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Creating a Voucher with PO

Navigation
Step Action
1. Click theAccounts Payable link.
[ Accaunts Payahlel
2. Click theVoucherslink.
3. Click theAdd/Update link.
4, Click theRegular Entry link.
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Procedure

MultiChannel Console

Mew Window | Help |

Voucher
Eind an Existing Yalue | Add a New Value i
Business Unit: umMs0s| 3
Voucher ID:
Voucher Style: | RegularYoucher ~

Short Vendor Name: l:lQ
Vendor ID: |:|q
Vendor Location: |:|q

Address Sequence Number: Ijlq

Invoice Number: | |

Invoice Date: l:l@

Gross Invoice Amount: | U.DDl
Freight Amount: | U.DDl
Sales Tax Amount: | U.DDl
Mise Charge Amount: [ 0.00]
Tax Exempt Flag 4]
Estimated No. of lnvoice Lines:
Add
Find an Existing Yalue | Add a New value
@ Dione é @) Trusted sites
Step Action
5. On theVoucher page, click theéddd button.
Add
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Home

Mew Window | Help | Custamize Page | & |

Inveice Information _ Payments § Youcher Afiributes |

Business Unit:  UMS02 Invoice Number: |

Voucher ID:  NEXT Invoice Date: &
WVoucher Style:  Regular Action: ~| Run I Prlntlnvmce'

PO Unit; l:lQ Purchase Order: Q,  CopyPO | Worksheet Copy Option:
Vendor: (&} *Pay Terms: a0 ) Met 30 = Basis Dt Type Inv Date
Name: Q Contral Group: Q Comrments (0

Location: Accounting Date: | 2/08/2009 |5

*Address: Advanced Yendor Search  *Currency: UsD|Q Man Merchandise Surmary
Total: 0.00 _Calculate I Sales/Use Tax Summary

Session Defaults

Advice Comments

Packimgsii ||

TIN Type PO Type
[=] Line ‘Distributeby Kem Description Quantity UOM Unit Price Extended Amount
1 [amon ][] [ — " I 003
Ship To SpeedChart

Q l:IQ [Juse One Asset ID Calculate |

SalesiJse Tay
~ Distribution Lines

: mize | Find |

m»\

2| & Trusted sites

Step Action

6. On thel nvoiceinfor mation page, click the drop-down arrow in tkiéorksheet
Copy Option field.
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Q-0 NRG A€ 2% a-JA B -
# MaineStreet

Home

=13

New \Window | Help | Custornize Page | B 4]

Inveice Information _ Payments § Youcher Afiributes |

Business Unit:  UMS02 Invoice Number: |

Voucher ID:  NEXT Invoice Date: &
WVoucher Style:  Regular Action: ~| Run I Prlntlnvmce'

PO Unit; l:lQ Purchase Order: Q,  CopyPO | Worksheet Copy Option: | Mone v
-JMon PO Receipt
Vendor: Q ‘Pay Terms: 30 |Qnetzn o Basky,
Name: Q Control Group: QL

Location: Accounting Date: | 2/08/2009 |5
‘Address: Advanced Yendor Search  Currency: uso| QL
Total: 0.00 _Calculate I Sales/Use Tax Summary
Session Defaults

Advice Comments

Packimgsii ||

TIN Type PO Type
[=] Line ‘Distributeby Kem Description Quantity UOM Unit Price Extended Amount
1 [amon ][] [ — " I 003
Ship To SpeedChart

Q l:IQ [Juse One Asset ID Calculate |

SalesiUse Tax
~ Distribution Lines Customize | Find |

m»\

2| & Trusted sites

Step Action

7. Click thePurchase Order Only list item.
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Wrklist | MuttiChanne
New Window | Help | Customize Page | 15
Copy Worksheet
Unit:  UMS08  Voucher:  MEXT Backto Invoice
PO Business Unit: Q UME Systerm-Wide Services [view Matched [Cancelled Only
PO Number From: l:lQ PO Number To: l:l
PO Line Number From: l:l PO Line Number To: l:l
‘PO Date Option: PO Date: [ s
[
I\Rdatx Rowsto [ | | Reset | Selectall [ Clearall
&) Dore D @ Trusted sites
Step Action
8. TheCopy Worksheet page opens. Enter the appropriate PO Number iRGhe

Number From field.

