HOW TO CHANGE FY2024 VOUCHERS AND SC VOUCHERS TO FY2025

If you have a FY2024 voucher or SC voucher (Accounting Date: 09/01/23 through 08/31/24) that needs to be changed to FY2025, you must take the following steps:


Step 1:	Go to the Invoice Information page on the voucher.

[image: ]
	
Step 2:	Do not change the Accounting Date to FY2025 yet.  
Change the voucher gross amount and voucher lines to $0 and save the voucher.  Then, re-budget check it with a FY2024 Accounting Date.
[image: ]



Step 3:	Change the Accounting Date and the Scheduled Due Date to FY2025 (09/01/24).  Then save the voucher.
On Invoice Information Tab:	[image: ]

On Payments Tab: 		[image: ]
[bookmark: _GoBack]


Step 4:	The system displays the following message:

[image: ]

The message indicates the following:
Non-PO Voucher Budget Reference is automatically changed to BP2025.
PO Voucher Budget Reference is not changed because it is tied to the corresponding PO.

Click on [image: ].

Now you have a FY2025 voucher.  You may enter the voucher gross and voucher line amounts and budget check the voucher.  


Voucher Change Due Dates:

	Tuesday, August 27, 2024
	8:00 AM
	Departments can begin creating and submitting FY25 vouchers (Accounting Date and Scheduled Due Date equal to or after 09-01-24).  However, users cannot create FY25 vouchers for prior-year PO's (BP2024 and earlier) on non-project cost centers until September 1, after the PO Carryforward process is completed.

	Friday, August 30, 2023
	5:00 PM
	Deadline for departments to convert all unprocessed FY24 vouchers to FY25 by changing the Accounting Date to 09-01-24 and budget checking the voucher. FY24 vouchers that will not be used should be deleted.










1 of 2
image2.png
Summary | Invoice Information | Payments || UHS Data Line | Voucher Attibutes || Documents || Error Summary || Approval Log

Business Unit 00730 Invoice No [FY24 to FY25 Invoice Total
Voucher ID 02287088 Accounting Date 07/29/2024 & Line Total 0.00
Voucher Style Regular Voucher *Pay Terms 30 Net 30 “Currency|  USD|Q
Invoice Date 07/26/2024 & Basis Date Type Inv Date 5
Invoice Received (07/29/2024 & =)
TEJAS OFFICE PRODUCTS INC
o[ om)
Supplier ID (0000027171 Q Difference 000
ShortName [TEJASOFFIC-002 |Q Pay Schedule [ Other Non Transportation v 3
LocaonV | 2
Address3 JQ
P e — N T
) Copy From Source Document
Find | View Al

Invoice Lines (7/

Line 1 J Copy Down

*Distribute by
tem| Q
Quantty ]
vom o
weprice. |
modhe | 000|

Lines

Lin\
v Distributi

| 6Lchart || Exdange Rate || statistics | Assets |

SpesdChart |Q
spTo @

Descripton| |
Packingstip| ]

Personalize | Find | View All | &1 [

g“;ﬂl Li Merchandise Amt ~ Quantity *GL Unit Account Fund Dept Program PC Bus Unit  Project
HE o [ oo0j| ] (00730 | [53900  |@ [2084 @ [Ho116 |@ [D1119 @ (00730 @ [NA





image3.png
Invoice No [FY24 to FY25
Accounting Daté[09/02/2024 |
ccounting Dat B —




image4.png
Seheduled Due T )




image5.png
Message

‘The Accounting Date has been changed to a different fiscal year. All non-PO Distribution Lines have been
defaulted to the appropriate budget referce. (0.0)





image6.png




image1.png
‘ Summary H Invoice Information H Payments H UHS Data Line H Voucher Attributes H Documents H Error Summary H

/B‘“siness Unit 00730 Invoice No FY24 to FY25

Voucher ID 02287088 Accounting Date 07/29/2024
Voucher Style Regular Voucher *Pay Terms 30 Net 30
Invoice Date |07/26/2024 Basis Date Type Inv Date
Invoice Received 07/29/2024
TEJAS OFFICE PRODUCTS INC
Supplier ID 0000027171 Q
ShortName TEJASOFFIC-002 Q Pay Schedule [ Other Non Transportation v
Location V Q
*Address |3 Q

Save Action | v ‘7





