UT Share / PeopleSoft Non-PO Vouchers

For use when paying for items which do not require a Purchase Order (such as: memberships, registration,
direct billed hotels and direct-billed entertainment expenses).

Navigation: Main Menu>Accounts Payable>Vouchers>Add/Update>Regular Entry
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For a new voucher, click on the Add a New Value tab.

Voucher

Find an Existing “alue Keyword Search Add a New Value

Business Unit|UTTYL |y
“Woucher ID|NEXT

“oucher Sty'lel Regular “oucher S

Supplier Nams L
Short Supplier MName La§
Supplier ID aQ
Supplier Location aQ
Address Sequence Mumber #] [
Invoice Mumber
Invoice Date [
Gross Invoice Amount 0.00
Freight Amount 000
Misc Charge Amount 0.00
PO Business Unit L

Jel

PO Mumber a

Estimated Mo. of Invoice Lines L

Find an Existing “WYalus | Keyword Search | Add a New Walus

Under the Add a New Value tab, the Business Unit should default to UTTYL, Voucher ID should default to
Next and Voucher Style should default to Regular Voucher.



To begin:

Click on the search icon beside Supplier Name or Short Supplier Name. On the resulting pop up
window, change the search type Name 1 to “contains” then enter some part of your Supplier name and
click the Look Up button. Select the Supplier Name that matches your bill or Invoice. You may also
search by Supplier ID if you know it or have it available from previous activity.

If there is no default Supplier Location, then click on the search icon beside Supplier Location and
select UTTYL or UTSHR if UTTYL is not available.

Click the search icon beside Address Sequence Number, verify that the address associated with that
number is the Remit To address shown on the Supplier Invoice. If it is not the address, then select the
appropriate Remit To address.

Enter the Supplier Invoice number into the Invoice Number field. The Invoice Number must be
entered exactly as shown on the Supplier’s invoice.

In the Invoice Date field, enter the date the invoice was received, which is the date the department
stamped on the invoice as received by the university.

Enter the total amount due shown on your bill or Invoice in the Gross Invoice Amount.

Enter a number of transactions lines you anticipate needing for your voucher in the Estimated No. of
Invoice Lines.

Do not enter anything in the Freight Amount or Misc Charge Amount fields. All transaction
information will be entered separately on the Voucher itself.

Since this is Non-PO Voucher, do not enter anything in the PO Business Unit and PO Number fields.
Click the ADD button.

Voucher

Find an Existing Value Keyword Search Add a New Value

Business Unit UTTYL |
Voucher ID NEXT
oucher Style | Regular Voucher ~ |
=

Supplier Name )

Short Supplier Name

Supplier ID

Address Sequence Number

Supplier Location Q

Invoice Number

Invoice Date [»)

I Gross Invoice Amount 0.00

Freight Amount 0.00
Misc Charge Amount 0.00
PO Business Unit (

2O Niumbsr Q

P

I Estimated MNo. of Invoice Lines 1

=

Find an Existing Value | Keyword Search | Add a New Value




The result will be that the Invoice Information tab has populated with basic information.

Employee Self-Service Training
Invoice Information Payments Voucher Atfributes
Business Unit UTTYL Invoice No 3477291 Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date 05/24/2019 El Line Total 194.00 Session Defaults
Voucher Style Regular Voucher *Pay Terms |NET30 Q7 Net3opay =Currency uso|a, Comments(0)
Invoice Date 051242019 Basis Date Type Inv Dale Miscellaneous FG | Atachments (0)
Invoice Received Freight T | Basis Date Calculation
Template List
ABLES-LAND INC Total 194.00 Advanced Supplier Search
Supplier 1D 0000032049 Control Group Q Difference 0.00 Supplier Hierarchy
ShortName ABLES-LAND-001 Pay Scnedule‘ Manual v Supplier 360
Location SHARED
"Address 1 Incomplete Voucher
Save Save For Later Action| v Run Calculate Print
Copy From Source Document
PO Unit Q PO Number Q Copy PO Copy From Go
Invoice Lines (2 Find | View All First ‘&' 10f1 &/ Last
Line 1 [Copy Down SpeedChart Q +[=]
- . [Tone Asset
*Distribute IJy Ship To|PHY1.108 aQ
Item Q Description Calculate
Quantity
uom
Unit Price
Line Amount 194.00
*Service Start Date: 05/24/2018 [ *Service 0572412019 [#
End
Empl ID: Q Date:
Distribution Lines Personalize | Find | View All | & | [ First ‘4 10f1 &/ Last
GL Chart | Exchange Rate || Statistics || Assets
gg:: Line Merchandise Amt  Quantity *GLUnit  Account Fund Dept Function EﬁnB“’ Project Activity Cost Center
== O 1 194.00 UTTYL |Q [e} Q. Q. Q, [e} Q. [s1
£ LY

The 9.2 UT Share/PeopleSoft software upgrade includes a “Save for Later” feature. However, the following
minimum steps must be completed in order to Save for Later.

Invoice Information Paymenis

Business Unit UTTYL
Voucher ID NEXT

Voucher Style Regular Voucher

Invoice Date |05/24/2019
Invoice Received

El
]

ABLES-LAND INC

Supplier 1D | 0000033049

ShortName |ABLES-LAND-001 |3

Location | SHARED
*Addres;

Save For Later

Voucher Attributes

Invoice No |347728-1
Accounting Date |05/24/2019
*Pay Terms |NET30

Basis Date Type Inv Date

Control Group

Invoice Total Non Merchandise Summary
[ Line Total 194.00 Session Defaults
QA # Net 30 pay *Currency usD|@ Comments(0)

i

Miscellaneous |
Freight =] l Basis Date Calculation l

Q Total 194.00 Advanced Supplier Search

Difference 0.00 Supplier Hierarchy

Pay Schedule|Manual

v Supplier 360

Y Incomplete Voucher

Action |

Calculate Print

1. Click on the Basis Date Calculation hyperlink.



You will be directed to the Date Calculation screen.

'Date Calculationl

Back to invoice

Date Calculation Basis Texas Prompt Pay b

Service Dates

Fed Pymnt Basis Date 05/23/2019
Y [ edit Project Service Dates
05222019 W 05202019 |

Invoice Receipt Date Invoice Date

Service Start Date 05/2072019 [
Goods/Services Receipt 092372018 [y Acceptance 0 Service End Date 05/20/2019 [
Date Date
Cancel Calculate Update ALL Voucher Lines

The Date Calculation screen is made up of two parts.

