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voucher Approval



Learning Objectives

I T
0 How to Get to the Voucher Approval Screen

0 How to Search for the Voucher that Needs to
be Approved

0 How to Approve a Voucher
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Voucher

Eind an Existing Yalue Add a New Value

Business Unit: ZL @

Voucher ID: MEXT

Voucher Style: | FegularYoucher hd

Look Up Business Unit

Business Unit:| heging with + ||
Description: | heging with + ||

LookUp | | clear | | Cancel | Basic Lookun

Search Results

First [4] 1-12 of 12 [p| Last
lescription

|Business uni |

[N lemson University

ZLIE Clemsan University Foundation
CLUFF CUF Ermployves

CURFE Clemsaon Univ Research Foundat
CURFP CURF Emplovee

EMPLY Employee Reimburserment
FCECC Continuing Edu Canference Camp
FCREF Clemsaon Univ Real Estate Fdn
FCREFC Clemson Research Facilities Co
FMREC AMBREC LLC

HE HESPayrall Wendor Pyimts

STORT Student Payments

Choose the appropriate Business Unit based on
what type of funds the expense is posted to. Click
the magnify icon to search. Click on the appropriate
Business Unit to populate the business unit field.

Clemson University Business Units

BU

Description

Used for Vendor Invoices,

Vouchers paid from Funds 10-17, 19-
23

EMPLY

Used for Payments to Clemson
Employees, Vouchers paid from Funds
10-17, 19-23

STDNT

Used for Student Payments, Vouchers
paid from Funds 10-17, 19-23

CUF

Used for Clemson Foundation Vendor
Invoices, Vouchers paid from Funds
50-71

CUFP

Used for Payments to Clemson
Employees, Vouchers paid from Funds
50-71

CURF

Used for Payments to Clemson
Research Foundation Vendor Invoices,
Vouchers paid from Funds 80-81

CURFP

Used for Payments to Clemson
Employees, Vouchers paid from Funds
80-81




ORACLE

Personalize Content | Layout

Menu (-] X
Search:

[ My Favarites
[ CU CUSTOM
[ Vendors

<: [ Accounts Payahble

; ol
[» General Ledager
[ Set Up Financials/Supply Chain
[* Tree Manager
[ Reporting Tools
[ PeopleTools
— Budget Journals
— Journals
— Process Maonitor
— Project Informatian
— Purchase Qrders
—Vouchers

— Query

Select the Accounts Payable Link from the menu




Accounts Payable

Access PeopleSoft Payvables.

r/‘@ ﬁ Payments
‘ I, afain, and approve vouchers. Create and manage payments.

3 Add/Update 3 Pay Cycle Processing
1 Maintain 1 Pay Cyvcle Approvals

3 Pay Cycle Definition
[ CancelVoid Payments

ﬁ Review Accounts Payable Info ﬁ Reports
Hun inquirieg on vouchers, vendors, payvments, and integration Create accounts payable reports.
with systems. 3 Vouchers
[ Viouchers [ Payments
[ Interfaces ke
[ Pavments CJ Archiving
3 Vendor

Click on Vouchers




/. Approve
AO0ISNE YOULHeN

| T ADDIOYe Youcher
' 0 (0 850

TR, O denty 00OV 10 vouthers

Click on Approve Voucher




I Vendoss
U Purchasing
[ Accounts Recelvable
= Accounts Payable
o Vouchers

b Add/Update
b Maintan

= ADpIove

- S.!.';l&‘!" 1Y oucher
_ R
U Payments
[ Balch Processes
i Rendew Accounts Payable
Info
U Reports
Accounts Pavadie Centes
I Banking
U Commitment Controt
0 Goneral Lodger
b Seét Up FinancialsSupply
Chain
0 Tree Manager
I Roporting Tools
U PeopieTools
Budost Joumats
- Joumnats

Select the appropriate business unit and type applicable info into

Voucher Approval

Enter any informaton you have and click Search. Leave flelds blank for 3 ist of a8 values

| Find an Existing Value |

Business Unt: s N CUF Q
Voucher I |pagnswith ¥ A

Invoece Number: begins with +

Short Vendor Name:| begins with v

Vendor 10: begns with v Q
Name 1: | begins with v

[T Case Sensitive

@ Cieat | pasic seqrc B Savm Seasch Crten

the Voucher ID field. Click on Search.




