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Learning Objectives

 How to Get to the Voucher Screen

 How to View a Direct Purchase Voucher

 How to View a Travel Voucher

 Overview of Business Units
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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.



Select the Vouchers Link from the menu



Click on the Find an Existing Value tab to look up an existing voucher. Enter the 

voucher id if known or any other known field values.



This screen shows you all information associated with the voucher.  Information 

includes:  Voucher ID, Vendor Name, Approval and Budget Check Status, Invoice 

Number and Date, Gross Amount, and Posting Status. 



The Payments screen shows the Remit to Location and Address, Gross Amount, and 

Payment Methods. 



The Voucher Attributes screen shows Voucher Processing.



The Error Summary screen shows any errors that occurred with this voucher. If the 

voucher has errors (this example does not), contact the Budget Center to make 

corrections.


