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Travel Voucher Entry



Learning Objectives
N

0O When to use a Travel Voucher
0 How to Get to the Voucher Screen
O Overview of Travel Business Units

0 How to Add a Travel Voucher



Oracle 9.0 View a Voucher
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Select the Vouchers Link from the menu




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

Firzt [4] 1-12 ot 12 [p| Last

|Business uni |

lescription
[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
FMEEC 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

N

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

QY

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

X

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




Voucher

{ Find an Existing Value || Add a New Value |
Qz Use EMPLY, CUFP OR CURFP as Unit

Business Unit:
Voucher ID:

Voucher Style:

Short Vendor Hame:
Vendor ID:

Vendor Location:
Address Sequence Number:
Invoice Number:
Invoice Date:

Gross Invoice Amount:
Freight Amounit:

Sales Tax Amount:
Misc Charge Amount:
Tax Exempt Flag

EMPLY

NEXT | €— | eave Voucher ID as NEXT

| Regular Voucher

v| € Leave Voucher Style as Regular

| Q
I =
I =
[ 0Q
|

El
| 0.000
| 0.000
| 0.000
| 0.000
O

Estimated No. of Invoice Lines: 1

Add

Find an Existing Yalue | Add a Mew Value




Voucher

[ Find an Existing Value | Adda New Value |

Business Unit; EMPLY
Voucher ID:

Voucher Style:

Short Vendor NHame:
Vendor ID:

Vendor Location:
Address Sequence Number: I_UQ,

Invoice Number: |

Invoice Date: El

Gross Invoice Amount: | 0.000
Freight Amount: | 0.000
Sales Tax Amount: | 0.000
Misc Charge Amount: | 0.000
Tax Exempt Flag ]

Estimated MNo. of Invoice Lines: 1

Add

Type in vendor name, click on the magnify
icon. Search results appear. Click on the

appropriate employee.

Look Up Short Vendor Name

SetlD:

Short Vendor Hame:| begins with |SI'-.|'IITH

Hame 1:
Vendor 1D
Classification:

Persistence:

EMPLY

begins with + |

begins with + |

= & |

= & |

LnnkL.Ipl Clear | Cancel |Elasi|:Lnnkun

Search Results

View All First [4] 1-100 af 121 [}
Ishort vendor Namefliame s [Vendor ID|Classifcation]Persis
SMITH CLA-001 Smith Jr.Claude 002711 Employee Regul:
SMITH DOM-001 Smith Jr.0onald B 003823 Employee Eequl:
SMITH DOMN-002  Smith 1L.0onald Bishop 034179 Employee Eequl:
SMITH PAT-001 Smith Jr.Patrick B 001953 Employee Eequl:
SMITH SAM-001 Smith Jr.Samuel W 009562 Employee Regul:
SMITHALE-001 Smith Alesia A 007426 Employee Eequl:
SMITHALP-001 Smith.Alphonsa C 006785 Employee Eequl:
SMITHALT-001 Smith Alton D 007931 Employee Eequl:
SMITHAND-002 Smith. Andrew James 044632 Employee Regul:
SMITHAMND-010 Smith. Andrew Warren 045413 Employee Eequl:
SMITHAMNM-001 Smith.Ann B 005382 Employee Eequl:
SMITHASH-NNAR Smith Azhlav Mirale nNda924 Fmnlnves Rennl:



Voucher

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

Business Unit: EMPLY ©

Voucher 1D Iﬁ

Voucher Style: | Regular Voucher ¥/ _ Vendor ID defaults when Vendor Name is selected
Short Vendor Name: ISMITH comruul on Search screen

Vendor ID: i, @

Vendor Location: loooo01 QL € Location always defaults to 000001

Address Sequence Number: | 13

Invoice Number: |

Invoice Date: !

Gross Invoice Amount: | 0.000
Freight Amount: | 0.000
Sales Tax Amount: | 0.000
Misc Charge Amount: | 0.000
Tax Exempt Flag ]

Estimated No. of Invoice Une5:| 1
Add

Find an Existing Yalue | Add a Mew Value




Voucher

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

Business Unit: EMPLY @

Voucher ID: lﬁ

Voucher Style: | Regular Voucher A"
Short Vendor Name: [SMITh wirour Q@

Vendor ID: e .. Q@

Vendor Location: IW QL

Address Sequence Number: |_1 &)

Invoice Number: (CS 5365

Invoice Date: (1110112010 [5 <€

Gross Invoice Amount: | 1025.00 €
Freight Amount: | 0.000
Sales Tax Amount: | 0.000
Misc Charge Amount: | 0.000
Tax Exempt Flag ]

Estimated No. of Invoice Lines: 4 <

Find an Existing Yalue | Add a Mew Value

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)




Invoice Information))|| Payments || Voucher Attributes |

Business Unit: EMPLY Invoice Number:  |CS 5365
Voucher ID: MNEXT Invoice Date: 11/01/2010 [31]
Voucher Style:  Regular Action: | “ | Run | Print Irwmcel