The section on the left is used to calculate the State of Texas Prompt Payment Date which generates a date
on the Payments tab.

e The Invoice Receipt Date is the date that the University actually gets the Supplier Invoice by email or
U.S. mail. Enter the actual or select the date the Supplier Invoice was received.

¢ The Invoice Date is the date the Supplier generated their form. This can be the same day the
University actually gets the Invoice IF the Invoice was emailed. If the Invoice came in U.S. mail it will
not be the same day as the Invoice Receipt Date.

o The Goods/Services Receipt Date is the date the University actually gets the tangible items ordered
OR it is the last date of a service related contract or membership for example. Rarely is this the same
date as the Invoice Receipt Date.

e The Acceptance Date is optional. The date may be used for example when testing is required of a
piece of equipment before the University will agree to take ownership.

When the dates on the left side of the screen have been entered, then click the Calculate button.
The section on the right of the Date Calculation screen labeled Service Dates is used by the monthly and
fiscal year end accounting processes.

o When tangible goods are purchased, enter the Date Received in both the Service Start Date and
Service End Date.

¢ When contracted services, maintenance agreements, or memberships are purchased, enter the actual
Service Start Date and Service End Date.

At the bottom of the Service Dates section, click the Update ALL Voucher Lines button to insure the service
dates are populated on each Distribution Line.

When all dates have been entered and both buttons clicked, then click the Back to Invoice hyperlink.

2. In the Invoice Lines section enter your cost center or project number in the SpeedChart field or click on the
search icon and select your cost center from the drop down list.

Invoice Lines (¢

Line 1 [ Copy Down SpeedChart | 31001387
*Distribute by | Amount v Ship To|PHY1.108
item Q Description

CQuiantity
uomM Q
Unit Price
Line Amount 10.00

2.0




After these first two steps, you may now click the Save For Later button!

Please note that there are TWO Save and Save For Later buttons. The first set is located in the top section of
the Invoice Information tab. The second set is found at the bottom of the screen below the Invoice
Lines/Distribution Lines section.

If you do click the Save For Later button after the two preceding steps, a Voucher ID number will be assigned.
Notate the Voucher ID in your documentation in order to return to the voucher to complete it.

In addition, the voucher will be marked as an Incomplete Voucher until the Save button is clicked.

Sumimany Related Documents Invoice Information Payments Youcher Attributes Emor H
Invoice Mo TEST 456
Voucher ID 00080787 ' Accounting Date 05/253/2015 [
Egurar woucher *Pay Terms NET30 a, I
Invoice Date |0S/20/2019 ] Basis Date Type Inv Date
Invoice Received DS/222019 [
DEAN, DON W
Supplier ID | 0000013265 QL Control Group a
ShortName DEAMPLANOS-001 |Cy Pay Schedule [Manual
Location |UTT¥L QL
il = ~ Incomplete Voucher
Sawve Sawe For Later Action|
. . . . . . Maon Merchandise Summary
Please note: On the Invoice Information tab there is a Withholding hyperlink _—
. . . . s . Session Defaults
which is used for IRS reporting. The data contained within the hyperlink reflects Comments{(0)

what is set up on the UTTYL Supplier Record. DO NOT click on the hyperlink and
make changes to any of the fields within the “Withholding Information” screen. If
you have questions about “Withholding” and your supplier or voucher please email
Accounts_payable@uttyler.edu.

Withholding
Baziz Date Calculation




Whether you choose to complete your voucher in one sitting or Save For Later and then complete it later,
continue as follows:

On the Invoice Information tab in the Invoice Lines section of the screen, enter the Line Amount and
Description for each Invoice Line.

Verify that the Service Dates are correct for each Invoice Line.

Review the chartfield data for your payment. If it needs to be split into one or more other chartfields, click the
“+” sign on the right side of the Invoice Lines section. Each individual Invoice Line has its own SpeedChart
field. If you need to split the cost of any one Invoice Line, then you will need to add Distribution Lines by
clicking the “+” under the Distribution Lines. This action will split the Invoice Lines and the chartfield will
need to be entered manually on each distribution line added.

Enter the correct expense Account code to each Distribution Line. In general the Account code should
begin with a “6” for expenses on voucher payments. If you have questions about expense Account codes
contact Accounts Payable.

On the Voucher Invoice Information tab under the Invoice Lines section, click the Calculate button.

Invoice Lines (7 Find | View All First ‘&' 10f1 2 Last
Line 1 [lcopy Down I SpeedChart 31001387 Ql E =
T IR = —
Item Q Description Calculate
Quantity

uom

Q
I Line Amount 194.00

*Service Start Date: |05/24/201% | *Service 05/24/2019 El
End
Empl ID: Q Date:
Distribution Lines I Personalize | Find | View All | @l [ First ‘4 10f1 '*/ Last
(o g R Statistics || Assets
ggf,: Line Merchandise Amt  Quantity *GL Unit Account Fund Dept Program Function Eﬁifius Project Activity
E= 1O 1 194.00 UTTYL |@ [63100 3105 |@ [115300 @y Q, [To0 aQ aQ s}
< >

Carefully review the voucher for any error messages or red marked sections and correct the voucher
accordingly.

Click the Save or Save For Later button at the bottom of the Invoice Information screen.

Save Save For Later

If this is the first time you’ve clicked the Save or Save For Later buttons, the Voucher ID field at the top of the
Invoice Information screen will change from “NEXT” and populate the document with the Voucher ID number.
Notate the Voucher ID in your documentation for future reference.

Before Saving After Saving
i Payments Voucher Attribut Summary Related Documents Invoice Information

Business Unit: UTTYL Business Unit UTTYL
Voucher ID: NEXT ) | voucherip ooosozs7 |
Voucher Style: Regular Voucher Voucher Style Regular Voucher




The Invoice referenced on the Voucher must be attached to the Voucher. In addition, also attach all other
relevant supporting documentation (for example, executed contract with special payment terms, Substantiation
of Business Meeting Expense form, email documentation related to the purchase).

