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Learning Objectives
T

0 When to Use a Direct Purchase and a Travel
Voucher

0 How to Get to the Voucher Screen
0O Overview of Business Units
O How to Add a Direct Purchase Voucher

0 How to Add a Travel Voucher



Oracle 9.0 View a Voucher
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ORACLE

Personalize Content | Layout
Menu (-] X

®

[ My Favarites

[ CU CUSTOM

[ Vendors

[* Purchasing

[ Accounts Payahble

[ Commitment Control
[» General Ledager

[ Set Up Financials/Supply Chain
[* Tree Manager

[ Reporting Tools

[ PeopleTools

— Budget Journals

— Journals

— Process Monitor

— Project Informatian

™ —_—_—_——
< — Vouchers >
™ f—

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

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




Voucher

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

|CLIF Q,
|NE}(T <

| Regular Voucher

Business Unit:
Vioucher ID:
Voucher Style:
Short Vendor Hame:
Vendor 1D:

Vendor Location:

Invoice Number:
Invoice Date:

Gross Invoice Amount:
Freight Amount:

Sales Tax Amount:
Misc Charge Amount:
Tax Exempt Flag

Estimated No. of Invoice Une5:| 1

Add

Find an Existing Yalue | Add a Mew Value

v|<7

[ &
[ a

Address Sequence Number: | 0

Q

| El

0.000

0.000

0.000

O

0.000

Leave Voucher ID as NEXT

Leave Voucher Style as Regular




Voucher

{ Find an Existing Value | Add a New Value |

Business Unit:

Voucher ID:

Voucher Style:

Short Vendor Hame:
Vendor 1D:

Vendor Location:
Address Sequence Humber: I_D QL

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 Lines: 1
Add

Find an Existing Value | Add a New Value

Look Up Short Vendor Name

SetlD: CUF

Short Vendor Name:| begins with |+ |C|FFICEF'
Name 1: begins with + |
Vendor ID: begins with |

Classification: | = Vl | v|
Persistence: | = Vl | v|
Look Up | Clear | Cancel |Eagic|_|:||:||{|_|p

Search Results

Wiew All First E| 1 of 1 |I| Lazt

Short Vendor Name |[Hame 1

Classification |Persistence
IGFFICE PAMN-001 Office Panel Systermns 0000003854 Supplier Reqgular

To select a Vendor Name, type in part of the
vendor name then click on the magnify icon.
The search results will appear. Click on the
appropriate vendor, where the ‘name 1’ column
in the search results matches the remit vendor
name on the invoice.




Voucher

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

Business Unit: ICUF  Q

:Zi::g;e: mmhm 3 Vendor ID defaults when Vendor Name is selected
Short Vendor Name: \OFFICE PAN-001 V On Search Scresh

Vendor ID: (0000003854 @ Location always defaults to 000001

Vendor Location: looooo1 @ /

Address Sequence Number: Click magnify icon to select correct Remit Address.
Invoice Number: The remit address that is selected must match the
Invoice Date: L remit address on the vendor invoice.

Gross Invoice Amount: | 0.000

Freight Amount: | 0.000

Sales Tax Amount: | 0.000

Misc Charge Amount: | 0.000

Tax Exempt Flag F

Estimated No. of Invoice Une5:| 1
Add

Find an Existing Yalue | Add a Mew Value




Look Up Address Sequence Number

SetlD: CLF

Vendor ID: 0000003854

Address Sequence Number:| = |

Address Type: | v|| W
Look Up | Clear | Cancel |Elasi|::LnnI':un

Search Results

Wiew All First [4] 1-20f2 [)] Last
Address Sequence Humber |Address Type|Description Address Line 1 City County [State (Country
1 Business INWREMITIORDER 1406 Elrod Road Piedmont (blank) SC L34
2 Business Eemit 206 Mew Meely Ferry Road Mauldin - (blank) SC  LUSA

This screen shows the results of searching by the
address sequence number. Click on the appropriate
Remit To address.