Copy from a Source Document

PO Unit: I, Purchase Order: &, CopyPO | Worksheet Copy Option: |N0ne v|

Vendor: juue7 11 Q *Pay Terms: RCPT Q, Due on Recl Basis Dt Type Inv Date

Hame: |_SMITH CLA.—WC‘{ Comments (0}

Location:  [000001 @ Accounting Date: |11/30/2010 [

*Address: |_1Q Advanced Vendaor Search Mon Merchandise Surmmary
Smith Jr,Claude Total: 1,025.000 Calculate Sales/Use Tax Summary

413 Bel Arbor Lane Session Defaults

Mauldin, SC 29662
Gross amount to be reimbursed Packing Slip: |

Invoice Lines Find | View Al First [1] 1 ora (] Last
E| Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount
1 | Amount | | Q| | | Q, | | 0.000
Ship To SpeedChart
[NONTAXAID, | a, [Juse One Asset ID Calculate |
Sales/Use Tax
= Distribution Lines Customize | Find | View All | [ First (] 1 or1 [*] Last

GL Chart

Business Unit: EMPLY Balancing |
Voucher ID: MEXT Invoice Lines 0.000
Print In\rnicel Misc Charge Amount l— =
Freight Amount | = Leave Blank

Sales Tax Amount ]

| 0 Internet




| Invoice Information || Payments || Voucher Aftributes |

on Merchandiee summarand ending date and time),

Screen will open when
you click on Comments.
Enter trip information (i.e.
purpose and destination,
beginning date and time,

Business Unit:  EMPLY Invoice Number: | CS 5365
Voucher ID: MEXT Invoice Date: 11/01/2010 [34
Voucher Style:  Regular Action: | v| Run | Print Involcel
Copy from a Source Document
PO Unit: C,  Purchase Order: Q,  CopyPO | Worksheet Copy Option: |N0ne v|
Vendor: oc Q *Pay Terms: RCPT O, DueonRec Basjs.DtType Iy Date
Location:  |000001 Q Accounting Date; | 11/30/2010 El
“Address: 1Q sdvanced Vendor Search N4FB
Smith Jr,Claude Total: 1,025.000 Calculate | saleslUse Taxummay Click OK.

413 Bel Arbar Lane
Mauldin, SC 29662

Session Defaults

Voucher Comments (Maximum number of characters allowed for comments is 254)

11110 6:00AM - 11/2410 11:00P M

Business Unit: EMPL

ACC conference frip to Orlando for Comptrollers Office

Voucher 1D: MEXT

Printlnvuicel

OK

cancel

Sales Tax Amount

| o Internet

| oo v




Invoice Lines Find | View 1 irs Last

%][=] Line *Distributeby Item mmm UOM  Unit Price Extended Amal
> { | Amount ¥ Q, |Lodging in Orlando ACC C | Q| 525000
Ship To hart

SpeedC
NONTAXAIC, Q [JUse One AssetID Calculate
Sales/Use Tax

. . . . ]
* Distribution IJnes Customize | Find | View All| E2 First /4 of1 "] Last
J’ GL Chart

IED 1| 525mm| Q|

E Line *Distribute by Item mnﬁw UOM Unit Price Extended Amount
> 2 Amount ¥ Q, Airfare to Orlando Q| | 300.00
Ship To

SpeedChart
NONTAXAIC, Q [JUse One Asset ID Calculate
Sales/Use Tax

. . . . ]
* Distribution Lines Customize | Find | View Alllﬂ First |/ 1 of1 "/ Last
J’ GLChart | [N

IED 1| 3uuuu|

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




Invoice Lines Find | Wigw 1 Firzt 1-4 of 4 L=/ Last

E| Line *Distribute by ltem Description Quantity UOM Unit Price Extended Amount
1 | @, |Lodging in Orlando ACC ¢ Q

5 hlp T{r SpeedChart

[l Use One Asset ID Calculate

SaleslUse Tax

e . u
~~ Distribution Lines Customize | Find | View Al| B2 First || 1 071 [*| Last
J" GL Chart \

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

L M

Explorer User Prompt @

Script Prompt:

E nter nurmber of rows to add:

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
BRULE . 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).



=i S UL ON IJnes
_|’ GL Chart

I‘.I-uwn

Customize | Eind | Wiew All | |

Firzt 1 of 1

= = O 1|
[+][=]

Line *Distribute by [tem

300.000 |

|5|:|15 Q |15

Description

Quantity UOM

Q |5355

Q |5|:|1 Q |13|:|

Unit Price

., 1500000

Extended Amount

3 | Amount v||

Line 3 Ship To

(INONTAXAICL |

—— Sales/lUse Tax

= Distribution unes
J’ GL Chart

|rv1eals

SpeedChart

a

Customize | Eind | Wiew Al | |

Q | |

[ use One Asset ID

150.000

Calculate

150.000 |

EIIZI 1|

Line “*Distribute by HHem

] [=]