)

b My Favortes
b CU CUSTOM
b Vendors
b Purchasing
b Accounts Roceivable
7 Accounts Payable

o Vouchers

b AddUpdate

7 ADDIOVe

RéQuest Youcher
g
b Pagyments
b Batch Processes
b Review Accounts Payable
Info
b Reports
Accounts Pauabie Conts
b Banking
b Commitment Control
b General Ledoer
b Set Up Financials/Supply
Chain
b Tree Manager
U Reporing Tools
b PeopleTools
Bug Mais

- Joumaia

Click on radial next to Approved in the Approval Information box. Click

Save.

[~ Approval | Line Information | Chage lnformation |

Unt  CuF Ivoice: 71610t
Voucher; 40031933 Dot 101152010

Vendor:  BBAT Bankcard Comporations
10: 0000046114

IApprovl Information || Voucher Detads

O Pending Totak:

@ Approved Sades Tox:

0 Deried Freignt
Use Tax:
Entered VAT:

1540030 USD  Due upon receipt
0.000
0.000
0.000
0.000

\;-
Cugtoms | Fog | Vew At| &5 st tott ' Last

CUF 0000048114 BRAT Bankcard Corporabons

mms«ran ' ‘ chsmnm] 1) Nty |

adaformation | Charge information
Save (AR+1)




This IS the
second way (o
dPPIoOVE d
voucher




ORACLE

Personalize Content | Layout

Menu (-] X
Search:

[ My Favarites
[ CU CUSTOM
[ Vendors

<: [ Accounts Payahble

; ol
[» General Ledager
[ Set Up Financials/Supply Chain
[* Tree Manager
[ Reporting Tools
[ PeopleTools
— Budget Journals
— Journals
— Process Maonitor
— Project Informatian
— Purchase Qrders
—Vouchers

— Query

Select the Accounts Payable Link from the menu




Accounts Payable

Access PeopleSoft Payvables.

r/‘@ ﬁ Payments
‘ I, afain, and approve vouchers. Create and manage payments.

3 Add/Update 3 Pay Cycle Processing
1 Maintain 1 Pay Cyvcle Approvals

3 Pay Cycle Definition
[ CancelVoid Payments

ﬁ Review Accounts Payable Info ﬁ Reports
Hun inquirieg on vouchers, vendors, payvments, and integration Create accounts payable reports.
with systems. 3 Vouchers
[ Viouchers [ Payments
[ Interfaces ke
[ Pavments CJ Archiving
3 Vendor

Click on Vouchers




Main Menu = Accounts Payable »

ﬁ Vouchers

Add, maintain, and approve vouchers.

rﬁ Add/Update

=] Reqular Entry
=] Complete Register Voucher
=] Close Voucher

i=] Delete Voucher

i=] Update Open ltem

i=] UnPost Voucher

Click on Add/Update




Main Menu = Accounts Payable = Vouchers =

i~/ AddiUpdate

Add and

auchers.

= Reqgular Entry

nices and invoices associated with a

purchaze order.

E" Delete Voucher

Delete a =aved voucher.

Click on Regular Entry

Complete Reqgister Voucher
Correct the account diztribution on registered voucher,

Update Open ltem
lIpdate Open Liability Information.




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

| Find an Existing Value || Add a New Value |

] it _ |
Voucher ID: begins with |
Invoice Number: begins with |
Short Vendor Name:| begins with + ||
Vendor ID: begins with + | Q,
Hame 1; Regins with |

Voucher Style: | = W | | L |
Related Voucher:; Regins with | » |
Entry Status: | = v| | v|
Voucher Source: | = v | | v |
[|case Sensitive

Search | Clear | Basic Search B Save Search Criteria

Find an Existing Value | Add a Mew Value

Click on the Find an Existing Value tab




Voucher
Enter any information you hawve and click Search. Leave fields blank for a list of all values.

Find an Existing Value )[ Add a MNew Value |

i it: = \CUF
Voucher IDv; | begins with v| 0003

Invoice NHumber: |I::|egin5 with v|

|
Short Vendor Name:| begins with |
Vendor ID: begins with | o'
Name 1: begins with |
Voucher Style: = v L
Related Voucher: | begins with + ||
Entry Status: = o L3
Voucher Source: = w w

[ ]case Sensitive

@ Clear |Elasi|: Search Bl Save Search Criteria
\_/

Find an Existing Value | Add a Mew Value

Enter the Voucher number that you want to approve or enter the first
letter of your business center in the Voucher ID field. Click on Search.