Voucher

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

Business Unit: ICUF  Q

Voucher 1D Iﬁ

Voucher Style: | Regular Voucher v|

Short Vendor Hame: |CIFF|CE PAN-001 O

Vendor ID: (0000003854 @ _ _

Vendor Location: W Notice the selected address number will appear

Address Sequence Number: [\ 2/ Enter invoice information, such as
invoice Number: [4021 < Invoice Number (exactly as it appears
Invoice Date: 11232010 [ € on the vendor’s invoice), Invoice Date,
Gross Invoice Amount: | 250.00) €— and Gross Invoice Amount (total

Freight Amount: | 0.000 amount to be paid to vendor, including
Sales Tax Amount: | 0.000 tax and/or freight

Misc Charge Amount: | 0.000

Tax Exempt Flag ]

Estimated No. of Invoice Une5:| 1

Once invoice information is entered, click Add

Find an Existing Yalue | Add a Mew Value




( Invoice Information 5 Payments || Woucher Attributes | The Business Unit thrOUgh

e o U i Numbor, | [402 Invoice Date fields default in

Voucher ID: MEXT Invoice Date: 11/23/2010 [ based on the information

Voucher Style:  Regular Action: | +| entered on the previous screen
Copy from a Source Document |

PO Unit: 2, Purchase Order: 3, CopyPO Worksheet Copy Option: | Mone ~ |

Vendor: |oooooo3asa (&'} *pay Terms: MET20 L m30 == Basis Dt Type Inv Date
Hame: |OFFICE PAN-001 |y Comments(0)

Location: |EIEIUEIEI1 (') Accounting Date: 12/02/2010 [5H)
*Address: | il Advanced Vendaor Search Mon Merchandise Summary

Office Panel Systems Total: 250.000 Calculate Sales/Use Tax Summary
206 Mew Meely Ferry Road Session Defaults

Mauldin, SC 29662 Withholding
Gross amount to pay including freight & tax
Packing Slip:

Invoice Lines Find | Wiew All First 1of1 Last
E| Line “Distribute by Hem Description Quantity UWOM Unit Price Extended Amouwnt

1 [Amount  ~| | Q | | | Q | | 250.000

Ship To SpeedChart
[TAXDEFALCY | Q []Use One Asset ID Calculate

Salesilse Tax
= Distribution Lines
GL Chart

Customize | Find | wiew All | ﬂ Firzst 1 of 1 La=st

-EIIZI 1| 250|:|m:||

Business Unit: CUF |Balancing
Voucher ID: MEXT Invoice Lines

Print Invoice | eave Blank — =3 misc Charge Amount ' m_  Enter amount

Freight Amount from vendor
invoice

Sales Tax Amount




Scroll down using down arrow to
Click to add or delete an Invoice Line see line and distribution section

Invoice Lines Find [ View Al First [ 1.0r1 (] Last
Line *Distribute by Iltem Description Quantity UOM Unit Price Extended Amount
[=]
1 Amount v | Q | | | Q| | 250,000
ShipTo SpeedChart
TAXDEFALQY | Q [JUse One Asset ID Calculate |
Sales/Use Tax
* Distribution |JIIF-5 Customize | Find | View All| B Fist (1061 0 Last

GL Chart

IED 1| 250000| | Q | Q

Enter an item Description, Quantity, Unit of Measure (UOM), Unit Price, and Extended Amount.
Description and Quantity are optional fields but are helpful information. Unit Price is the cost of
each item. Extended Amount is the total number of Items multiplied by the Unit Price. (i.e. you
purchased two computer monitors at $100.00 each, the Extended Amount would be $200.00).




Invoice Lines Find | Wiew Al First 10f1 Last

E| Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount

1 | Amount v | | | | Q | | 210.00
[l use One Asset ID Calculate

Q,
Click on the Sales/Use Tax link

L}
Customize | Find | Wiew All | B First 1 of 1

If you are paying invoices for multiple counties with different tax rates, you need to change the Tax
Code suitable to the county the goods were delivered in.

