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Navigate to:  Accounts Payable > Control Groups > Group Information 
 

 
 

This loads the Group Information page: 
 

 
 
 

 

Click Add a 
New Value. 

1 

Ensure the correct 
Business Unit is entered. 
If not, enter it here, or look 

it up by clicking the  
button. 

Replace the term “Next” in 
the Control Group ID field 
with the batch numbers you 

currently use. 

2 

3 

Click 
Add. 

4 
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The Assignment page will load: 
 
 
 

 
 
 
 
 
 

After saving, the Assigned and Due fields will be automatically filled in, as well 
as the starting number for the Vouchers that have been assigned for this group: 
 

 
 

The Vouchers tab will now list the Vouchers that have been created using this 
Control Group. This page serves as a good inquiry screen for Control Groups: 
 

Enter the total amount of 
Vouchers to be entered 

using this Control Group. 

Change the 
Status to 
Assigned. 

Enter the 
number of 
Vouchers. 

Enter or search 
for a User ID.  Click 

Save. 
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