Columbia University Finance Training

Creating a Regular Voucher with a Purchase Order (PO Voucher)

When an invoice needs to be processed against a PO, you will need to create a regular voucher referencing the
respective PO. PO vouchers will need to go through the Matching process.

The Matching process completes two-way matching (matching the voucher to the purchase order) or three-way
matching (matching the voucher to the purchase order and the receipt) depending on whether there is a receipt
associated with the voucher. You will have the ability to process the full PO quantity/amount or process a partial
guantity/amount leaving the remaining balance to be vouchered at another time.

Creating a PO Voucher
1. Click the NAV Bar > Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry.

The Add Voucher screen appears.

| Find an Existing Value |

Add a New Value |

*Business Unit ([coLum Q

Voucher ID | NEXT
Voucher Style | Regular Vioucher v
Name 1 Q

Short Supplier Name Q

Supplier 1D Q

Supplier Location Q
Address Sequence Number 0Q

Invoice Number
Invoice Date E=l
Gross Invoice Amount 0.00

PO Business Unit a

PO Number Q

Estimated No. of Invoice Lines 1

2. Voucher Style should be Regular Voucher.
3. Click the Add button. The Voucher form appears on the Invoice Information tab.
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Creating a Regular Voucher with a Purchase Order (PO Voucher)

Completing the Voucher Form

< Buying and Paying

Voucher
| New Window | Personalize Page
Invoice Information || Payments || Voucher Attributes
Business Unit COLUM | invoice No|123456 e Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date 0711222016 B Line Total 0.00 Session Defaults
Voucher Style Regular Voucher 1 *Pay Terms [00 Q 5 Due Now Currency usD Comments(0)
| Invoice Date 07/11/2016 |04 Basis Date Type Inv Date Aftachments (0)
Total 0.00 Template List

2 *Service Location [ US v 4 Difference 0.00 Advanced Supplier Search
Supplier 360
Procurement EDM

ShortName QU Incomplete Voucher
Location
*Address
View Dotuments
Save Save For Later Action v Run Calculate Print

Copy From Source Document

PO Unit PO Number Copy PC Copy From| None hd Go
Invoice Lines (7 Find | View All First &) 1071 &' Last
Line 1 [JCopy Down SpeedChart aQ ) one Asset =
“Distribute by | Amount Ship To [515W1318TS Q
Item Description
Quantity Packing Slip
uom
Unit Price
Line Amount; 0.00

wvascriptsubmitéiction_winO{document.wind, VCHR_PANELS_WRK_PB_GO');

1. Enter the Invoice Date.

2. enter the Invoice Received date.

3. Enter the Invoice Number.

4. Click the Voucher Type dropdown and select Invoice.
5

6

Enter Supplier ID
. Click Save
Copying the Purchase Order Information
To associate a voucher with a Purchase Order, you will need to copy information from the Purchase Order.

Copy From Source Document
PO Unit PO Number Copy From | None . Go
Invoice Lines Yo Boop WA First ‘& 1of1 & Last
Line 1 Copy Down SpeedChart .y One Asset e =
*Distribute by Amount v Ship To 615W131STS 2
Itom Q Description
Quantity Packing Slip
uom Q
Unit Price
Line Amount 0,00
Calculate
Distribution Lines Personalize | Find | View All | &% | B First ‘4 10f1 & Last
GL Chart je Rate | Statistics | Assets | [FF)
Copy . PC Bus P
Do Line Merchandise Amt  Quantity GL Unit Account Dept Untt roject Activity Initiative Segment Site
&l = 1 0.00 coLuMQ, Q Q Q Q Q Q Q Q

1. Click the Copy From drop down

2. If you created a receipt for the Purchase Order, select copy from PO Receipt.
If you have not created a receipt in ARC, select copy from Purchase Order Only.

3. Click Go. PO Lookup appears on the Copy Worksheet screen.

Copy Worksheet

Business Unit COLUM Return to Invoice Information Voucher NEXT

PO Lookup Criterla

I PO Business Unit COLUM Q I Reset View Matched iCancellad Only
PO Number From Q PO Number To
PO Lina Number From PO Line Number To
*“PO Date Option | No Date L] PO Date W

Additional Search Criteria

Max Rows earch Copy Selected Line
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4. Enter “COLUM?” into the PO Business Unit field.