Quantity UWOM

Q |5355

Q [Bo1 |Qy [130

Unit Price

C, 1500000

Extended Amount

4 | Amount v||

Ship To

Line 4

[INONTAXAICY, |

SalesiUse Tax
e Tistribution IJnes
_|’ GL Chart

SpeedChart

a,

Customize | Find | Wiew All | ﬁ

Q | |

[Juse One Asset ID

50.000

Calculate

1 | 50.000 |

|5|:|1? Q |15

Q |5355

Q |5|:|1 Q |13|:|

Q. 1500000

a

a,

a




=1 O 1| 150.000 | 6010 Q 15 Q |5365 Q 501 Q [130 Q@ (1500000 @
=] [=] Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount
4 [Amount v | C, |Other Expenses | [ & | | 50.000
Ship To SpeedChart
INONTAXAIQ, | Q [JUse One Asset D Calculate |
SalesiUse Tax
‘V’DishillltimL'nes t:usmmlzewmwewnuﬁ First (4] 1 or 1 [*] Last

= O 50.000 | |an1? Q |15 Q |5355 Q |an1 Q |13n Q1500000 Q

|Balancing |

Business Unit: EMPLY
VoucherID:  NEXT Invoice Lines 0.000

Print Invoicel Misc Charge Amount
Freight Amount ’7
Sales Tax Amount o]

(minus) Total 1,025.000 Calculate |

(equals)

Maon Merchandise Summary
Sales/Use Tax Summary /
Use scroll bar to Save

Voucher
[ Tax Exempt Flag

Click Save to save the voucher e 0000

s Add | Update/Digplay

=] Notify | 1) Refresh |

tormation | Payments | Voucher Aftributes




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

Business Unit:  EMPLY Invoice Number: |':S 5365

Voucher ID: 00138926 Invoice Date: 11/01/2010 [
| v| Run | Printlnunice|

Voucher Style:  Regular Action;
Copy from a Source Document

PO Unit: Purchase Order: Worksheet Copy Option: |Nnne v|

Vendor: 002711 Q *Pay Terms: RCPT |@, Due on RecE Basis Dt Type InvDate
Accounting Date is the

Name: SMITH CLA-D01 O
Location: 000001 Q @Date: 11/30/2010 <€ current date at time of

*Address: 1 agvanced Vendor Search entry. If voucher IS not
approved during the

accounting period it was
Mauldin, SC 29662 entered, the accounting
Difference must equal O or / Packing Slip: | Soitv?/;\;gltk(;etr?eronue%(rt]tmonth
voucher will not be saved '
Invoice Lines Find | Wiew 1 First " 14 of4 "/ Last
E| Line *Distribute by [tem Description Quantity UOM Unit Price Extended Amount
1 | Amount | | Q. |Lodging in Orlando | | Q | | 525.000

Ship To SpeedChart
|NONT.-'!'.K-'!'.|Q | q DUEEUH&AEE&HD Zalculate |

Sales/lUse Tax
= = = = |
* Distribution Lines Customize | Find | View All| B First U 10f1 " Last

GL Chart
Amount ‘ Account Fund Dept Program Clazs

=] O 1|  525.000 | 6012 Q [15 Q@ [5365 Q 501 Q@ [130 @ (1500000

1.025.000 Calculate |

Smith Jr,Claude Total:
413 Bel Arbor Lane @nce 0.000




@)’ Invoice Information || Payments || Voucher Aftributes || Error Summary |

Business Unit: EMPLY Invoice Date: 11/01/2010
Voucher ID: 00138926 Invoice Ho: CS 5365
Voucher Style: Regular Invoice Total: 1025000 USD
Contract 1D:

Vendor Name: Smith Jr Claude Pay Terms: Due on Rec

413 Bel Arbor Lane Voucher Source: online
Mauldin, 3C 29662

Entry Status: Fostable Origin:
Match Status: Mo Match Created:
Approval Status: Approved Created By:
Post Status: Unposted Modified:
Modified By:
ERS Type: Mot Applicable
Budget Status: Not Chi'd Close Status: Open
Budget Misc Status: Walid

*View Related Fayment Inquiry

Frint Voucher

Click the Print Voucher hyperlink to print the voucher.
*Pop-Up Blockers must be turned off for the Voucher to appear.

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




Disbursement Voucher 00138926 Detail
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“Printable” version of the voucher

|
%

No wvoucher HEADER found. Close this window, RESAWVE page, and try again.

Line Summary:

Distribution Summary:

I certify the expenses listed hersin were incurred and paid in the performance of my official duties and that this claim is trues

and correct in every material matter and cenforms te the requirements of the State laws, rules and regulatiens, I understand any
reimbursements by Clemson University are subject to terms of payment maintained by CU Payroll office. Itis the responsibilicy of the
payee to werify with his/her financial institutien when funds are awvailable,

%

's Signature Date
Date

|

Signature

I hereby certify that the abowve items have been received or the services performed as stated and that the funds are available from the



