PO Voucher Entry

Note: Follow navigation procedures found in the Create Non-PO Voucher entry procedures.
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Voucher

Find an Existing Value Keyword Search Add a New Value

Business Unit\ UTTYL |C
Voucher ID|NEXT
Supplier Name Q.
Short Supplier Name &}

Supplier ID QL
Supgplier Location Q,
Address Sequence Number 0jc,
Invoice Number
Invoice Date El
Gross Invoice Amount 0.00
Freight Amount 0.00
Misc Charge Amount 0.00
P Business Unit &}
PC Number &'}
Estimated Mo. of Invoice Lines 1

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

The 9.2 upgrade version of UT Share/PeopleSoft has an option to pull in the Purchase Order
from the initial Voucher data entry screen.

ONLY use this PO Voucher option if you are paying for a purchase order in full.

Do not use this option for a partial payment.



On the initial Voucher entry screen, begin by entering a part of the Supplier Name or Short
Supplier Name then click the search icon. Select the correct Supplier for your payment.

Voucher

Eind an Existing Value Keyword Search Add a New Value

Business Unit\ UTTYL |Qy
Voucher D\ NEXT
Voucher Sty e| Regular Voucher L
Supplier Mame | EVCO FPARTHWERS, LP Q)
Short Supplier Name |[BURGOOMN-001 Q
Supplier ID| 1000000003 |3
Supplier Location EDX QL
Address Sequence Number 13,

Invoice Mumber test 05-29-18
Invoice Date D5/23/2019  |[5)

Gross Invoice Amount 0.00
Freight Amount 0.00
Misc Charge Amount 0.00

PO Business Unit UTTYL |Q
PO Mumber|0000019542 |3
Estimated Mo. of Invoice Lines 1

Add

The Supplier ID, Supplier Location, and Address Sequence Number for the Purchase Order
will auto-populate the screen.

Enter the Invoice Number exactly as shown on the Supplier Invoice form.

Enter the Invoice Date as pre-printed on the Supplier Invoice. Note: This may NOT be the
same date that you physically received the Invoice either by U.S. mail or by email.

Do not enter any amounts in the Gross Invoice Amount, Freight Amount, or Misc Charge
Amount fields.

When paying in full for the purchase order ONLY, at the PO Business Unit field, click the
search icon and select UTTYL. You will be returned to the Voucher entry screen.

When paying in full for the purchase order ONLY, at the PO Number field, click the search icon
then select the PO Number from the list that pops up.

For a PO Voucher do not change or add any number of lines in the Estimated No. of Invoice
Lines field.

Click the ADD button to create the PO Voucher.



You will be directed to the Invoice Information tab screen of the new voucher.

| Invoice Information I Payments || Woucher Atiributes

Business Unit UTTYL

Invoice No test 05-29-18

Invoice Total

Mon Merchandise Summary

Voucher ID NEXT Accounting Date | 05/20/2019 i Line Total 10.50 Session Defaults
Voucher Style Regular Voucher *Pay Terms NET20 o " Net 30 Day *Currency Usoa Comments(T) .
Invoice Date [05/20/2019 =) Basis Date Type Inv Date Miscellaneous 5 A@Chme_"’ @
Invoice Received B Freight = Withholding
Basis Date Calculation
Supplier 1D 1000000002 v} Control Group Q Difference 0.00 Advanced Supplier Search
ShortName EURGOON-D01 Q Pay Schedule|Manus! e Supplier Hierarchy
Location EDX Q Custom Fields
=1 i 3|
*Address 1 Q Incomplete Voucher ‘:'i:'pher 0
Jm _|-—T]
Save Save For Later Action v Run Calculats Print
Copy From So
PO Number (0000012542 Gopy PO Copy From[Nare %]  @o
Invoice Lines Find | View All First
Line 1 O Copy Down SpeedChart Q Purchase Order O
uan®y ~ UTTYL|0000018542]1]1 =
Item Q Description [TK2G3854T Carton Sealing Tape Associate Receiver(s) =
Quantity 1.0000 CForce Price
uom Ea Q, il
Unit Price 10.50000
Line Amount 10.50 Adjust PO Percentage
Allocate by Percentage
*Service Start Date: [05/20/2012 E *Service 05/28/2019
End
Empl ID: Q Date:
Distribution Lines Personalize | Find | View All | 12 | =] First ‘&' 10f1 ‘&' Last
GL Chart | Exchange Rate || Statistics | Assets | [F=R
COPY Line PO Percent Percent Merchandise Amt  Guantity *GLUnit  Account Fund  Dept Function et Pproject Activity
BEE=E O 1 100.0000 100.0000 10.50 1.0000| uTTYL @ [63204 @, [z105 |@ [115300 |Q [roo Q Q Q
£ >

The Copy From Source Document section, shows the PO Business Unit and PO Number.