9. PresgTab].
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OR%m-Jd3

t | MuttiChannel Console

IEQ
Mew Window | Help | Customize Page | &)
Copy Worksheet
Unit:  UM30%  Voucher:  NEXT Backto Invoice
p
PO Business Unit: UMS08 @, UMS Systermn-wWide Services [view Matched /Cancelled Only

PO Number From: 8000001141 Q PO Number To: I:IQ
PO Line Number From: Q POLineNumber To: | |Q
‘PO Date Option: MoDate v PO Date: |:|Eg

[>
Max Rows to l:l Search | Copy Entire Document Reset I Select Al O] Slearal
Return
@ javascriptisubmitAction_winDidocument. wind, YCHR_PAMELS_WRE_PO_ID$prampt’); é & Trusted sites

Step Action

10. In theAdditional Search Criteria section, click thé&ear ch button.
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@2 E-LJdd

Home: huttiChanne

New Window | Help | Customize Page | 5

Copy Worksheet
Unit: umsog Voucher:  NEXT Backto Invoice
pu

PO Business Unit: UMS08 @, UMS Systermn-wWide Services [view Matched /Cancelled Only

PO Number From: 8000001141 |2, PO Number To: I:IQ
PO Line Number From: Q POLineNumber To: | |Q
‘PO Date Option: MoDate v PO Date: |:|Eg

[

Max Rows to l:l Search ‘ Capy Selected Lines | Reset | Select All [C] Clear &1
Return

Select PO Lines

PO Unit: UMS08  PONo: S000001141  HeaderComments FODA® ypmoi2008  Buyer Lee Honey

Vendor I 0000085126 ORACLE USA INC PO Type RO

Receiving Vendor

Select Line Schedule tem ID Quantity Merchandise uom

o I - Amoun
Number Number Description iy cpepeq UM UnitPrice Curency BOG 5™ BOPIICE ™ Requred femip  eites
coBoL
E 9 1 License and EA 1.00000 9168.03 USD  £162.0300 EA 1.00
Maintenance
SelectAll [ Clear Al PO Line Count: 1 PO Total: 816202
< | >
a Done S @ Trusted sies
Step Action
11. Enter the desired information into tQeiantity Vouchered field.
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O © RNRG LKORE m-JHI wosx

WultiChannel
3
Mew window | Help | Customize Page | [,
Copy Worksheet
Unit: Ums08 Voucher:  NEXT Back to Invoice
=
PO Business Unit: UMS08|Q, UMS System-Wide Services [Cview Matched iCancelled Only

PO Number From: 8000001141 |Q, PO Number To: [ a
PO Line Number From: a POLne NumberTo: | |3
PO Date Option: MoDate v PO Date: l:l@

[

Max Rows to l:l Search | Copy Selected Lines | Reset | Select Al O Clear Al
Return

Select PO Lines

POUN:  UMSOS  POMo. 0000001141  HeaderComments FPODate: qgpopong Buyer Lee Honey
Vendor ID: 0000085126 ORAGLE USAING

PO Type RO

Line Schedule . Guantity P Merchandise uo
Select Number Number ftem ID Description Vouchered UOM Unit Price Amt Currency PO aty )

COBOL

(] 1 1 License and 10.00] EA 1.00000 8168.83 USD 8168.8300 EA 1.00

Maintenance

Selectall [ Clear Al

PO Line Count: 1 PO Total: $8,160.93
< | >
@Done é @ Trusted sites
Step Action
12. Click theSelect checkbox to select the line to copy.
13. Click theCopy Selected Lines button.
| Copy Selected Lines |
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YO 2% @-Jdd o

Home

Menw Wiindow | Help | Customize Page | e

Ivoice Information ' Payments | Youcher Affributes

Business Unit:  Ums08 Invoice Number: |

Voucher ID: MNEXT Invoice Date: [5)
Voucher Style:  Regular Action: w | Run | Pr\ntlnv0|ce|

PO Unit: l:l Purchase Order: Copy PO | Worksheet Copy Option:

Vendor: (0000085126 [ ‘Pay Terms: 30 |G netsn g  BasisDtType InvDate

Name: ORACLE USA-001 C comrolgrom: | @ B B commentsm

Location: |30RDER FR{Q, Accounting Date; | 02062003 |[5)

*Address: | 3|Q agvancedvendor Searcn Currency: us|ay Mon Merchandise Summary
ORACLE USA ING Total: 10.00 Calculate | SalesfUse Tax Summary