On the Invoice Information tab, click on the Attachment hyperlink.

woice Information Payments Voucher Afiributes

Business Unit UTTYL Invoice No [347728-1 Invoice Total Non Merchandise Summary

Voucher ID NEXT Accounting Date |05/24/2019 ] Line Total 104.00 Session Defaults
Voucher Style Regular Voucher *Pay Terms NET30 Q = Net 20 Day *Currency UsD|@,
Invoice Date [05/24/2019 El Basis Date Type Inv Date Miscellaneous =]
Invoice Received [05/24/2019 = Freight | TOmmmmmeedation
Template List
ABLES-LAND INC Total Advanced Supplier Search
Supplier 1D 0000022042 (&} Control Group G, Difference 0.00 Supplier Hierarchy
ShortName ABLES-LAND-001 |3 Pay Schedule|r-.-1an_a| ~ Supplier 360
Location |SHARED QL
*Address |1 a,

Incomplete Voucher

Save For Later Action| v Run Calculate Print

The 9.2 UT Share/PeopleSoft software upgrade includes an option to upload as many as five (5) documents at
one time.

Click the Add Attachment button, click Browse to select your document (up to five times) then click the
Upload button.

Woucher Header Attachment

Business Unit UTTYL Voucher ID DDDE07S7
Details Personalize | Find | view all | £ First ‘4 10f1 ‘&' Last
File Mame Show to Approver? Description User Hame Date/Time Stamp
Wiew [+A =l

Adding large attachments can take some time to upload, therefore, it is advisable to save the transaction
before adding large attachments.

File Attachment
Add Attachment Help
OK Cancel Refresh Browse...
Browse...
Browse...
Browse...
Browse. .
Upload Cancel

When you are finished attaching the necessary documents, click the OK button to return to the Invoice
Information screen. Please note: Accounts Payable will not approve the Voucher without the necessary
supporting documentation attached.

On the Invoice Information screen, click the Save or Save For Later button again after the attachment has
been added.




As needed, Comments may be added to the voucher, by clicking the Comments hyperlink found on the
Invoice Information tab. Adding Comments is optional.

Mon Merchandise Summary

— ts
Comments{0)

Aftachments {0}

On the Invoice Information tab, click the Calculate button in the top section of the screen found below the
Invoice Total box.

Invoice Total
Line Total 10.00
by *Currency usD|Q,
Mizcellaneous =
Freight ™
Iotall 40 001
L I
Difference 0.00
Run Calculate Print

If a Difference error populates, then the dollar amount of difference between the Invoice Total section of the
screen and the Invoice Lines section of the screen must be corrected. After making changes in either section,
click the Calculate buttons again until there is no Difference error.

Click the Save or Save For Later button again

On the Invoice Information tab, click the Action drop down box arrow, then click the Budget Checking
option and finally click the Run button.

| B
Summary Related Documents Invoice Information Payments “oucher Attributes Error Summary
Business Unit UTTVL Invoice No TEST 456 Invoice Total
Voucher ID 00060787 Accounting Date |05/25/2019 o] Line Total 10.00
Voucher Style Regular Vioucher *Pay Terms NET30 Q™ Net 30 Day *Currency USsD|Q,
Invoice Date | D5/20/2019 cl Basis Date Type Inv Daie Miscellaneous =
Invoice Received [05/22/2019 ) Freight gl
DEAN, DON W
--------------------- Tota[ 7059
Supplier 1D |D0D001 3266 Q, Control Group Q Difference 000
ShortName | DEANPIANOS-001 Q) Pay Schedule [Manuzl w
Location UTTYL Q,
“Address 1 Q /| Incomplete Voucher
Save Save For Later IS l] Run Calculate Print
Budget Checking
™ aree Deamn P oasienn MNim s s e +




The message “Do you want to wait for the process to be completed?” If you click Yes, the Voucher will be
displayed once the process ends. If you click No, the voucher will be exited.

Message

Do you want to wait for the process to be completed? Youcher will be displayed after process ends. (7050,54)

i fes | Mo

If you selected Yes, then once Budget Check has run, if budget errors exist, you will receive a Message pop
up box.

Message

Budget Checking Emmors Exist (15021,91)

Budget checking ermors were logged for thiz document. Please check the budget exception page to view them.

Click the OK button to continue.

Click on the Summary tab then click on the Budget Status Exceptions hyperlink to view the budget errors.

Summary Related Documents Inwoice I

Business Unit UTTYL
Voucher ID 00060787
Voucher Style Regular
Supplier Name DEAM, DOM W
PO BOX 277
FLIMNT, TX 75762-0277
Entry Status Postable
Match Status . piatch

Approval Status Pending
Post Status Unposted

Budget Status Exceptions

Please note: When you click on the Exceptions hyperlink you will be redirected to the Commitment Control
module.



You will see one of two error messages in the Budget with Exceptions field:

1. Error Message — “Exceeds Budget Tolerance”

Employee Self-Service Training
Voucher Exceptions Line Exceplions
Business Unit UTTYL Voucher ID 00060787 5 riona
*Exception Type Override Transaction i ] =
Maximum Rows 100 More Budgets Exist
=earch Advanced Budget Griteria
Budgets with Exceptions Personalize | Find | Wiew All | £ | AP First ‘4’ 40f1 '} Last
Budget Override || Budget Chartfislds | [F=8
Details Business Unit Ledger Group [ Exception More Detail Owerride Budget Transfer
1 Q UTTYL OPE Exceeds Budget Tolerance More Detail GoTo. . 5

¢ If there just aren’t enough funds to cover the expense line, you may need to change the Chartfield
string in the voucher on the Invoice Information tab. Go into the Invoice Lines or Distribution Lines
to change to a chartfield with sufficient funds. Then click Save and redo the, Budget Check step, or

e Create a Budget Transfer and send to the Budget Office or work with the Budget Office to override the
error if a Budget Transfer is pending. Then return to the voucher, click the Save button and redo the

Budget Check step.

. Error Message — “No Budget Exists”

3.

4.

Employee Self-Service Training oty
| Mew
Voucher Exceptions Line Exceplions
Business Unit UTTYL Voucher ID 00060787 _ , hione
*Exception Type Override Transaction i LG
Maximum Rows 100 More Budgets Exist
Search Advanced Budget Criteria
Budgets with Exceptions Personalize | Find | View A | 2| R First ‘4 10of1 '} Last
Budget Override || Budget Chartfields | [0
Details Business Unit  Ledger Group | Exception Maore Detail Owerride Budget Transfer
1 @ UTTYL OPE Mo Budget Existz More Detail GoTo .. F
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¢ Click on the Budget Chartfields tab and review the parts of the chartfield string.