When NOT paying a purchase order in full or if you prefer the original method,
complete the Voucher entry screen as above:

The Supplier ID, Supplier Location, and Address Sequence Number for the Purchase Order
will auto-populate the screen.

Enter the Invoice Number exactly as shown on the Supplier Invoice form.

Enter the Invoice Date as pre-printed on the Supplier Invoice. Note: This may NOT be the
same date that you physically received the Invoice either by U.S. mail or by email.

Do not enter any amounts in the Gross Invoice Amount, Freight Amount, or Misc Charge
Amount fields.

Leave the PO Business Unit field blank.
Leave the PO Number field blank.

For a PO Voucher do not change or add any number of lines in the Estimated No. of Invoice
Lines field.

Click the ADD button to create the PO Voucher.

Voucher

Find an Existing Yalue Keyword Search Add a New Value

Business Unit|UTTYL |Q

“oucher IDNEXT
Voucher Style | Regular Voucher L
Supplier Name |EVCO PARTHNERS, LP Q

Short Supplier Name BURGOOMN-001 & ]
Supplier ID|1000000003 |Q

Supplier Location |[EDX g

Address Sequence Number 1|Q,

Invoice Number|test 456

Invoice Date |05/29/2019  |[#
Gross Invoice Amount D.00
Freight Amount D.0D
Misc Charge Amount D.0D

PO Businezs Unit Q
PO Number a

Estimated Mo. of Invoice Lines 1

Add




You will be directed to the Invoice Information tab screen of the new voucher.

| Wew Wind
Payments Voucher Aftributes
Business Unit UTTYL Invoice No [test 456 Invoice Total Nen Merchandise Summar|
Voucher ID NEXT Accounting Date 05/28/2019 ] Line Total 0.00 Session Defaults
Voucher Style Regular Youcher *Pay Terms |[NET30 Q, = Net 30 Day *Currency uso|q, Comments(D)
Invoice Date 05/29/2019 [ Basis Date Type Inv Date Miscellaneous = Attachments (D)
Invoice Received ] Freight TE | Withholding

Basis Date Calculation
EVCO PARTNERS, LP

---------------------------------------- Tow[  os] | Templtelis

Supplier 1D 1000000003 Q Contrel Group Q, Difference .00 Advanced Supplier Search
ShortName BURGOON-001 Q Pay Schedule | Manual o Supplier Hierarchy
Location EDX Q, Supplier 360
*Address |1 Q Incomplete Voucher

Save Save For Later Action v Run Calculate Print

#1Copy From Source Document

PO Unit Q PO Number Q Copy PO Copy From co

Click the arrow beside the Copy From Source Document label if the section is not already
expanded.

On the right side of the Copy From Source Document section click the drop down arrow at the
Copy From action box.

Select Purchase Order Only, then click the GO hyperlink.

Copy From Source Document

PO Unit Q PO Number Q Copy PO [oiT MR G 1) Purchase Order O1R54 ‘ Go ’

On the resulting screen, click the search icon for PO Business Unit and select UTTYL.

Copy Worksheet

Business Unit UTTYL Return to Invoice Information Voucher MNEXT

PO Lookup Criteria

PO Business Unit[UTTYL Q. UT Tyler Resst View Matched /Cancelled Only
PO Number From 0000019542 Q PO Number Te
PO Line Number From PO Line Number To

*PO Date Option PO Date [

Additional Search Criteria

Max Rows Search Copy Selected Lines

Click the search icon for PO Number From and select your purchase order from the list.

* PO Lookup Criteria

) ) Look Up PO Number From
PO Business Unit UTTYL Q. UT Tyler
Hel
PO Number From [0000019542 Q =
_ Supplier 1D 1000000003
PO Line Number From
PO Business Unit UTTYL
" _
HOTE D EETT PO Number| begins with W |[0000018542
b Additional Search Criteria
Lock Up Clear Cancel Basic Lookup
Max Rows Search
- [Search Results
view 100 First ‘&) 1of1 & Last
Purchase Short Supplier . Supplier Purchase Order
PO Number Supplier Mame .
Order Date Name Location Gross Amount
0000019542 05/24/201% BURGOON-001 EVCO PARTMERS, LP EDX 10.5




After your purchase order has populated the screen, the scroll down to the Select PO Lines
section a click the Select box for each line below that will be paid on this voucher, then click the

Copy Select Lines button.

Copy Worksheet
Business Unit UTTYL Return to Invoice Information Voucher MEXT
PO Lookup Criteria
PO Business Unit[UTTYL Q UT Tyler Reset View Matched /Cancelled Only
PO Number From |0000018542 Q PO Number To Q,
PO Line Number From Q PO Line Number To Q
*PO Date Option PO Date ]
Additional Search Criteria
Max Rows Copy Selected Lines
Select PO Lines Find | View All First 10f1 ‘& Last
PO Unit UTTYL PO Number 0000019542
Supplier ID 1000000003 EVCO PARTNERS, LP PO Date 05/24/201%
™ select an L Deselect Al
Select PO Lines Personalize | Find | view Al | G | ] First ‘&' 10f1 ‘& Last
Main Information Contract Information
- —
Select Unit Price h'::]her iz'::::r'e Item ID Description 3:::;:39 4 UOM  Merchandise Amount Currency PO Qty uc
O 10.50000 1 9 THEESE54T Carton 1.0000 EA 10.50 USD 1.0000 EZ
Sealing Tape
" g
™ select an L Deselect Al PO Line Count 1

PO Total $10.50




You will be returned to the voucher Invoice Information tab screen.