500 ORACLE PARKWYAY
REDWOOD SHORES, CA 94065

Session Defaults -

Advice Comments

packmasi: [

TIN Type PO Type Reo Order
[=] Line ‘Distribute by tem Description Quantity  UOM Unit Price Extended Amount
1 [quantty ~] | |@, [coBOL License and Mair][10.0000 |[E | | 1.00000] | 10.00]
Ship To SpeedChart w R
Q l:l s [Juse One Asset ID [Force PriceCalculate
Sales/Use Tax Furchase Order & Receiver Info Associate Receiver(s

~ Distribution Lines

GLChart | Exchange Rate | Statistics
Copy

Amnunrt Pusantity Dot A Hnit Acenuont Oinar lnit Fond Nant Draaram  Clace Bud Raf

@A

é &) Trusted sites

Step Action

14. On thel nvoice Information page, enter the invoic number into timeoice
Number field.
15. In thel nvoice Date field, click the calendar button.
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00 Al A% e

# MaineStrect

Home

=3

Mew Window | Help | Custornize Pace | B 4|

Invoice Information Y Payments | Youcher Aftributes |

Business Unit:  UMS08 Invoice Number: | Mvaicet 111 |
Voucher ID: MEXT Invoice Date: E‘j . .
Voucher Style:  Regular Action: _Zl
2009
S WM T W T F &
PO Unit: Purchase Order: Copy PO We he
1 | T2 5 & 5[ 7| —9
8 910 11 12 13 14
Vendor: 0000085126 Q *Pay Terms: 3 AN |45 18 17 18 18 20 21 Pate
Name: ORACLE USA-DD1 | Control Group: 22 23 24 25 26 27 28
Location:  [BORDER FR(Q, A ing Date; | 02/06/2009
*Address: 3Q advanced VendorSearch  *Currency: USD|Q c 0 ise Summary
t Dat
ORACLE USAINC Total: 10 @ Current Date [ Surrirmary
500 ORACLE PARKWAY Session Defaulis =i

REDWOOD SHORES, CA 94085

Advice Comments

Packing Slip: ‘ |
TIN Type PO Type Reg Order
E| Line ‘Distribute by Hem Description Cuantity UOM Unit Price Extended Amount
1 [Quartty | | |@ [coBoL License and wair [10.0000 |[Ea @ | 1.00000] | 10.00]
Ship To SpeedChart = B
Q l:l o [Juse One Asset ID [IForce Price Calculate
Sales/Use Tax Furchase Order & Receiver Info Associate Receiver(s)

~ Distribution Lines

GL Chart Y Exchange Rate j  Statistios

Copy At Nantihg Dot A1 1 Init Arcannt Mnar Hnit Fond Nant Draaram  Clace Pl Paf

<
@javascript:selectDay(E); é & Trusted sites

Step Action

16. Click theCurrent Date link.
17. Click theSave button.
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%

3-% @-LJKk 3 oo

B3

Mew Window | Help | Customize Page | ,

 Summary_j Invoice Information Y Payments | Woucher Afiributes |

Business Unit:  UM308 Invoice Number: | Tvoicet111 |
Voucher ID: 80029407 Invoice Date: 02062009 @

Voucher Style:  Regular Action: | Run | F'r\nt\nvmcel

PO Unit: l:l Purchase Order: l:l Copy PO Worksheet Copy Option:

Vendor: 0000035126 a, ‘Pay Terms: 30 |@metsp G BasisDtType InvDate
Name: ORACLE UgA001 |Q Control Group: o B B commentsm
Location: | 80RDER FRE|Q, Accounting Date; |12/06/2008 |5

‘Address: 3| adyanced Vendor Search  *Currency: UsD| G Mon Merchandise Sumrnary
ORACLE USAIMNC Tatal: 10.00 Calculate | SalesiUse Tax Summary
A00 ORACLE PARKWAY Difference o.oo Session Defaults |

REDWOOD SHORES, CA 94065

Advice Camments

packmgsi: ||

TIN Type PO Type Ren Order
FEE= Line ‘Distribute by Rem Description Quantity UOM Unit Price Extended Amount
1| Quantty v|| |2, [coBOL License and Mairl [10.0000 | [E4 |, | 100000 | To.00|
Ship To SpeedChart W R
Q l:l ’ [Juse One Asset ID [|Force Price Calculate
Salesflse Tax Purchase Order & Receiver Info Associate Receiver(s)

