Columbia University Finance Training

Job Aid: Creating a Non-PO Voucher

A Non-PO Voucher can be used to pay for invoices for goods and services where Requisition/Purchase Orders are not
required and for Check Requests, Employee Reimbursements, Advance Reconciliations, and Petty Cash.

Creating a Non-PO Voucher
1. Click the NavBar > Main Menu >Accounts Payable > Vouchers > Add/Update > Regular Entry.

2. The Voucher Style should be Regular Voucher.

Find an Existing Value Add a New Value
Business Unit: COLUM |G,
‘oucher 1D: MEXT
Voucher Style: Reqular Voucher v
Supplier Name: JAPAN PUB TRADING COLTD Q
Short Supplier Name: JAPAN PUB Q,
Supplier ID: 0000000016 |3
Supplier Location: ACH-01 Q.
Address Sequence Number: 1Q,
Invoice Number: 1234556
Invoice Date: 1112016 |
Gross Invoice Amount: 1000
PO Business Unit: Q,
PO Mumber: Q
Estimated No. of Invoice Lines:

Add

In the Supplier ID field, enter or search for the desired Suppler ID for the vendor you are paying.
Enter the Invoice Number.

Enter the Invoice Date.

Enter the Gross Invoice Amount.

Click the Add button. The Voucher form appears on the Invoice Information tab.
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Completing the Voucher Form

ILES
Invoice Information Payments Voucher Attributes
Business Unit COLUM Invoice No|[123456 Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date [11/01/2016 31 Line Total 1,000.00 Session Defaults

Comments(0)

Voucher Style Regular Voucher *Pay Terms 00 Q Due Now Currency usp
Invoice Date 11/01/2016 Basis Date Type Inv Date Attachments (0)
Invoice Received 11/01/2016 &l Total 1,000.00 Templats List
*Service Location| US ¥ Difference 0.00 Advanced Supplier Search
*Voucher Type | Invoice v Supplier Hierarchy

JAPAN PUBTRADING COLTD Supplier 360
Procurement EDM

Supplier ID 0000000015 Q Control Group QQ

ShortName JAPAN PUB Q Incomplete Voucher
Location ACH-01 Q,
*Address |1 a

1. Inthe Header section, enter the Invoice Received date.
2. Click the Voucher Type dropdown and select Invoice.
3. Enter the ChartFields in the Distribution (ChartString) Line.

View Documents.

Save ForLater | _ Cakuae | _Print

~ Copy From Source Document

PO Unit PO Number Copy From | None v &
Invoice Lines (2 Find | View All First ‘& 10f1 & Last
Line 1 [ copy Down SpeedChart Q " One Asset Bl
*Distribute by[ Amount v | Ship To £15W1318TS Q
ftem Q Description
Quantity Packing Slip
uom
Unit Price
Line Amount 1,000.00
Calculate
+ Distribution Lines Personalize | Find | View Al (@] B First (' 1071 @ Last

GLChart | ExchangeRate | Stalisics | Assefs

PC Bus,

S:,% Line Merchandise Amt  Quantity *GLUnit  Account Dept s Project Activity Initiative Segment. Site
HE B8 1 1,000.00) CcoLumMa aQ Q Q Q Q Q a
7 v
Save Save For Later
=] Notify ||&3 Refresh [ Add || & UpdateDisplay

Invoice Information | Payments | Voucher Atiributes.

4. Enter a Description of the good or service.
5. Click Save.

6. Click the Procurement EDM link to upload the Invoice and any other required information.

| New win
Summary Related Documents Invoice Information Payments. Voucher Aftributes Error Summary
Business Unit COLUM Invoice No 123456 Invoice Total Non Merchandise Summary
Voucher ID 02422163 Accounting Date 11/01/2016 5 Line Total 1.000.00 Session Defaults
Voucher Style Regular Voucher *Pay Terms 00 Q & Due Now Currency UsD Comments(0)
Invoice Date [11/01/2016 &l Basis Date Type Inv Date Attachments (0)
Invoice Received 11/01/2016 £l S Total 1,000.00 Template List
*Service Location \Usiq Difference 0.00 Advanced Supplier Search
“Voucher Type | Invoice ¥ |
JAPAN PUB TRADING COLTD Supplier Hierarchy
Supplier 1D 0000000015 Q Control Group Q,
ShortName JAPAN PUB Q
Location ACH-D1 Q
*Address 1 [}

View Documents

Action | v Run Calculate Print Preview & Submit For Approval
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7. Click the Preview & Submit for Approval button. The Preview Approval Screen appears.

Business Unit COLUM Total 1.00
VoucherID 05525767
I Apply Approval Changes ’
Approval Status Pending

Submit For Approval @

Start
© BUSINESS_UNIT=COLUM, VOUCHER_ID=05525767, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Initiated [#New e @
Path

Departmental Approval
Not Routed

Multiple Approvers | _|
- Department Approval =

Departmental Approval

kp10,1
Not Routed Not Routed

FH- BS&NmW?W B & Katia Pereira | ]

\pprover g Inserted Approver
=

8. Under Departmental Approval, click next to Start New Path, then insert approvers.

9. Click on Apply Approval Changes.
10. Click the Submit for Approval button.

11. Click on the Notify button and enter the next approver in the workflow.

Follow up with supervisor to confirm timely approval.
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