Payments Voucher Attributes

Business Unit UTTYL

Invoice No |test 456

Voucher ID NEXT Accounting Date |05/28/2019 ]
Voucher Style Regular Voucher *Pay Terms NET30 Q n Net 30 Day
Invoice Date 05/29/2019% ﬁ_'ﬂ Basis Date Type Inv Date
Invoice Received [
EVCO PARTNERS, LP
Supplier ID 1000000003 Q Control Group Q
ShortName BURGOON-001 Q Pay Schedu\e| Manual [
Location [EDX aQ,
*Address |1 Q Incomplete Voucher
Save Save For Later Action ~
Copy From Source Document
PO Unit PO Number Copy PO
Invoice Lines (7
Line 1 Dcopy Down SpeedChart Q
*Distribute by Ship To |PHY1.108 Q
Item Q Description | TKS965654T Carton Sealing Tape
Quantity 1.0000
UOM [EA (s}
Unit Price |10.50000
Line Amount 10.50
Distribution Lines
GL Chart Exchange Rate Statistics Assets
g::f. Line PO Percent Percent Merchandise Amt  Quantity *GL Unit Account
== O 1 100.0000 100.0000 10.50 1.0000 UTTYL |Q, [63204

T TEW IO T
Invoice Total Mon Merchandise Summary
Line Total 10.50 Session Defaults
*Currency usD|qQ, Comments(D}
Miscellaneous 7 | Attachments (0)
Freight L ‘Withholding
Basis Date Calculation
Difference .00 Advanced Supplier Search
Supplier Hierarchy
Custom Fields
Supplier 380
o
Run Calculate Print
Find | Wiew All First &) 1
Purchase Order
[Jone Asset
UTTYL|0000D18542(1/1
,I ,‘ Calculate
Associate Receiver(s)
CForce Price
HEl
Adjust PO Percentage
Allocate by Percentage
*Service Start Date: D5/29/2019 |[W] *Service 05/28/2018
End
Empl ID: Q Date:
Personalize | Find | View Al | = | Q First ‘4 10f1 ‘&) Last
Fund Dept Function Eﬁif'“‘ Project Activity
@ [310s |, [115300 |q, [700 Q, Q, Q,

Complete the voucher as previously discussed.

Click on the Save for Later button or Save button depending on how far along you are.

When the PO Voucher has been Saved, the Action dropdown box will show a Matching

option.
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Summary Related Documents Invoice Information Payments Voucher Attributes

Emor Summary

Business Unit UTTYL Invoice No [test 456 Invoice Total
Voucher ID 00060788 Accounting Date |D5/29/2019 [ Line Total 10.50
Voucher Style Regular Voucher *Pay Terms |NET30 Q = Net 30 Day *Currency uso|Q,
Invoice Date [05/29/2019 [ Basis Date Type Inv Date Miscellaneous |
Invoice Received Freight =
Total 10.50
Supplier 1D |1000000003 aQ Control Group Q Difference 0.00
ShortName BURGOON-001 a, Pay Schedule | Manual w
Location EDX Q
*Address |1 Q ~| Incomplete Voucher
Save Save For Later Action Run Calculate Print

Copy From Source Document

PO Unit PO Number

Budget Checking
Matching

Copy PO

Copy From

When you have completely finished the PO Voucher, click on Matching then click on the Run

button beside the Action box.

Click on the Summary tab to navigate to that screen to review the Matching status.

Go



A status of Matched is good.

Summary Related Documents Invoice Infg

Business Unit UTTYL
Voucher ID 000359995
Voucher Style Reqgular
Supplier Name GLOBAL PAYMENTS INC
26158 NETWORK PL
CHICAGO, IL 60673-1261

Entry 5tatus Postable

Match Status ysirhed

A status of Exceptions needs attention before you may proceed with the voucher.

Belated Documents Invoice Information P

Business Unit: UTTYL

Voucher 1D: TOD98638

Voucher Style: Regular

Contract ID:

Vendor Name: POSSIBLE MISSIONS INC

150 W PARKER RD STE 602
HOUSTOMN, TX 77076
Entry Status: Postable

Match Status: Exceptions

Contact the Procurement team at purchasing@uttyler.edu for assistance in correct Match
Exceptions.

Complete the PO Voucher as shown in the Non-PO Voucher procedures.


mailto:purchasing@uttyler.edu

