line item.

Extended Amounnt
140.00

‘Distribute by  Hem Description Cuantity  UOM LInit Price

Ling
| 2][amount x| [pazszz Q. [CoPYMACHINE MAINTET [1.0000  [cPy G | 140.00000

Ship To SpeedChart @ o % Amount Only
[pgoon @ | B Calculat
[ Use One Asset ID alculate
Furchasze Order & Receiver Info Associate Receiver(s)
- i
J.f GL Chart Y Exchange Rate || Stetistics || Assets ) [F5H
- . Sub- Class- ﬁ . S—i]
Amount Quantity *GL Unit Account Account Fund Type Fundin Dept Bud Ref CFDA: Oper Unit Budget Date Finalize Finalized

= 1 40.00 | Josooo & Js33120 @ |n1 < frooo @ [1e7o1 Q [1oo0001 & |u? Q | Q | Q |10:22r200? B T N
=2 80.00 | Josoon & fs3z120 @ II]1 Q frooo Q [19701 Q [1000002 |n? (s} | (s} | [} |1D122I2DD? H O N
3 2000 | Josooo @ [s33120 Q |n1 Q J1000 @ [19701 @ [1000013 O |u? aQ, | aQ, | Q |10:22r200? H ¥ @

Finalizing a Distribution Line Item

3. I . Allows individual distribution lines sourced to the PO to be selected without finalizing other
voucher distribution line. Clearing the checkbox will undo the finalization.

e The PO Finalized column displays a Y if the PO distribution line sourced from the PO is finalized
on this or another voucher.

e The Minus icon |:| is grayed. Distribution voucher lines and the associated voucher line cannot
be deleted before the voucher is posted unless the checkboxes are cleared.

NOTE: Vouchers that have never posted cannot be deleted if the Finalize checkbox is selected. Clear
the checkbox if the voucher needs to be deleted.

In the example; voucher line 1, distribution line 2, ($2,100.00) and voucher line 2, distribution line 3,
($20.00) were finalized. The encumbrances reversed for $2,197.81 and $26.96, restoring $197.81 and
$6.96 to the 19801 and 19701 budgets, respectively.

valle ... . T - 1 u oo e, T0 L s IR -
0509001942 O FEVERSAL 1] 1 1 4 09000 19801 10 [IEE] -1,300.00 00011096
0903001942 O REWVERSAL 01 1 & 09000 19801 10 0g -2,187.81 00011096
0903001942 O REVERSAL o1 1 609000 19801 10 og -700.00 00011096
0909001942 O FEVERSAL a 2 1 1 09000 18701 10 ar -40.00 00011096
0909001942 D FEVERSAL 1] 2 1 2 09000 18701 10 as -30.00 00011096
0909001942 D FEVERSAL 1] 2 1 3 03000 19701 10 a7 -26.96 00011096

COR112 Purchase Order Voucher Manual
Revised: January 26, 2021

Page 106 of 107



3 & OKLAHOMA

[N

Helpful Hints
PO’s not Available for Vouchering

e PO not in a dispatch status
e PO has been closed or canceled
e PO is fully matched
e Must have an available quantity balance
e Must have available extended dollar amount balance

Voucher Available for Payment

Vouchers must be budget checked

Vouchers must have a document tolerance of valid

Vouchers must have a match status of matched or no match
Voucher must have a pay group

Vendor cannot be on hold

Vendor must be in an approved status

Vendor location and address must be active

Voucher must be sent to OSF (see OSF procedures for exceptions)
Schedule payment date is current and terms are “0 days”

Vouchers will not Budget Check

e Vouchers are in a recycle status
e POis notlonger in a valid budget checking status
e Document tolerance is not valid

Reasons for Recycle Status

Voucher does not add

Department field only contains the first 2 digits (must have all 7)
Duplicate invoice number

Invalid chartfield combination. (Fund vs Class)

Reasons Why a VVoucher Did Not Post

e Voucher is locked in a batch process. Call OSF to unlock the voucher.
e Voucher not budget checked / or budget checking error
e Voucher not matched / or match has an exception
e Document tolerance not checked / has an error
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