~ Distribution Lines
GL Chart

Copy e Bl Toen [ P [ b
< >
&] Done S @ Trusted sites

Step Action
18. Next, click on the drop-down arrow in thetion field.
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0 O NRG PO ®E-JKHB ¥

# MaineStrect

(=13
[l e il o | HElgl Customize Page | , ]

Summary " Invoice Information __Eayments '} Voucher Aftriautes

Business Unit: U308 Invoice N Invaicet 111 |
Voucher ID: 20029407 Invoice Date: 02i06/2009 |5
Voucher Style:  Regular Action: M W
Budgat Checking
PO Unit: l:l Purchase Order: I:I _m:i:ir%m Tol, Bdat py Option:
Vendor:  [opoonesize  |Q ‘Pay Terms: 30 |Qnetso [ BasisDtType invDate
Name: ORACLE LUSA-001 Q) Control Group: :|Q B OB commentsmy
Location:  [BORDER FR{|Q, Accounting Date; | V062008 |[5
‘nddress: | 3O pyoncodvendor Search *Currency: uso|ay Mon Merchandise Surmmary
ORACLE USA ING Total: 10.00 Calculate | gales/Use Tax Surnmary
500 ORACLE PARKWAY Difference o.oo Session Defaults B
REDWOOD EHORES, CA 94065
Advice Comments
Packing Slip:

TIN Type PO Type Reg Order

E|[=] Line ‘Distributeby Hem Description Quantity UOM Unit Price Extended Amount
1 [Quantty v | |, [coBoL License and mair][10.0000 | [Ea | | 1.00000] |
Ship To SpeedChart

i B

Sales/Use Tax

N —

[Juse One Asset ID [JForce Price_Calculate

Purchase Order & Receiver Info Associate Receiveris)

~ Distribution Lines

Customize | Find | iew 211 | 5

Y Statistics

GL Chart Exchange Rate

Copy PYR— nmentibes ot i Mo TR Pt P Flann Pt nas L
< ¥
@Dnne é & Trusted sites

Step Action
19. Note: This step and the steps that follow aréoopt. The matching and budget
checking processes are scheduled to run three &irdag: Monday — Friday at
10:30am, 1:30pm and 11:00pm.
From the drop-down list click oM atch, Doc Tol, Bdgt to select it.
[Mateh, Do Tol, Bdgt |
20. Click theRun button.
Run
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5 ) O | @B
Q- O KRG L4 O RS =@-Jd B
| E[3
Mesw Window | Help | &
Do you want to wait for the process to be completed ? Youcher will be displayed after process ends. (T050,54)
fes Mo |
@Dnna é @ Trusted sites

Step Action

21. When prompted if to wait for the process to coztgl click theY es button.

Yes
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: . & ’ ; o =
Q-0 KRG PKe 2% =m-Jd B
Home
[E
T apwTuLm B K 2
3000000019 Use One Asset D Force Price  Caliulale =
Salesilse Tax Purchase Order & Receiver Info Associate Receiver(s)
Y Stetistics Azt
%‘ﬁf‘ Amount Quantity Pct GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Projet
1 10.00 10.0000 unsog 64750 [ali} 8750101 10
Business Unit: LmMs08 o
Voucher I: 80029407 linvoice Lines 10.00
Erint Invo\cel Misc Charge Amount ﬂ
Freight Amount =
Sales Tax Amount =)
{minus)  Total 10.00 Calculate
{equals) Difference Amount 0.00
Mon Merchandise Summary
SalesfUse Tax Summary
Tax Exempt Flag
Hold Vendor Information Use Tax pon &
Hold Chartfield Information
Bl save | [=] Metify | 4 Refresh
Surnmary | Invoice Information | Payments | Youcher Attributes
|
< L1 >
@ é & Trusted sites
Step Action
22. Click theRefresh button.
s Refresh
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Hoime
=]
Summary | Invoice Information (_Payments }” ¥oucher Atiributes | -
Business Unit:  UMS08 Invoice ; (inwoicet111
Voucher ID: 50029407 Invoice Date: 02062008 |5
Vendor:  ggonogst a6 Pay Terms: a0 Met3o G  BasisDtType InvDate
Name: ORACLE LUSA-001 Control Group: m B commentso
Location: 20RDER FRO Accownting Date:  02J08/2009
Address: 3 Advanced Yendor Search  Currency: LsD Mon Merchandise Summary
QORACLE USA INC Total: 1000 _Caloulate | SalesiUse Tax Summary
A00 ORACLE PARKWAY Difference 0.00

