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Learning Objectives

 When to use a Travel Voucher

 How to Get to the Voucher Screen

 Overview of Travel Business Units

 How to Add a Travel Voucher



Oracle 9.0 View a Voucher

Login to Oracle Financials



Select the Vouchers Link from the menu



BU Description

CU 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

Clemson University Business Units

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.



Use EMPLY, CUFP OR CURFP as Unit

Leave Voucher ID as NEXT

Leave Voucher Style as Regular



Type in vendor name, click on the magnify 

icon. Search results appear. Click on the 

appropriate employee.



Vendor ID defaults when Vendor Name is selected 

on Search screen

Location always defaults to 000001



Enter invoice information.

Invoice number = employee’s initials 

and dept number (i.e. CS 5365)

Invoice date = beginning date of trip 

(i.e. 11/01/10)

Gross Invoice Amount = total amt of 

out of pocket expenses incurred by 

employee

Enter the number of lines for each 

expense type (i.e. meals, lodging, 

airfare, mileage)



Leave Blank

Gross amount to be reimbursed



Screen will open when 

you click on Comments.  

Enter trip information (i.e. 

purpose and destination, 

beginning date and time, 

and ending date and time). 

Click OK.



Enter the line items according to the expenses incurred. Each line item should reflect one 

specific travel expense.



Click to add or delete a Distribution Line & the box below will pop up

Enter appropriate amount, acct #, fund, dept #, program, class, and project #. These 

distribution fields make up the General Ledger Chartfields.  The Amount is the line amt 

charged to the Distribution #.  Quantity can be left blank.  Account is the acct # for the item 

or service being procured.  Fund is the # associated with the source of funds.  Department 

is the Organization/Dept ID #.  Program is the source of Program Funds and Project Number 

is the project the voucher is billed to. Please note: the Fund and Project ID must agree in 

prefix. (i.e. If the Fund is 15, then the Project must begin with 15xxxxx).



Line 4

Line 3

This screen shows lines 3 and 4 for additional expenses (i.e. meals and other expenses)  

The arrows on the Distribution Line Header Row are used to move to the next or previous 

distribution for the shown line item.  In this example there is only one distribution.  



Use scroll bar to Save 

Voucher

Click Save to save the voucher



Difference must equal 0 or 

voucher will not be saved

Accounting Date is the 

current date at time of 

entry. If voucher is not 

approved during the 

accounting period it was 

entered, the accounting 

date will be brought 

forward to the next month.



Click the Print Voucher hyperlink to print the voucher.  

*Pop-Up Blockers must be turned off for the Voucher to appear. 



“Printable” version of the voucher