Invoice Line Tax Information

Voucher Line; 1 Ship To Location: TAXDEFAULT
= Sales and Use Tax

Sales/Use Tax Destination: | TAXDEFAULT Q€ The Sales/Use Tax Destination defaults. Select
SalesiUse Tax Applicability: | SalesTax  v| € Sales/Use Tax Applicability. Select the appropriate
Ultimate Use Code: Q Tax Code SUT for each line item (the county goods
Tax Code SUT: PICKENS Q<€ are delivered to).

Calculation Parameters Sales/Use Tax Calculations

[Jinclude Misc Charges = Sales Tax Pct. 7.0000
[include Discount Calculated Sales Tax Amount;

Include Freight Allocated Sales Tax Amount:
[ linclude VAT Use Tax Amount:

cancel | refresn | Click OK to return to the voucher entry page




Invoice Lines Find | View Al First 1of1 Last

E| Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount
1 Q | Q 210.000

Shu:- To SpeedChart

[lUse One Asset ID Calculate

SalesilUse Tax
e , L
=~ Distribution Lines Customize | Find | View All| £4  First | 10f1 " Last

[ GLchat | [N

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).



Invoice Lines Find | View @I First ' 12 0f2 " Last

E Line *Distribute by Item Description Quantity UOM
1| Amount v/ | Q |Table | |

Ship To SpeedChart
Line 1 |T.*’G{DEF.”~LQ | Q [JUse One Asset ID Calculate

Sales/lUse Tax
. . . . ]
* Distribution Lines Custumizelmlviewhlllﬁ First "/ 1 0f1 "/ Last

— rﬁmmnt ‘ Account Fund Dept Program |Class Project

L EEO 1| 200000 | 7218 Q|15 |Q [5365 Q 101 Q130 @ (1500000 Q
F—

E Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount
2 | Amount v/ | @, |Installation | | Q| | 0.000

. Ship To SpeedChart
Line 2
TAXDEFALQY, | Q [Juse One Asset ID Calculate

Sales/lUse Tax

. . . - |
* Distribution Lines Customize | Find | View All| B First (04 oF1 [ Last
GL Chart

2 | i fommin o m n

=] O 1) 10000 | 7032 Q 15 Q [5365 Q [101 @ [130 @ (1500000 @




TAXDEFALQY | Q [Juse One Asset ID Calculate

Sales/Use Tax
. . . . L]
=7 Distribution Lines Customize | Find | View Al| 2 First 4 of1 | Last
GL Chart

S wmis o

=1 0 1| 10000 | 7032 Q 15 |Q [5365 Q 101 Q 130 Q 1500000 Q

\Balancing

Business Unit: CUF
VoucherID:  NEXT Invoice Lines 0.000

Print Invoice Misc Charge Amount
Freight Amount 25.000
Sales Tax Amount 15.000

(minus) 250.000 Calculate

(equals)

Mon Merchandise Summary
Sales/lUse Tax Summary

Use scroll bar to Save Voucher

[Tax Exempt Flag

. Use Tax 0.000 'ﬁ
Click Save to save the voucher i’

% Notify | %, Refrezh ‘ ErAdd | A UpdateDisplay

ice Inffrmation | Payments | Voucher Attributes

_—

a Internet




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

14021

Business Unit:t CUF Invoice Humber:
- : 11/23/2010 [34

Voucher ID: 00031946 Invoice Date:
Vioucher Style:  Regular

‘Copy from a Source Document
PO Unit: Purchase Order: Worksheet Copy Option: |Nnne v|
Accounting Date is the

NET20 G, N30 o .
current date at time of
entry. If voucher is not

Summary

v| Run | F'rintlrwnice|

Action:

Vendor: (0000003854 Q *Pay Terms:

Name: |OFFICE PAN-001  Q
jion:  |000001 Q @mnﬂte: 11/30/2010 ED : :
approved during the

accounting period it was

“Address: 29 Advanced Vendor Search
Office Panel Systems Tatal: | 250,000 Calculate ‘ _
206 New Meely Ferry Road @nce 0.000 entered, .the accounting
—— date will be brought

Location:

Mauldin, 3C 29662
Difference must equal O or voucher forward to the next
Packing Slip: | month

will not be saved
Find|View Al First Y 2 or2 [ Last

Unit Price Extended Amount
10.000

Invoice Lines
*Distribute by Item Description Quantity UOM
[ & |

+][=] Line
2 | Amount v|| Q. |Installation |
Ship To SpeedChart
TAXDEFALCY | Q [Juse One Asset ID Calculate |

Salesilse Tax
= Distribution IJnes

GLChart | [F=W)
Com rﬁm T y— oo s [po
Q 101 Q [130 Q@ [1500000 O

=1 O 1| 10000 | 7032 Q [f0 |Q |5365

Customize | Find | View Al | i First 1 of

Business Unit: CUF Balancing
Voucher ID; N0031945 210.000




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

Business Unit:  CUF Invoice Number: |*j":':21

Voucher ID: 00031946 Invoice Date: 11/23/2010 [
Voucher Style: Regular Action: | v| Run | Printinvoice

Total: 250.000
Office Panel Systems *Pay Terms: MET30  Q N30 Schedule Pay’ments|

206 Mew Meely Ferry Road
Mauldin, SC 29662

Payment Information Find | Wiew All First 1" 1 of 4 Last

[+][=]

Scheduled Payment: 1

*Remit to: 0000003854 Q] Gross Amount: 250.000 UsD
Location: |EII:IEII:II:I1 Q) Discount: UsD Discount Denied
*Address:

Office Panel Systems Scheduled Due: | 12/02/2010 1

1406 Elrod Road

Het Due:
Aftn: Charles Durham

Discount Due:
Piedmont, SC 28673-9443

Accounting Date;

Payment Method
*Bank: BET o] Pay Group: Q
*Account: |CUF Q *Handling: RG &)




Look Up Address

Remit Vendor:

Remitting Address:| = v

0000003854

LnnkL.Ipl Clear | Cancel |Elasi|:Lnnkun

Search Results

Wiew All

First E 1-2 of 2 |I| Last

Remitting Address |Description Address Line 1 City County | State | Country
1 INVWREMIT/ORDER 1406 Elrod Road Piedmont (blank) SC  LISA
2 Remit 206 Mew Meely Ferry Road Mauldin  (blank) SC  USA

This screen shows the results of searching by the address sequence number. Click on the

appropriate Remit To address.




Payment Information Find | Wiew Al Firzt 1" 1 of 4 Last

[+] [=]

Scheduled Payment:
*Remit to: 554 Q5 Gross Amount: : UsD

Location: ] Discount: UsD Discount Denied
*Address:

Scheduled Due: | 12/02/2010

Het Due:
Discount Due:

Accounting Date:;




Mauldin, S3C 29662

Net Due:
Discount Due:

Accounting Date:

Payment Method

*Bank: BET O
=*Account:  |CUF QL

*Method: CHK . Check

Pay Group: Q,
*Handling: RG Q,
*Netting: M QL

Message: |
Message will appear on remittance advice.

Messages

Schedule Payment

*Action: | Schedule  » Payment Date:

Pay: Reference:

Payment Options
Hold Payment [ ] Separate Payment [ ]

Hold Reason: L
Letter of Credit;




Schedule Payment Payment Options

*“Action: Hold Payment [ Separate Payment [ ]

Pay: Hold Reason:

Letter of Credit:

FPayment Inquiry Haoliday/Currency Options Express Payment Vendar Bank Account
Payment Note

Mote: Fayment Mote is forinternal use only and will not appear on remittance advice.