Budgets with Exceptions

Budget Override

Budget Chartfields

=

Details

1 @

Business Unit

UTTYL

OPE A4000

Ledger Group  Account

Personalize | Find | View Al | &Y | s First
Fund Drept Cost Center Function
3100 115300 31001387 700

10of1 Last

Budget
Period

2019

¢ Check all components of your chartfield string (Fund, Department, Cost Center, Function, Project ID,
etc.), if there are errors return to the voucher to make corrections, then click Save, redo the Budget

Check step.

o |f after careful review, you believe all chartfield components are correct, but the document still shows a
budget error contact the Budget Office at budget@uttyler.edu for cost center assistance and the
Central Grants Office for project assistance. After the Budget or Grant Office makes their adjustments,
then Budget Check again. The voucher cannot be processed further while it has budget errors.

Note: To go back to the Voucher to make changes you must navigate to:
Main Menu>Accounts Payable>Vouchers>Add/Update>Regular Entry, then click on Find an Existing
Value, enter search criteria such as the Voucher ID to locate the voucher with budget errors.

Once Budget Errors have been corrected, you will need to run Budget Check again (as instructed above) to
validate. After Budget Check has been run, click on the Summary tab to return to the Summary screen.
Verify that the Budget Status is Valid before proceeding.

Business Unit:
Voucher ID:
Voucher Style:
Contract ID:

Vendor Name:

Eelated Documents

Invaice Information
UTTYL

00031956

Regular

ABLES-LAND INC

*Wiew Related

[F] save [2*Return to Search

PO BOX 7933
TYLER, TX 75711-7933
Entry Status: Fostable
Match Status: Mo Match Preview Approval
Approval Status: Pending
Post Status: Unposted
Budget Status: “alid

Payment Inquiry

T=| Previcus in List

Bayments

4] Mext in List

“oucher Attributes

Invoice Date:
Invoice No:

Invoice Total:

Pay Terms:

Voucher Source:

Origin:
Created:
Created By:
Modified:
Modified By:
ERS Type:
Close Status:

L

Go

=% Refresh

=1 Notify

Error Summary

12/20/2016
1234567
10.00

MNet 30 Day

Cnline

OML
01/06/2017
5000118241
01/06/2017
5000118241
Mot Applicable
Cpen

=+ Add

Update/Display
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Click on the Payments tab.

e Standard State of Texas payment terms are Net 30 and are calculated based on the dates when goods
or services are received and when the vendor Invoice is received.

e Leave the Pay Terms at the State standard of Net 30 unless the vendor offers a discount for early
payment or unless other payment terms have been negotiated and are in writing in an executed
contract.

Summary Related Documents

Business Unit UTTYL

Voucher ID 00080787
Voucher Style Reqular Voucher

Total Amount 10.00

Invoice Information Payments Woucher Attributes

Invoice No TEST 456
Invoice Date 05/20/2019

Emor Summary

*Pay Terms |NETZ0

Q, Met 30 Day

Supplier Name DEAN PIANO SERVICE

Run

Schedule Payments

IPAC

The Pay Term should be assigned when the Requisition is created, however, if it was missed, or if the vendor
is now offering a discount for paying early, then click on the search icon, and select the appropriate term from
the search list.

Look Up

Wiew 100
Payment

Terms ID
11030
15MN30
21020
31020
MAEOM
NFEOM
METOd
METOT
MET10
MET15
MET2d
MET30

Payment Terms T';.rpe| =
Terms Applicability | =

Look Up Pay Terms

Search Results

Help
SetlD UTSHR
Payment Terms ID
Short Descripﬁon
Description [ begins with v |
v | v |
v| | v |
Clear Cancel | Basic Lookup
First ‘4 112¢f12 %/ Last
Short L Payment Terms Terms
L Description I
Description Type Applicability

1-10-Met30 1% - 10 days, M=t 30 Single Supplier

1.5-10-M30 1.5% - 10 days, Net 30 Single Supplier

2-10-Met3D 2% - 10 days, Met 30 Single Supplier

3-10-Met3D 3% - 10 days, Met 30 Single Supplier

M4d PR EOM Met Due 4 days prior to EOM  Single Supplier

N7Fd PR EOM Met Due 7 days prior to EOM  Single Supplier

Met O Days MNet O Days - Due Immediately Single Supplier

Met OF Day MNet Due 07 Days Single Supplier

Met 10 Day MNet Due 10 Days Single Supplier

Met 15 Day MNet Due 15 Days Single Supplier

Met 20 Day MNet Due 20 Days Single Supplier

Met 30 Day MNet Due 30 Days Single Supplier
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Based on the vendor’s stated discount for early payment or on the negotiated contract payment terms, review
the Scheduled Due field in the Payment Information section. Click on the calendar icon to change the date
to the appropriate date.

You do NOT need to change the date when the payment terms are Net 30. UT Share/PeopleSoft is
programmed to meet State of Texas compliance rules for the correct State of Texas calculation.

The Net Due field shows the Net 30 payment date as calculated to comply with the State Comptroller’s rule.

Payment Information Find | View All First ‘&' 10of1 ‘&' Last
+] [=]
Payment 1 Schedule 1D
[ Payment Inquiry

*Remit to 0000013266 |5 3 Gross Amount 10.00|usD Scheduled Due |

Location [UTTYL Q Discount usD Net Due O Discount Denied
*Address |1 Q Iscount Uue Late Charge
Accounting Date Express Payment
DEAMN. DOM W Payment Comments{0)
PO BOX 277 Holiday/CGurrency
FLINT, TX 757620277

Verify that the Remit To address found on the vendor Invoice matches the Remit To address that defaulted in
from the vendor record. If it does not match, click on the Address search icon and select the vendor address
that matches the Remit To address on the vendor Invoice.