Session Defaults
RECWOQOD SHORES, CA 94065

Advice Comments
Packing Slip:

TIN Type PO Type Reg Order
Line Distribute by HKem Description Cuantity UOM Unit Price Extended Amount
1 Guantity COBOL License and 10,0000 EA 1.00000 10.00
Maintenance -
Ship To SpeedChart }’“ m
8000000019

Use One AssetID | |Force Price —2lculale |

SalesiUse Tax Furchase Order & Receiver Info Associate Receiver(s)

~ Distribution Lines
GL Chal

it Y Exchange Rate ) Statistics

Azzets

S—E‘:ﬁl Amount Quantity Pct GL Unit  Account Oper Unit Fund Dept Program Class Bud Ref Project
1 10.00 10.0000 Ums08 64750 oo gra01m 10
Business Unit: UMS08
Voucher ID: 50028407 Invoice Lines 10.00 |
< | ¥
@ Done Q @) Trusted sites

Step Action

23. Click theSummary tab.
[ Summary 7]
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Q-0 HNRG Pk 2% @-UH B
‘$ MaineStreet

Home

|EQ

Summary | lnvoice Information | Payments Y Woucher Atributes |

hew Window | Help | Customize Page | 15

“View Related

|Pavmemlnquiry

Business Unit: Ums0s Invoice Date: 02/06/2009
WVoucher ID: 80023407 Invoice No: invoice1111
Voucher Style: Reqular Invoice Total: 10.00 usD
Contract ID:
Vendor Name: ORACLE USAINC Pay Terms: Met 30
A00 ORACLE PARKIMAY Voucher Source: Online
REDWOOD SHORES, CA 94065
Entry Status: Postable Origin: ONL
Match Status: Excenfions Created: 02/06/2008
Approval Status: Approved Created By: 0013164
Post Status: Unposted Modified: 02/06/2009
Modified By: 0013164
ERS Type: Mot Applicable
Budget Status: Mot Chk'd Close Status: Open
Budget Misc Status: Walid

E tuctel

Save | JLReturnto Search hotify | s Reiresh
L

Surmmary | lhwoice Information | Payrnents | Youcher Attributes

@ Dane

é @ Trusted sites

Step

Action

24.

| =

On theSummary page, click thé&xceptions link.
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=
2 Match Workbench Exception - Microsoft Internet Explorer,

File Edit ‘Wiew Favorites Tools  Help ﬂ'
J Back. \_) @ @ fb p Search ‘\F)\'{ Favarites 6} &? - :\?\, I#_}I > J ﬁ .'ﬁ
¢ m@DsSnaglt
i Address @ https: fipsfn.maine, edu: 7602 jpsp/FMTST90_L/EMPLOYEE/ERPc/ENTER._YOUCHER _INFORMATION, AP_MTCH_WE_EACPTM, GEL?Page=AP_MTCH_WE_EXCPTMN&:ACion=UREBUSINE V| Go
¢ Links @ Custamize Links @ Free Hotmail @ Windows & Windows Marketplace @ Windows Media
=
Match Rules %)
Rules Y Dwerride Options
Details Watch Rule Voucher Purchase Order  Receiver
E% Extended price tolerance 10.00 10.00
B Extended price % tolerance 10.00 10.00
E% Line amt does not equal PO line amt 10.00 10.00
E% Unit price does not equal PO unit price 1.00000 1.00000
B Unit price does not equal PO unit price + % tol  1.00000 1.00000
% Unit price does not equal PO unit price + unittal  1.00000 1.00000
(= Mo receipts found 80029407 8000001141
B Yaucher line amt = Sum of received amount 10.00 0.0o0
% Youcher quantity is greaterthan accepted gty 10.0000 8168.9300 0.0000
o Fl% Youcher quantity does not equal sum of receipt 10 6166.93 0
oty ’
B Life to date voucher giy is greater than PO gty 10.0000 8168.9300
= Life to date voucher amount is greater than PO 10.00 6168.93
amt
% Life to Date = Sched Amt + % ext tol 10.00 8168.93 N |
E% Life to Date = Sched Amt + ext amt tol 10.00 816E.93
)
@ Done é @ Trusted sites

Action

25.

End of Procedure.
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