Update/Dizplay




summary (" Invoice Information || JPayments || Youcher Attributes || Error Summary |

Business Unit: CUF Invoice Humber: |*j":':21
Voucher ID: 00031946 Invoice Date: 11/23/2010 [

Voucher Style:  Regular Action: |

v| Run | Printlnunice|

|Cop1|r from a Source Document

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

Vendor: |EIEIEIEII:II3385¢ QL *Pay Terms: MET20 L M3 = Basis Dt Type Inv Date
HName:; |OFFICE PAN-001 O

*Address: 2Q,  agvanced Vendor Search To add comments to the

Office Panel Systems Total: 250.000 Calculate | Vouc;her, click o the
206 New Neely Ferry Road Difference 0.000 Invoice Information tab,

Mauldin, SC 29662 then click the hyperlink for
Comments.

Packing Slip:

Invoice Lines Find | view &Il First (Y] 2 or2 ("] Last

E| Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount

2 [Amount v | | Q. |Installation | | Q| | 10.000

Ship To SpeedChart
"TAXDEFAL QL | Q [Juse One Asset ID Calculate

Sales/Use Tax
" - - . L]
= Distribution Lines Customize | Find | View Al | iz Firzt 1" 1 of 1

Q 101 Q [130  Q [1500000 Q@

Business Unit. CUF




Business Unit: CLIF Invoice Number:
Voucher ID: 000: 46 Invoice Date:
Voucher Style: Regular Action:

Total:

Voucher Processing

Post Voucher loseddawak
[¥] Revalue Voucher m

Accounting Instructions
=Accounting Template: |STAMDARD Account At

Match Action

*Status: Mo Match s Match Due Date:

Pay UnMatched Voucher

Transaction Currency

*Source: *Currency: Rate Type: Exchange Rate: 1.00000000

*Approval: Fre-Approved Business P

Approval Rule Set:



http://www.clemson.edu/cubs/Secure/Forms/finance.htm

[ Summary || Invoice Information || Payments || Euucherﬂﬁributeim
\/

Business Unit: CUF Invoice Number: 4021
Voucher ID: 00031946 Invoice Date: 11232010
Style: Regular Total: 250.000

This Voucher does not have any errors.

Bl save | [Z] Motify | Ly Refresh Eyadd | Update/Display

Summary | Invoice Infarmation | Payments | Voucher Attributes | Error Summary

The Error Summary Tab shows if there are errors with the Voucher. If errors exist, you
should have a hyperlink to view the Commitment Control Error.




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

Business Unit:
Voucher ID:
Voucher Style:
Contract ID:
Vendor Hame:

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

Document Tolerance Status:
Budget Status:
Budget Misc Status:

*View Related

Print Youcher

CUF
00031945
Regular

Office Panel Systems

206 Mew Meely Ferry Road
Mauldin, 3C 29662

Fostable
Mo Match
Approved
LInposted

Valid

Mot Chicd

Valid

Fayment Inquiry

W

Invoice Date:
Invoice No:

Invoice Total:

Pay Terms:

Voucher Source:

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

Close Status:

G0

1112312010
4021
250.000 UsD

N30

anline

K

12102/2010
KM
121022010
GKM

Mot Applicahle
Cpen

The Summary screen shows all of the Summary information for the Voucher
you have just entered. Click the Print Voucher hyperlink to print the voucher.
*Pop-Up Blockers must be turned off for the Voucher to appear.




Disbursement Voucher 00031946 Detail

“Printable” version of the voucher
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Mo voucher HEADER found. Close this window, RESAVE page, and try again.

Line Summary:

Distribution Summary:

|
|

I hereby certify that the above items have been received or the services performed as stated and that the funds are available fram the
budgeted account{s] listed abowe. I also certify that these expenses are in compliance with established policies and procedures of Clemsaon
Uniwversity or its related foundations and that they hawve not been [nor will not be) reimbursed in duplicate. I certify price is fair and reasonable.

Far prablems regarding this web page, please e-mail ithelp@clemsaon.edu.

Crane | | | |