In the Payment Options section,

The Method of payment should default to ACH if the vendor provided bank account information or

Payment Options
*Bank [CHASE a, Pay Group Q *Metting | Mot Applicable Supplier Bank
=Account [EAP1 Q *Handling [US Mail ~] LiC ID Messages
Layout
* (] ~
' Method |ACH A ACH I Hold Reason | ™ _— [ Hold Payment
ESsage O Separate Payment
Inbound IPAC
Select IPAC
Message will appear on remittance advice. O Supplier Offset TOP
To CHK for a paper Check if there is no bank account information for the vendor.
Payment Options
*Bank CHASE v Pay Group *Netting | Not Applicable v Supplier Bank
I *Account BAP1 \ I *Handling [US Mai v LiC ID Messages
*Method CHK 2, Check Hold Reason | v| — Hold Payment
- Actions L Separate Payment
Message Inbound IPAC
Select IPAC
Message will appear on remittance advice O Supplier Offset TOP
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In the Payment Options section select the Handling code for the paper Check. Click the down arrow, then

Payment Options

*Bank /CHASE '} Pay Group 4 ‘Nemngm Supplier Bank
*Account BAP1 \ [MHandiing [US Mail _ LC 1D Messages
*Method CHK R Check Hold Reason | | L olcl Fayen
- Actions LI Separate Payment
I Mossane I Inbound IPAC
Select IPAC
Message will appear on remittance advice O Supplier Offset TOP

use PU for check pickup or US for US Mail. Please note that there is a long list of options — most of which are
used by other campuses. For UT Tyler, use the PU and US options. If you think you need to select a different
option — Contact Accounts Payabile first in order to avoid your check being lost.

If you are selecting the PU option it is recommended that you enter the check pickup instructions into the
Message box.

Please note, instructions entered into the Message field within the Payment Options section will appear on
the printed check stub or “remittance advice”. The Message field may also be used for other notes intended
for the vendor (for example: an account number, case number, contract number, or contact name).

If the vendor’s payment Method is ACH, then do not change the Handling code.

Accounts Payable strongly recommends always checking the Separate Payment option box found on the right
side of the Payments Options section. To avoid misapplied payments by the vendors, it is a good rule of
thumb to check Separate Payment, to avoid your payment being combined with other department’s payments,
preventing your payment from posting correctly with the vendor.

Payment Options

*Bank [CHASE [} Pay Group Q *Netting | Not Applicable v Supplier Bank
*Account BAP1 s} *Handling[US Mai v| LiCID Messages
Layout
“Method |ACH QU ACH Hold Reason | v| i o

- Actions e
Message O Separate Payment

nbound [P
Select IPAC

Message will appear on remittance advice O Supplier Offset TOP
Please do not change any of the other fields found on the Payments tab the voucher. If you believe that a field
not described in these procedures might apply to your payment, please email Accounts Payable@uttyler.edu
for assistance.
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The last section of the Payments tab is the Schedule Payment section. The Schedule Payment section
remains blank until the voucher processes for payment. After processing for payment, the actual ACH or
Check date is shown in the Payment Date field and the ACH or Check number or “Reference” is populated.

You may always return to your voucher to check on the status of the payment or to identify the assigned
Reference number.

Schedule Payment

*Action | Schedule Payment B4 Payment Date 02/22/2019

Pay ] Reference 5000041448

After making changes to any of the Payment Information or Payment Options fields, make sure to click the
Save button found at the bottom of the screen.
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Prior to Submitting a voucher into approval workflow, the Approval message on the Summary tab will show
Preview Approval.

Summary Related Documents Invoice Information Paymeniz

Business Unit UTTYL
Voucher ID 000680787
Voucher Style Regular
Supplier Name DEAM, DOM W
PO BOX 277
FLIMT, T 75762-0277

Entry Status Postable
Match Status
Approval Status Pending I

Clicking on the Preview Approval hyperlink at this stage, shows that the non-PO voucher has not yet been
routed to the Department budget authority.

Preview Approval

Approval History

Business Unit UTTYL Total 10.00
Voucher ID 0DD&07ET
Approval Status Pending
Department Approval

ritment Approval

Not Routed

SmeTroyer
E \anager

AP Approval

BUSINESS UNIT=UTTYL, VOUCHER_ID=00060787:Initiated
AP Approval

| Not Routed
ultiple Approvers

@ AP Approval

Return




Return to the Invoice Information tab to submit the voucher into the approval workflow. Click on the Submit
Approval button.

Summary Related Documents Invoice Information Payments Woucher Attributes Error Summary
Business Unit UTTYL Invoice No [347728-1 Invoice Total Non Merchandise Summary
Voucher ID 00060736 Accounting Date 05/24/2019 El Line Total 104.00 Session Defaults
Voucher Style Regular Voucher *Pay Terms NET30 q A Nt 30 Day *Currency UsD|a, Comments(0)
Invoice Date (05/24/2019 & Basis Date Type Inv Date Miscellaneous f@  Atachments (0)
Invoice Received 052412019 i Freight F9  Basis Date Calculation
emplate List
ABLES-LAND INC Total Advanced Supplier Search
Supplier 1D | 0000039049 Q. Difference 0.00 Preview Approval
ShortName |ABLES-LAND-001 |G Pay Schedule | Manual [ Supplier Hierarchy
Location |SHARED &} Supplier 360
*Address |1 &}
Save Action | v| Run Calculate Print Submit Approval

An Approval Comments box will pop up where additional details and/or comments can be added for the
Approver. Click the OK button to submit the voucher into approval workflow or click the Cancel button if you
need to make changes to the voucher.

Approval Comments I
Business Unit UTTYL
Voucher ID oo0zs010
Additional Details @'
P
Ok Cancel Fefresh

The Refresh button can be clicked but doesn’t appear to make the process / wait any shorter.

When the Submit process is complete, you will be returned to the Invoice Information screen. The Submit
button is no long available.
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Click on the Summary tab and the Approval Status should now show Approval History. Click the Approval
History hyperlink to view the next approver(s) in the workflow process.

