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Voucher Inquiry — Related Documents

This Addy Tip provides an overview of how to review vouchers and related documents in UCF
Financials.

Voucher System Documents

To see all system documents associated with a voucher, navigate to Accounts Payable > Review
Accounts Payable Info > Vouchers > Document Status. Enter the Business Unit and Voucher ID
at the prompt, and then select Search. In the following example, the Voucher Document Status
page displays all documents related to the voucher except for the attached invoice. To obtain a copy
of the invoice or other attachments, refer to the “Voucher— Viewing Attachments™ section of this
Addy Tip.

Menu =
Search:
» Voucher Document Status Inq
My Favorites Enter any information you have and click Search. Leave fields blank for a list of all values
Supplier Contracts
Departmental Authorization Find an Existing Value
Customers
Customer Contracts Search Criteria

Order Management
Items *Business Unit| = v | UCFO1 Q
Suppliers Voucher ID| begi h

Purchasing

nvoice Number| begin aQ
eProcurement Invoice Date| o)
Services Procurement Supplier ‘D!‘ceg Q
Srr::'st Costing Short Supplier Name| beg h Q

¢t Cos ot ol B

Proposal Management I Case sensitive
Billing
Accounts Receivable @
Accounts Payable Search Clear | Basic Search & Save Search Criteria

Vouchers
Revicis

Vouchers
Accounting Entries
Document Status
Journal Drill Down
Match Exception

Voucher

In the previous image, Payments (1) displays as an active link. This indicates that a payment has
been made for the voucher, and the payment is available for review.
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NOTE: If this link is not active, it indicates a payment has not been made for the voucher. To view
if the payment has been scheduled, refer to the “Payments tab” section located at the end of this
Addy Tip.

Selecting the link will display the following:

Associated Document Personalize | Find | View All | Iﬁll Q First ‘4 1of1 &) Last
Documents | Related Info

Actions SetlD Document Type |DOC 1D Status Document Date Supplier ID Location

~ Actions UCFD Payment DO00328402 |Posted DafoTR2017 0000073468 D01

NOTE: DOC ID = ACH/CHK number

The document status inquiry icon links to the Payment Document Status Inquiry page.

This displays the Payment Method, Payment Status, Payment Date, and other information.

Payment Document Status Inquiry
Bank SetlD UCFO1 Payment Reference i : Remit Supplier 0000073465 | actions
Bank Code BOA Payment Status Paid Supplier Name MHS LEGACY-001
Bank Account CHEK Payment Amount 48396.73 usD Document Type Payment
Payment Method System Check Payment Date 09/07/2017 Locatidi
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Voucher - Viewing Attachments

To see attachments related to the voucher, select the Voucher ID link on the Voucher

Document Status page. This will take you to the Voucher Inquiry page.

Voucher Document Status

Business Unit UCFD1

Gross Amount 48296.73

Location 001

Invoice ID PavAPD#3-16024002

Supplier ID 0000078466 . Actions

usp
MHS LEGACY-001

Voucher 1D

Invoice Date

Approval Status

Document Type

Status

07192017

Pending

Voucher

Posted

Document Tolerance Status alid
Budget Misc Status valid
Budget Status alid

Match Status Matched

On the Voucher Inquiry page, select the Actions drop down box on the Voucher Details tab and
then select View Attachments option.

Voucher Inquiry

Search Criteria
Sort Criteria
Display Currency Criteria

Voucher Inquiry Results

Voucher Details Amounts Mare
: Business
Actions Unit Voucher ID
 Artions  LICEOY n12a0532
I Miew Attachments |

Match Workbench
Scheduled Payments
WVoucher Details

Review Document Status
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Select the PDF file displayed on the voucher attachments page.
Voucher Attachments
Business Unit UCFD1 Voucher ID 01290532
Details
File Name Description
A01290532 WMHS Legacy  Gpo Inv PayApp 3-16084002 pdf
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Voucher — Regular Entry Page

The Regular Entry page is used by Accounts Payable to process an invoice for payment. This
tip will walk you through some of the key information to look for as you navigate through the

tabs on this page.

Invoice Information tab

To view the invoice, select the Invoice Information tab as indicated in the image below. To view the

invoice or other attachments, select the Attachments link in the upper right corner of the page.

& ucFFinancials IETERAEETENEY Aorced Scarch B Last Search Resuts

Menu =
search:
® Summary || Related Documents
My Faverites

Business Unit UCFO1
Voucher ID 01290532
Voucher Style Regular Vo

Supplier Contracts
Departmental Authorization
Customers

Customer Coniracts

Order Management

Items

Suppliers

Purchasing

Invoice Date 07/19/2017
Invoice Received 08/30/2017

Supplier ID 000007846
eProcurement
Location 001
Address 1

Services Procurement
Grants

Project Costing
Proposal Management
Billing

Accounts Receivable
Accounts Payable

Copy From Source Documen

Invoice Lines (2

Invoice Information

ucher

MHS Legacy Group Ing

6

ShortName MHS LEGACY-001

t

Vouchers Line 1 Copy Down
Add/Update Distribute by Amount
Regular Entry
Item
Approve Quantity 1.0000

