PO Voucher Creation

Use this in addition to the Voucher Creation instructions for the full PO Voucher instructions.

e To view or create a voucher, navigate in PeopleSoft Finance: Main Menu — Accounts Payable —

Vouchers — Add/Update — Regular Entry.
e To add a new voucher, click on the appropriate tab and click Add.

Vouchers ~

Accounts Payable ~

AddUpdaie ~ Regular Eniry

Voucher

Find an Existing Valus Add a New Value

Business Unif| (0730 |Q
Voucher ID|NEXT
Voucher Style| Regular Voucher ~
Supplier Hame| aQ
Short Supplier Mame: qQ,

Supplier ID| Q
Supplier Location Q
Address Sequence Mumber!
Invoice Mumber;
Invoice Date; =
Gross Invoice Amount 0.00
PO Business Uni Q,
PO Number Q,

Estimated Mo. of Invoice Lines 1

Add

Find an Existing Value | Add a New Value

e The first thing you will do when you create the new voucher is to click the arrow to open the
Copy from Source Document section, enter the PO Unit (Business Unit for the PO) and PO

Number and Click Copy PO.

Invoice Information Payments
Business Unit 00730

Voucher ID NEXT
Voucher Style Regular Voucher

Invoice Date el
Invoice Received E]
Supplier ID Q
ShortName a,
Location
*Address
" save Save For Later

opy From Source Document
PO Unit Q

Invoice Lines (2

Line 1 [JCopy Down

“Distroute by (Ao~
Item aQ
Quantity

UHS Data Line

Voucher Atfributes Documents Approval Log
Invoice No
Accounting Date | 11/08/2021 &l
*Pay Terms |30 = Net 30
Basis Date Type Inv Date
Control Group Q
Pay Schedule| Other Non Transportation w
Incomplete Voucher
Action [ v|
PO Number Q Copy PO
SpeedChart (&}
Ship To (&}
Description

Packing Slip

Invoice Total Comments(0)
Line Total 0.00 Basis Date Calculation
“Currency UsD Q Template List
ﬂ Advanced Supplier Search
7 | Supplier Hierarchy
Supplier 360
e —)
Difference 0.00
Run Calculate
i Copy From[Were ———~] g
Find | View All First (4' 10f1 (» Last
CJone Asset BHE
Calculate



Do NOT remove any of the lines on the PO voucher. If they are not necessary to pay the
invoice you are paying, zero the dollar amounts on each line.
Modify each line of the voucher to the amount for that line on the invoice.

Follow the remaining steps as if you are creating a regular voucher, found on the Voucher
Creation instructions.