Summsanry Related Documents Invoice Information Paymeniz Voucher Attributes Emor Summary
Business Unit UTTYL Invoice Date 0520/2019
Voucher ID 0O0E0TET Invoice No TEST 456
Voucher Style Regular Inwoice Total 10.00 usD
Supplier Name DEAM, DOM W
PO BOX 277
FLIMNT, TX 75782-0277
Entry Status Postable Pay Terms Met 30 Day
Match Status po yiaip Approval History Voucher Source Online
Approval 3tatus Pending Origin  OML
POST Sialls  Lnposied Created On 05/25/2019 3-00PM

Created By 5000036539
Last Update 05/28/2019 7:06FM

Budget Status \/alid Modified By 5000096639
ERS Type Mot Applicable
Budget Misc Status ‘Valid Close Status Open
*View Related | Payment Inquiry | Go
[Z* Retumn fo Search =] Mofify || % Refresh % Add

Vouchers route first to Department budget authority approvers, then project managers (if applicable), then the
Central Grants Office and finally Accounts Payable.

fipproval History

Business Unit UTTYL Total 10.00
Voucher ID DODEDTET

Approval Status Pending
Department Approval

/BUSINESS _UNIT=UTTYL, VOUCHER_ID=00060787:Fending { 'ViewHide Comments

Department Approval

Pending
@ Cindy C Troyer
Manager

cComments

AP Approval

BUSINESS UNIT=UTTYL, VOUCHER_ID=00060787:Awaiting Further Approvals
AP Approval

Mot Routed
Multipls Approvers
Ig AP Aporowval

Return
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The example Approval History shows the Voucher is pending Department budget authority approval. When
the option Multiple Approvers is shown then you may click the hyperlink to view the list of possible Approvers.
Click the “X” to close the pop up, then click Return to navigate back to the Summary screen.

NOTE: Approvers have 3 choices when reviewing a voucher: Approve, Send Back or Hold.

If the Approver chooses to Send Back or Hold, a notification email will be sent to the document creator. The
Send Back button returns the document to the creator where it will remain until either resubmitted or deleted.
The Hold button will hold the document until it is denied or approved by the Department budget authority,
Grants Office approvers, or Accounts Payable approvers.

= = T —F 1
Approval Line Information Chiarge Information
Business Unit UTTYL Invoice Number WOR-D02032206
Voucher DDOSOOOT Supplier UNMNERSITY OF MASSACHUSETTS
SCHOOL
Invoice Date 02M19/20159 ID ODDD101253
Grants Approval
Start
BUSINESS UNIT=UTTYL, VOUCHER_ID=00059997:Approved [#]Nsw
Path
AP Approval
i Start
BUSINESS UNIT=UTTYL, VOUCHER_ID=00059997:Pending [#]new
Path
AP Approval
Pending
Multiple Approvers
G AP Approval E
L2
254 characters remaigiog
Approve Send Back Add Comments Hold
i Return to Search 4| Mext in List = Motify
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In addition to the Find an Existing Value search option, the UT Share/PeopleSoft 9.2 Upgrade includes a
new search option called Keyword Search.

To view an incomplete voucher or an existing complete voucher, you may use either search option.

Employee Self-Service Training Iy Links Select One:

Mew Window | K
Voucher

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Eeyword Search Add a New Value

Search Criteria

Business Unit[= ] UTTYL Q
I “oucher ID|begins with W
Invoice Number
Invoice Date [
Short Supplier Mame IW
I Supplier ID[begins with v | Q I
Supplier Name | begins with v |
‘oucher Style|= v | v]
Related Un::ur:her
Entry Status(= v |
Voucher Source[= s | v

Incomplete ‘-,-’Dur:hv3l| = d | |

L | Case Sensitive

Search Clear | Basic Search [0 Save Szarch Criteria

Find an Existing “/alue | Keyword Search | Add a New Value

The Find an Existing Value can be used for a quick search when you have your Voucher ID number or
Supplier ID at hand and can quickly type it in.

Please note the new search criteria labeled Incomplete Voucher. If you have Saved your voucher in an

Incomplete status as described in the preceding procedures, when you select this search criteria, a list of
Incomplete Vouchers populates and then you can select yours from the list.
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The 9.2 version of UT Share/PeopleSoft, offers the option to search by any Keywords and the program will pull
all vouchers that contain that keyword or other specific search criteria.

To begin, click on the Keyword Search button.

Voucher

Enter any inforrnation you have and click Search. Leave fislds blank for a list of all values.

Find an Existing “alue Keyword Search Add a New Value

Mote: Keyword Search will refurn resulis last updated over 16 hours ago (02/28/2019 2:23:29PM)
Search Criteria

Search Tips

Feywords | lab

Search Basic Search Advanced Search

Find an Existing ‘Value | Keyword Search | Add a New Value

Type in a word that you would like to search on and then click on the Search button.

The screen will populate with various vouchers that have something to do with that search word.

Keywords|lab

Search Basic Search Advanced Search
Search Results

Filter b)‘ Mote: Keyword Search will retum results last updated aver 18 hours ago (D5/28/2018 2:52:20PM)

Business Unit

View as: =
UTTYL (158) Wiew All
~ Gross ~
Invoice Date Elu:l:l:ss Volr;hel Inwoice Number Invoice i:::‘:: Invaice Short Supplier Mame  Supplier ID Supplier Name
Amount
2018 (2) ! [ DDDSET46 207358/20619 705 705 10/19/2015 THE LAB-001 00000404458 THE LAB
2018 (29) UTTYL 00001367 16079 364 364 DSM2/2014 THE LAB-001 00000404438 THE LAB
2017 (29) UTTYL 00027288 17534 225 225 10/31/2015 THE LAB-001 0000040448 THE LAB
gg]g :%gj UTTYL ODDD19515 16947 15 15 10/13/2015 THE LAB-001 0000040448 THE LAB
More... UTTYL ODDDOSTED 16494 140 140 DS/30/2014 THE LAB-001 0000040448 THE LAB
UTTYL 0DD37097 19192 150 150 D4/03/2017 THE LAB-001 0000040448 THE LAB
Supplier Name UTTYL 00011279 5567090002138258 14856400 14856400 D3/D3/2015 CITIBANKNA-DD1 0000011664 CITIBANK NA
UTTYL 0DDS5310 01136491 1038.2000 1038.2000 D9/17/2018 VES INTERN-001 0000039510 VES INTERNATIONAL TEXAS INC
CITIBANK NA (16) UTTYL 00030750 41351-1 8090 8090 D915/2016 CRSCRUBS-DD1 0000067635 C R SCRUBS
NOLNWEAU TECHNOLOGY SERVICES LP (14)  UTTYL 00017815 140444 4550 4550 D9/01/2015 SINCLAIR &-001 0000039132 SINCLAIR & WRIGHT ARCHITECTS
#SEEEECI%E“'SULT'NG ENGINEERS, INC. (3)  ;71v  0DD38450 2963 2741.7400 2741.7400 0S/MD/2017 LABWORLDGR-001 0000100808 THE LAB WORLD GROUP LLC
FISHER SblE NTIFIC COMPANY LLG (5) UTTYL ODDS6272 CL4BST 10816 10818 10/08/2018 CAMPUSLABS-001 0000100683 CAMPUS LABS INC-
More... UTTYL 0DDS7226 CL4999 38510 38510 11/14/2018 CAMPUSLABS-001 0000100683 CAMPUS LABS INC
UTTYL 0DD27871 1076372M50 1885.0200 1885.0200 DE/30/2016 IPROMOTEU-D01 0000067525 iPROMOTEU com Inc
Voucher Source UTTYL 00035078 2787 6060.3200 6060.3200 02/02/2017 LABWORLDGR-001 0000100808 THE LAB WORLD GROUP LLC
UTTYL 00033852 CL1200 12500 12500 D1/03/2017 CAMPUSLABS-001 0000100683 CAMPUS LABS ING
Online (142) UTTYL 00017308 262555 1900.5200 1900.5200 091472015 CRSCRUBS-001 0000067635 C R SCRUBS
;L‘:Elffﬂz';ts{{;f;ds (13} UTTYL 0DDD2206 36153 9000 5000 O7A1/2014 QUALTRICS.002 0000041317 QUALTRICS LABS INC-DO NOT USE
UTTYL 00024053 5567098002089033 109800 10.9800  D3/7/2016 CITIBANKNA-DD1 0000011664 CITIBANK NA
Bank Code UTTYL 0DDS5448 00019A 3591 3591 D9/18/2018 CSDLABSINT-D01 0000102038 CSD LABS INTERNATIONAL INC
LTTY)  OO0AAARNT C 2848 10400 10400 10ME2NIT CAMPLIS] ARS-N01 0000100683 CAMBIIS | ARS ING

