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Create a PO Voucher 1.0

Supplemental Job Aid

Date: 07/10/2014 

Target Audience: Department AP Processor

Purpose: This Supplemental Job Aid provides Department AP Processors the instructions for how to create a voucher when copying from a PO Receipt.  

Create a PO Voucher:
 Step 1: Navigate to the Voucher page:
· Navigation: Main Menu  Accounts Payable  Vouchers  Add/Update  Regular Entry
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Step 2: Click the Add a New Value tab. On the Add a New Value tab, the following information will be defaulted:
· Business Unit: User’s Business Unit (BU)
· Voucher ID: “NEXT” (Do not alter or update)
· Voucher Style: “Regular Voucher”
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Step 3: Choose the vendor for whom you are creating the voucher by looking up either the Short Vendor Name or the Vendor ID number. 

Click the Short Vendor Name lookup button.  
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Or, click on the Vendor ID lookup button.
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Step 4: Complete the remaining fields on the Voucher page (as applicable for your invoice):
· Invoice Number
· Invoice Date
· Estimated No. of Invoice Lines

Then click the Add button.
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The Invoice Information page displays.
Step 5:  In the “Copy From Source Document” section:
· Choose the appropriate Business Unit from the PO Unit lookup button.
· Choose “PO Receipt” from Copy From the drop list.
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Step 6: Click Go in the “Copy From Source Document” section to transfer to the Copy Worksheet page.  
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Choose your purchase order number from the Look Up PO Number list.
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The PO you have selected is populated in the PO Number field. Click Search.
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Step 7:  In “Select Receiver Lines” section:
· Click View All to expand all available lines if necessary. 
· Check the box under the “Select” column for the PO that you want to copy into the PO voucher. These should match the lines on the invoice from which you are creating the voucher.  
· Click the Copy Selected Lines button to copy selected lines over to PO voucher.
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Step 8: All selected information from the PO Receipt has been copied into the Invoice Information page. Verify this information matches the invoice from which you are working. If necessary, the ChartField values can be updated to reflect any changes that were not recorded on the PO.   
Click the Save button.  
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A voucher has been created with a unique Voucher ID in FI$Cal. 
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Step 9:  Once saved, the voucher now must be:
· Budget checked – carried out using a batch process
· Approved – AP Approver 1 and 2, and SCO Approver, if the voucher is a warrant
· Voucher Posted – carried out using a batch process
· Paycycle complete (check/warrant printed) – department for checks/SCO for warrants
· Payment Posted – carried out using a batch process

You have successfully created a PO voucher. 
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