Search Results

First m 1-9cf8 m Lazt

CUF 00031943 1633005731 19198 19198  10M9/2010 ARAMARKSER-001 0000001814 Aramark Serv Carp Reqular (blank)  Postable Online
CUF 00031948 1633005750 214 214 1019/2010 ARAMARKSER-001 0000001814 Aramark Serv Carp Reqular (blank)  Postable Online
CUF 00031947 1 300 300 12/03/2010 NONMNENBERG-001 0000055729 Nonnenberg Eileen Reqular (blank)  Postable Online
CUF 00031946 4021 250 250 11/23/2010 OFFICE PAN-001 0000003854 Dffice Panel Systems Reqular (blank) Postable Online
CUF 00031945 Test 25 29 11/30/2010 BBA&T-001 0000046114 BB&T Bankcard Corporations  Reqular (plank) — Fostable Online
CUF 00031944 111111 1 1 11/30/2010 ARAMARK-002 0000008370 Aramark Catering Reqular (blank) Postable Online
CUF 00031943 Santas 55 i 111022010 NYBERG-001 0000020818 Myberg Fletcher Inc Reqular (blank)  Postable Online
CUF 00031942 26345 182 182 1110212010 CRUISE MA-001 0000002670 Cruise, Margaret Anne Reqular (blank) Postable Online
UF 00031941 5C Sales and Use Tax 11672 11672  09M15/2010 SCDEPT OF-001 0000010098 SC Dept of Revenue and Taxation Reqular (blank)  Postable Online

The search results panel appears. Click on the Voucher ID that you

need to approve.




[ Summary || Invoice Information || Payments ([ Voucher Attributes '|[) Error Summary |
\/

Business Unit:
Voucher |D:
Voucher Style:
Contract ID:
Vendor Name:

Entry Status:
Match Status:
Approval Status:
Post Status:

Document Tolerance Status:
Budget Status:
Budget Misc Status:

*View Related

Print Voucher

Click on the
Voucher
Attributes tab

CUF
00031946
Reqular

Office Panel Systems

206 Mew Neely Ferry Road
Mauldin, 3C 29662

Postable
Mo Match
Approved
Unposted

Valid
Mot Chk'd

Valid

Fayment Inguiry

Invoice Date:
Invoice No:

Invoice Total:

Pay Terms:

Voucher Source:

Origin:
Created:
Created By:
Modified:
Modified By:
ERS Type:

Close Status:

& save | S\ Returnto Search | +[E Previous in List | +E| Next in List ‘ [=] Notify ‘ rts Refresh ‘

Summary | Invoice Information | Payments | Voucher Attributes | Error Summary

114232010
4021
2350.000

N30

online

K

1210212010
GKM
12/102/2010
GKM

Mot Applicable
Open

IS0

B Add




/\
[ Summary | Invoice Information || Payments {{_Voucher Attributes |) Error Summary |

14021

Business Unitt CUF Invoice Humber:
VoucherID: 00031946 Invoice Date: (1112312010 [5

Voucher Style:  Regular Action:

Run | Frint Invoice

Total: 250.000
Voucher Processing

Post Voucher Close Voucher
Revalue Voucher Delete Voucher

Accounting Instructions
*Accounting Template: |STANDARD O Account At

Match Action
*Status: Mo Match  » Match Due Date:

Pay UnMatched Voucher

Transaction Currency
*Source: Tables *Currency: |USD &} RateTl.rpe:|EHHNT L Exchange Rate: | 1.00000000

LU _E STl In the Voucher Approval Section, use the drop
*Approval: Specify atthis Level down box to change the Approval to Pre-Approved
as seen in the following slide




[ Summary || Invoice Information || Payments {[ Voucher Attributes )| Error Summary |

N ——

Business Unit: CLIF Invoice Humber: |‘“:'2'1
Voucher ID: 000321946 Invoice Date: 1142312010 5

Voucher Style: Regular Action: | ~| Run Print Invoice

Total: Z250.000
Voucher Processing

Post Voucher Close Voucher
Revalue Voucher Delete Voucher

Accounting Instructions
*Accounting Template: |[STANDARD  Cy Account At: | Gross

Match Action
*Status: Mo Match - | Match Duwe Date:

Pay UnMatched Voucher

Transaction Currency

*Source: | Tables *Currency: USD 2, Rate Type: |CRRNT 2, Exchange Rate:

Voucher Approval

*Approval: | FPre-Approved b | Business Process:

Approval Rule Set:

Self Billing Invoice
*5B1 Hum Option: SBl Humber:

Prepayment

Prepayment Reference: | Auvtomatically Apply Prepayment Postpone Withholding

Letter of Credit
Letter of Credit 1D:

Tax Group

Tax Group: | Tax Payment Type Code: |

Click on Save to save the Voucher

E save | =\ Return to Search | +[E] Prewvious in List | +[E] Mext in List | [=] Motify | rts Refresh |

1.00000000

N