50 of 158 results are displayed.
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Or after clicking on the Keyword Search button, then click on the Advanced Search hyperlink.

Voucher

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Keyword Search Add a New Value

Note: Keyword Search will refurn resulis last updated over 16 hours ago (052872019 2:53:20PM) Search Tips
Search Criteria

Keywords

Search Basic Search padvanced Search

Find an Existing Value | Keyword Search | Add a New Value

The resulting screen will be a list of various criteria you may use to search for your vouchers.

At the bottom of the search criteria list, there is an option for “Entered By.” Please note that the Entered By
search criteria works with an employee’s EMPL ID number and not his/her name.

After entering your desired search criteria, click the Search button at the bottom of the screen.
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Woucher

Emer any information you have and dick Exarchi. Leave fizids Hlank for & st of all vaiues.

| Emd en Ewsting veiue || Feyword ssaroh || A9d & New Ve

Search Tips

Hods: Krypword Search will refon nesulfs sk ppdebed over 96 hours ago (52820 S 2:53 29PN
 Saarch Criterla
Keywons |
Susiess Unk[= | [uTTr L]

“oucher ID| condsins phrase W ( |

Invalce Mumber|comains phrase S| |
ks Dmtie[= | [3]

Emort Buppiler Mame | contains phrase || ]
Euppider 10| comains phrase »| =

Euppiler Masme| conains phrase || |

E4|E4IE4IENEY

iwcher Style[= W] [
Related Woucher| contains phrase W[ |

Entry Status[= [

vioucher Boorne[= W [

menmplss voucher[= W |
Business Link Description: | comsins phrase || |
Additional Name: [comeins phrase | ]
Appraoel Etmtus: [camitains phrase s ]
Btaich Btatus | com=ing phrase || |
AF Post Stahus: [comsins phrase || ]
Budget Stahis: [contsins phrese | ]
Eudget Stetus - Misc: | comisins phrase || ]
‘oucher Ciose Btates: [camitains phrase s ]
arigin: | com=ing phrase || |
Cumency Code: [comsins phrase || ]
Gross Invsios Amcunt [+ [ |

AcCToening Debe: [+ | =

Bank Account: | coritsins phrase || ]
Bank E=Hi0: [contsins phrese | ]
Eank Code: [comsins phrase || ]
B I [com=ins phrase | ]
Famcking g | com=ing phrase || |
Fmyment Message: | comsing phrase || |
Ship To Location: [comeins phrase | ]
Ship To Location Description: | camiains phrase W) ]
Ship To Cescripiion Shork: [comtains phrase S| ]
FO Busin=ss Unit: | com=ing phrase || |
FO Busin=ss Unit Descripbon: | comains phrase || |
FO Number [comeins phrase | ]
Fcening Business Uit | com=ins phrase || |
RECY Eusiness Unk Description:| conains phrase || |
Fimceipt Humber: [contsins phrese | ]
SBupplier B2110: | conisins phrase S| ]
Femmik 2=t [comeins phrase | ]
Fe=mit Supplier ID: | com=ins phrase || |
F=mik Short Suppller Mame: | comains phrase || |
Fe=mit Supplier Mame: [comeins phrase | ]
Fmmi Addimonal Neme: | com=ins phrase || |
Enbersd Sy | confsing phrase W#( |
Frowursment Comments: [contsins phrese | ]

Eearch Clear | Keyword Only Eeskc Search
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Search results may either be viewed in a GRID format:

Entered By: contains phrase | 6001217475 I

Procurement Comments: contains phrase

Search Clear | Keyword Only Basic Search

Search Results

Filter by Note: Keyword Search will retum results last updated over 16 hours ago (05/28/2019 2:53:29PM)
Business Unit ) T :
View as: =
UTTYL (78)
Busi Gross Pa t I N
Invoice Date u:l::ss Invoice Number Invoice A;?::l n;:lI:e Short Supplier Name  Supplier 1D Supplier Name
Amount
2019 (26) UTTYL 00DEOTS6 347720-1 194 104 05/24/2019 ABLES-LAND-001 0000039049 ABLES-LAND INC
2018 (49) UTTYL 00060611 347729-0 194 104 05/07/2019 ABLES-LAND-001 0000039049 ABLES-LAND INC
2017 (3) UTTYL 000G0G10052019-2 10545 10545  05(6/2019 SHIGOVERNM-001 0000048173 SHI GOVERNMENT SOLUTIONS INC
UTTYL 00DG060S 05092019-3 23750 23750  05/01/2019 SHIGOVERNM-001 0000042172 SHI GOVERNMENT SOLUTIONS INC
Supplier Name UTTYL 00DE0B07 05092019-2 2500 2500 05/01/2019 SHIGOVERNM-001 0000042173 SHI GOVERNMENT SOLUTIONS INC
UTTYL 00DG0605 05082019-3 6000 6000 05/01/2019 SHIGOVERNM-001 0000042173 SHI GOVERNMENT SOLUTIONS INC
gmg%mg:rﬁh}” SOLUTIONS ING (1) UTTYL 00060804 05082019-2 11000 11000 DS/01/2019 SHIGOVERNM-001 0000048173 SHI GOVERNMENT SOLUTIONS INC
ABLES-LAND ING (5) UTTYL 00DG0B03 05082019 100000 100000  OS/01/2019 SKCCOMMUNI-OD1 0000051367 SKC COMMUNICATION PRODUCTS LLC
ARCTIC INTERNATIONAL LLC (2) UTTYL 00DE044304192019-3 20000 20000 04/19/2019 SOLOSHOE-O01 0000040350 SOLOSHOE COMMUNICATIONS, LLC
CLUB COLORS BUYERLLC (2) UTTYL 00DR0446 04192019 100 100 04/19/2019 NEVCO INC-001 0000041857 NEVCO INC
More... UTTYL 00DE0442 556709300648863 3726700 3726700 04/17/2019 CITIBANKNA-OD1 0000011664 CITIBANK NA
Orin a LIST format:
Entered By: contains phrase ||6001217475 I
Procurement Comments: contains phrase v
Search Clear | Keyword Only Basic Search
Search Results
Filter b]l’ Note: Keyword Search will retum results last updated over 16 hours ago (0272872019 2:53:29PM)
X . 50 of 78 results are displayed.
Business Unit
Viewas: — o& 1 v
UTTYL (78) o
Voucher - UTTYL | 00049637
Invoice Date Last Updated Date:2015-03-12 D8:30:33
Supplier: CITIBAMNK NA | Date: 2015-D4-03 | Style: Regular “Woucher | Amount: 228.85 USD | Entered By: 6001217475 | Invoice 1D:
2019 (26) SHET095003536347 | Entry Status: Postable | Source: Onling
2018 (49)
2017 (3) Voucher - UTTYL | 00052546
Last Updated Date:2015-03-12 D8:30:33
Supplier Name Supplier; AHI SMALL BUSINESS FACILITY SERVICES INC | Date: 2018-06-20 | Style: Regular Voucher | Amount: 30 USD | Entered By:
6001217475 | Invoice ID: 101074 | Entry Status: Postable | Source: Onling
CITIBANK NA (35)
SHI GOVERNMENT SOLUTIONS INC (10) v
oucher - UTTYL | 00050373
ABLES-LAND INC (5) l
ARCTIC INTERNATIONAL LLC (2) Last Updated Date-2019-03-12 08:30:38
CLUB COLCRS BUYER LLC (2) Supplier: SHI GOVERNMENT SOLUTIONS INC | Date: 20138-D4-27 | Style: Regular Vouther | Amount: 455.8 USD | Entered By:
More... 6001217475 | Invoice |0 GBO0274783 | Entry Status: Postable | Source: Online
Voucher Source Voucher - UTTYL | 00050386
) Last Updated Date:2019-03-12 D8:30:33
Online (78) Supplier: SHI GOVERNMMENT SOLUTIONS INC | Dats: 2015-04-27 | Style: Regular Voucher | Amount: 203 USD | Entered By:
6001217475 | Invoice ID: GB00271423 | Enfry Status: Postable | Source: Online
Daonle Cangd
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In the LIST format, you may click o
for that voucher (i.e. Review Vouch

n the arrow to the right of the voucher result to see more actions available
er Status).

Employee Self-Service Training

P e

e

Remit Short Supplier Name:
Remit Supplier Name:
Remit Additional Name:

Entered By: 6001217475
Procurement Comments:
I
Search Clear | Keyword Only Basic Search

Search Results

Filter by

Business Unit

UTTYL (78)

Invoice Date

2019 (26)
2015 (49)
2017 (3)

Supplier Name

CITIBANK NA (35)

SHI GOVERNMENT SOLUTIONS INC (10)
ABLES-LAND INC (5)

ARCTIC INTERNATIONAL LLC (2)

CLUB COLORS BUYER LLC (2)

More...

|Voucher - U'ITY} | 00049637
9 19-03-12 D8:30:38

Note: Keyword Search will retum results last updated over 16 hours ago (05/28/2019 2:53:29PM)
50 of 78 results are displayed.

View as: B

Approval Framework - Vouchers

Supplier: CITIBANK NA | Dste: 2015-04-03 | Style: Regular Voucher | Amount: 228.83 UsD  APprove Voucher

5567093003535347 | Entry Status: Postable | Source: Online

Close Voucher

Voucher - UTTYL | 00052546 UnPost Voucher

Last Updated Date:2019-03-12 08:30:38

Supplier: AHI SMALL BUSINESS FACILITY SERVICES INC | Date: 2018-06-20 | Style: Re
6001217475 | Invoice ID: 101074 | Entry Status: Postable | Source: Online

Voucher Build Error Detail
Voucher Build

Voucher Posting
Voucher - UTTYL | 00050373
Last Updated Date:2019-03-12 08:30:38

Supplier: SHI GOWVERNMENT SOLUTIONS INC | Date: 2013-04-27 | Style: Regular Vouch* | Amount: 465.8 USD | Entered Byl
6001217475 | Invoice ID: GBO02747593 | Entry Status: Postable | Source: Online

Review Document Status

The sample below shows that the voucher has been paid and shows the check number. Click the Cancel or
Return to Search buttons to leave the popup screen.

Review Document Status I
| New window | H
Voucher Document Status
Business Unit UTTYL Voucher ID 00049637 Document Tolerance Status “valid
Invoice ID 5567092003536347 Invoice Date 04/03/2018 Budget Misc Status Valid
Gross Amount 22888 usD Approval Status Approved Budget Status “valid
Supplier ID 0000011664 ~ Actions CITIBANKNA-001 Document Type “oucher Maitch Status Mot Applicable
Location UTTYL Status Posted
g i ——
ﬂ = 'W- o o -
Payments(1)
Show All
Associated Document Personalize | Find | View All | £ B First 4' 10f1 *' Last
Documents Related Info
Actions SetlD Document Type JDOC ID Status Document Date Supplier ID Location
~ Actions UTSHR Payment 5000034578 | Posted 04122018 0000011664 UTTYL
Cancel & Return to Search =% Refresh
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