5. Enter the PO Number.

6. Click the Search button. The Purchase Order line will appear.

Copy Worksheet
Business Unit COLUM Retum to Invaice Information Voucher NEXT
PO Lookup Criteria
PO Business Unit COLUM Q' Columbia University Reset View Matched /Cancelled Only
PO Number From (0000038645 Q PO Number To Q
PO Line Number From a PO Line Number To a
*PQ Date Option | No Date v PO Date &
Additional Search Criteria
Max Rows Search Copy Selected Lines
Select PO Lines Find |View Al First & 10r1 (&) Last
PO Unit COLUM PO Number 0000088645
Supplier ID 0000010007  APPLE ING PO Date 027312017
Select Al O pesetect A
Select PO Lines Personaiize | Find | view All |21 BB First (0 1011 ) Last
Main Information Confract Information
Select  Unit Price e or Nocoule e ID Description T uom  Merchandise Currency POty
F3 271800000 1 1 [Apie Macbook Pro 15 10000 EA 271800 USD 1,000
4 »

7. Enter the invoice amount in the Merchandise Amount box.
8. Check the Select Box

9. Click the Copy Selected Lines button. The information from the matching Purchase Order appears on the Voucher Page.

Matching, Budget Checking and Submitting the Voucher

72248 Signed into FN9Z1
@ Qi
Voucher
“Address 1 a =
Savad
View Documents
sae Aeton{ T Run calcute ot
Copy From Source Document Matching
POURIt COLUM PO Number 0000088648 Copy PO Copy From | None Tl o
Invoice Lines (7 Find | View Al First &' 10f1 & Last
Line 1 O Copy Down SpeedChart Q Purchase Order [ One Asset EIE=
“Di v Ship To[1041020202
Distribute by [ Quantity P Q S y——
ltem Q Description [Apple Machaok Pra 15 for Kris Associate Receiver(s)
Quantity [1.0000 Packing Siip [ Force Price
UOMEA Q Contract Info 0000000000000000000000 HER ]
Unit Price 2,718.00000 047]110/2/6466 )
Line Amount 271800 Adjust PO Percentage
Alocate by Percentage
Calculate
Distribution Lines Personalize | Find | View Al | @] B Fist (0 1011 ) Last
GLChart || ExchangeRate || Statistics || Assets

1. Clickthe Action dropdown and select Matching.
2. Click Run.

T8W DOCUments

Action v; Run Calculate Print Preview & Submit For Approval

e
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Creating a Regular Voucher with a Purchase Order (PO Voucher)

3. Select Budget Checking from the Action dropdown

4. Click Run.
Business Unit COLUM Invoice No 123456 Invoice Total Nan Merchandise Summary
Voucher ID 02748406 Accounting Date 06/27/2017 El Line Total 2718.00 Session Defaults
Voucher Style Regular Voucher *Pay Terms 00 A 5 DueNow Currency UsD Comments(0)
Invoice Date 06/23/2017 [+ Basis Date Type Inv Date Aftachments ()

Invoice Received [06/26/2017 &l Total 2,718.00 Template List

*Service Location | US v Difference 0.00 Advanced Supplier Search
Voucher Type | Invoice v Supplier Hierarchy
Supplier 360

APPLE INC
----------- Procurement EDM
Supplier ID 0000010007 F
o

Q
ShortMame APPLE INC-001 |Gy
Location ACH-01 Q
*Address |1 Q.
View Documents.
Save Action v Run Calculate Print Preview & Submit For Approval

5. Click Yes

6. Click the Procurement EDM to upload the Invoice and any related documentation.

7. Click the Preview & Submit for Approval button. The Preview Approval Screen
appears.
Business Unit COLUM Total 1.00

Voucher ID 05525767
Approval Status

[ Apply Approval Changes ‘

Departmental Approval

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

Pending

Departmental Approval

Not Routed

Multiple Approvers | _|
= DepanﬂenlAEEmval [

Kkp10,1
Not Routed Not Routed

B g Jupgpviser e | Giiet @
8. Under Departmental Approval, click - nextto 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 approval.
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