Review Accounts Payable UOM LOT

nfo Unit Price 43,896.73000

Reports Line Amount 48,896.73
Asset Management
Commitment Control
General Ledger
Set Up Financials/Supply
Chain Distribution Lines
Enterprise Components GL Chart || Exchange Rate || Statistics
Worklist

Copy .
Tres Manager Down  Line Merchandise Amt ~ Quantity
Reporting Tools
PeopleTools 1 48,896.73
My Personalizations
[&h Return to Search [] Notify || £* Refresh

Payments || Voucher Attributes || Error Summary

Invoice No PayApp#3-16084002
Accounting Date
0 [} 17 =
Pay Terms NOW Mow
Basis Date Type InvDate

SpeedChart
Ship To FACIL_SAFE
Description MP 16084002 - SUMTER HALL, ROO

Packing Slip
Assets
GL Unit Account Dept PC Bus Unit
1.0000 UCFO1 714201 UCFo1

Summary | Related Documents | Invoice Informatien | Payments | Voucher Attributes | Error Summary

Invoice Total
Line Total

Currency
Miscellaneous

Freight

Total
Difference

Purchase Order
UCF01/0000350264|1|1
Associate Receiver(s;

Amount Only
e

Personalize | Find | view Al | (1] [

Project Activity

03410962 CONSTRUCTION

R e iAo
48.896.7; Session Defaults
vl Comments(1)

Aftachments (1)

Template List
Agvanced Supplier Seay
48,896.73 R
0.00 Supplier Hierarchy
Supplier 360
Hop

Find | View Al First (4) 10f1 (») Last

One Asset

UPN

First 4/ 10f1 (b Last

Source Type  Category Subcategory
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Next, select the PDF link to view the attachment as displayed in the following image.

Voucher Header Attachment

Business Unit UCFO1 Voucher ID 01280532

Details

File Name

VOTIE05EE NS Tegacy  Epo inv BayApp 316054003 pdf

Select OK or cancel to return to the prior page.

The Purchase Order number is located in the Invoice Lines section at the bottom of the page as
indicated in the following image. Refer to the instructions in the “Related Documents tab” section
of this Addy Tip for viewing receiver information.

Busmess Uing
Voiachet 1D 01290532

Voucher Style Raguar Vouchor

Basis Date Typa Inv O

invoice Date OTMw2017

Todal A8 E96.73
Suppliey 0 Difterence 000

Copy From Source Docusment

Lime 1 Copy Down SpesdChan Purchase Order

O Assel

& Ammount Ondy
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Related Documents tab

NOTE: This page shows the ID of related system documents and does not link to the documents
themselves. To view the documents, review the instructions in the “Voucher System Documents”

section located in the beginning of this Addy Tip.

On the Related Documents tab, the Purchase Order number is located on the Voucher Line — PO

Information section of the tab as indicated in the image below.

In addition, the Receipt Number is located on the Voucher Line — Receiver Information section of

the tab as indicated in the image below.

Business Unit UCFD1
Vioucher ID D1200532
Voucher Style Regular Voucher
Supplier 1D 000
Fayment Details

Actions Payment Status
- ACEOns i_1' Mot Selecled for Payment

Invoece lire Match Ling Oplicn Unit

ferm)

Full Match UCFD1

Voucher Line - Receiver Information

Scheduled to

Invoice Daté 0792017

D06 2017

Paymeni
Reference

UCFDY

PO Business

Purchase Order

0000350264

Ling Numibser

o

UCFO1 0000194558

Invoice line  Recefving Business Unit Recgipl Numiber

Receipt Line

Receiver Shipping
Sequence

Remit SetD

Invoice No PayApp#i-16084002

Pe
Rermit Remithing P
Supplier Address L
DODO0T3466 ic
P
Schedule Number Rem 1D
1
=

Cuantity Entered LIt

1.0000 LOT
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Payments tab

To see if the invoice has been paid, select the Payments tab as indicated in the image below. If the
invoice has not been paid, the Scheduled Due date located in the Payment Information section of the
page indicates the expected payment date. If the invoice has been paid, in the Schedule Payment section
of the page the check (or ACH) number will be displayed in the Reference field.

ETated Conen = | Wew Window | Pers

Summary | Related Documents || Invoice Information || Payments || Voucher Attributes || Emor Summary

Business Unit UCFO1 Invoice No PayApp#3-16084002
Voucher ID 01280532 Invoice Date |07/19/2017 Action Run
Voucher Style Regular Voucher
Total Amount 438,896.73 *Pay Terms NOW Now
Supplier Name
Payment Information Find | View All First ‘&' 10of1 &/ Last
=
Payment 1
*Remit to |[0000078466 :_‘| Gross Amount 48896.73 USD Scheduled Due 08/06/2017 Payment Inquiry
Location 001 Discount 0.00 USD Net Due 07/19/2017 Express Payment
“Address |3 I Discount Due I Payment Comments(D)
Accounting Date |09/07/2017 Holigay/Currency

Payment Options

*Bank BOA Pay Group VP *Netting | Not Applicable ﬂ Supplier Bank
*Account CHK *Handling Vendor Payments ﬂ LiC ID Messages
*Method CHK Check Hold Reason [~ Hold Payment
- Actions Separate Payment
Message

IMessage will appear on remittance advice.

Schedule Payment

*Action | Schedule Payment ﬂ Payment Date |09/07/2017
Pay [v] Reference 0000838402
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