[image: cid:image001.png@01D189C1.F71AD7C0]

Interagency Voucher Report 2.0

Supplemental Job Aid

Date: 07/18/2016

Target Audience: Department AP Reporter

Revision History
	Date
	Version
	Location
	Update Description

	07/19/2016
	2.0
	Entire Document
	Transferred to new template, 9.2 updated screenshots, and changed ‘vendor’ to ‘supplier’.




Purpose: This Supplemental Job Aid provides the Department AP Reporter the instructions on how to run the Interagency Voucher Report (RPTAP027). This report lists all vouchers created through the Interagency Billing process and provides details on each of those vouchers. 

For a voucher to be considered paid via Interagency processing, both the billing and the billed departments must be Wave 1 FI$Cal Departments. These vouchers are paid via the direct transfer process. Vouchers created using the Interagency billing process will be routed to appropriate SCO workflows for review and final approval.  Billed departments and the SCO will not have access to edit vouchers once they are created via the Interagency Billing process.  




Step 1: Navigate to the Interagency Voucher Report page
· Navigation: Main Menu  FI$Cal Processes FI$Cal Report  AP Reports  Interagency Vouchers Report
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Step 2: The Interagency Vouchers Report page displays
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Step 3: To run the Interagency Voucher Report for the first time, click on the Add a New Value tab. 
Create a distinct run control name to generate this report. For example, in this scenario, we will name the run control “Add Interagency _Vouchers” by entering this text in the Run Control ID field.

Once the run control has been named, click the Add button.
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Step 4: The Interagency Vouchers Report page displays. Enter the appropriate “Report Request parameters”:

· GL Business Unit
· From Accounting Date
· Through Accounting Date
· Voucher ID 
· Note: If Voucher ID is left blank, this report will list all vouchers created between the date range identified in the From Accounting Date and Through Accounting Date fields 
Once all appropriate fields have been populated in the “Report Request parameters” section, click the Run button.

Note: The Run button is located in the upper right hand corner of the page.
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Step 5: The Process Scheduler Request page will display once the Run button is clicked. 
In the Process List section, select the checkbox for the Interagency Voucher Report (Process Name: ZZ_AP_INT_VC). The *Type field should be Web and *Format field XLS (Excel). 

Click the OK button.
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Step 6: The Interagency Vouchers Report page will display.  Note the Process Instance number which displays under the Run button. This number is distinct, as it is related to each time you run any report in FI$Cal. 

Click on the Process Monitor link.
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Step 7: The Process Monitor page displays. In the “Process List” section, find your Process Instance number (as noted in Step 7), which is located under the Instance column. 
Click on the Refresh button until the Run Status column displays “Success” and the Distribution Status column displays “Posted”. This set of indicators confirm the report has successfully generated.

Click on the Go back to Interagency Vouchers Report link at the bottom left corner of the page.
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Step 8: Click on the Report Manager link. The Report Manager pages house all generated reports.
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Step 9: Find the report you ran by looking for the Process Instance number (as noted in Step 7). Within the Report column, click on the appropriate link to review the actual report.  
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Note: The Interagency Report will display in Microsoft Excel format.
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[bookmark: _GoBack]The report provides detailed information on which vouchers were created through Interagency Billing. These vouchers were created by another Wave 1 FI$Cal department to bill for goods/services supplied. The report should be reviewed for accuracy of charges from the other department (compare line vouchers to invoices received). Accounting entries can also be validated. Any corrections need to be done in the form of a Journal Voucher (refer to the following job aid for further details on this process: FI$Cal.059 Journal Vouchers).

You have successfully run the Interagency Voucher Report.
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