?,-«‘CARD'NM Accounts Payable Job Aid

Entering a Purchase Order Voucher

About Purchase Order (PO) Vouchers

In Cardinal, PO vouchers associate vouchers to a contract through the PO. PO vouchers are
created by copying from a Receipt or a PO. In Cardinal, most online vouchers are copied from
the Receipt, except for professional services and SiteManager PO vouchers, which are copied
from the PO.

The benefits to creating vouchers from Receivers and PO'’s are:

- A reduction in both time and effort by not having to re-key data to the voucher
- Automated tracking of amount and quantity remaining on the PO
- Automated cross-reference between PO’s and vouchers

-Vouchers can be created either from purchase orders or receiving documents
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Entering a Purchase Order Voucher

To Create a PO Voucher:

1 For PO vouchers, you need the associated Cardinal PO number or Receipt ID, or other information
about the PO or Receipt in order to select the correct record. This may appear on the vendor’s
invoice. Most online vouchers are copied from the Receipt, except for professional services and
SiteManager PO vouchers, which are copied from the PO.

2 Navigate to the Voucher page using the following path:

Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Voucher

Find an Existing Value

Business Unit:
Voucher ID:
Voucher Style:
Short Vendor Name:
Vendor 1D:

Vendor Location:

Address Sequence Number:

Favorites : Main Menu > Accounts Payable > Vouchers : Add/Update > Regular Entry

50100 (@,
MNEXT
Regular Voucher w
OJ
OJ
OJ
0/@,

Invoice Humber:

Invoice Date:

PO_1055873
03/27/2013 |[H

Gross Invoice Amount:
Freight Amount:
Misc Charge Amount:

Estimated No. of Invoice Lines:

Add

Find an Existing Value | Add a New Value

0.00

0.00

0.00
1

Note: Business Unit defaults for your agency (i.e., 50100 for VDOT). Voucher ID defaults to NEXT,
Voucher Style defaults to Regular Voucher. These values should not be changed.

3 Enter the invoice number in the Invoice Number field.

4 Enter the invoice date in the Invoice Date field.

5 Click the Add button.
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A% CARDINAL Accounts Payable Job Aid

Entering a Purchase Order Voucher

Favorites Main Menu > AccountgPayabIe b Voughers b Add,‘vadate » Regqular Entry

LAl kg8 Payments | Voucher Attributes |

Business Unit: 50100 Invoice Ho: [Po_1055873 Action:
Voucher ID: NEXT Invoice Date: 03/27/2013 e | v
. i . 03/27/2013 El Run |
Voucher Style: Regular Voucher Accounting Date: ClFinal \.-‘ouche|J |
[ po Not Send to CARS

Vendor ID: é Invoice Receipt Date: [#] Session Defaults
ShortName: Goods & Services Receipt Date: El Aftachments (0}
Location: Comments(0)
*Address:

Advanced Vendor Search

Control Group: @, *pay Terms: = 30 a Met 30 CalcBasis Date
Invoice Lines: 0.00 Basis Date Type: Prompt Payment

*Currency: UsD Q& Responsible Org: 10015 Q% )

Miscellaneous: =] Customer Account £ ’7 Mon Merchandise Summary | T ]
Freight: ﬂ ROW Acquisition 1D:

Total: 0.00

Difference: 0.00 Copy From Source Document

PO Unit:
PO Number:

Copy From:

Invoice Lines Al First =8 1 of 1 54 Last

Line: 1 ltem: Q, UOM: Q, El
*Distribute by: Amount i Unit Price: Quantity:
Ship To: CNTRL OF1 2 Line Amount: 0.00
SpeedChart: Q Description: |
[Jone Asset

Multi-SpeedCharts
| Callale |

 Distribution Lines o E

Customize | Find | View # First K1 4071 I Last

WA Exchange Rate || Statistics | Assets | =W
m Line Merchandise Amt  Quantity *GL Unit Account Fund Program Department Cost Center
HE O 1] 0.00 | [0100 [@, | @, Q, | @ | Q| a

< il |

[5 save| [ notity &3 Refresh |

6 The Invoice Information page displays.

Note: The Invoice No and Invoice Date pre-fill with the information entered on the Add a New
Value tab.
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Copy From Source Document

PO Unit: 50100 4

PO Number; OQ ' Copy PO
Copy From: Mane w

Find | View Al First K} 4 of 1 13 La

EIE

Maon PO Receipt
[one

Item: PO Receipt
Unit Price: FPurchase Order Only
Template
Line Amount; YVoucher —
Description:

7  Click the PO Unit look up button in the Copy From Source Document section of the page.
8 Select your Business Unit (50100 for VDOT).
9 Click the Copy From dropdown button.

10 Select PO Receipt. Select Purchase Order Only if the invoice is for professional services or
SiteManager.

11 Click the Go hyperlink
Note: DO NOT click the Copy PO button.
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Entering a Purchase Order Voucher

Favorites Main Menu > Accountg Payable » VouEhers 3 Add{l.lvpdate > Regular Entry
E Related Information {2 New |

Copy Worksheet

Business Unit: 50100 Voucher ID: NEXT Back to Invoice
w Receiver Lookup Criteria

PO Business Unit: |501UU Q PO Number: |UUU10558?3| 5

*PO Date Option: [ No Date v PODate: | l

Ship To: | Q

Receipt Unit: | @,

Receipt Humber From: | Q Receipt Humber To: | |

*Recv Dt Opt: No Date v|  Receipt Date: | e

Receiver Line From: | | Receiver Line To: | |

Pro Number: | @, Packing Slip: | @ | Reset

Carrier ID: | @, Bill of Lading: | @

¥ Additional Search Criteria

Max Rows to Return; Search [nGopyBeleaied ines

Select Al D Clear All

12 The Receiver Lookup Criteria (or PO Lookup Criteria if copying from Purchase Order Only)
search fields are displayed.

13 Enter the PO Number (related to the receipt) in the PO Number field.
14 If you do not know the PO number, but have the Receipt number(s):
A. Click the Receipt Unit field and enter the Receipt Unit (your business unit)

B. Click the Receipt Number From field enter the Receipt Number. Cardinal allows you to
enter a range of Receipt Numbers if needed.

15 Click the Search button.
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Entering a Purchase Order Voucher

Favorites Main Menu > Accounts Payable > WVouchers > Add/Update : Regular Entry

Copy Worksheet

Business Unit: 50100 Voucher ID: MEXT Back to Invoice

+ Receiver Lookup Criteria

PO Business Unit: [50100 @, PO Number: [oo01055873 @,

“PO Date Option: [No Date v| PO Date: | E

Ship To: | Q

Receipt Unit: | @,

Receipt Number From: | Q Receipt Number To: | |
*Recv Dt Opt: [No Date v|  Receipt Date: | [

Receiver Line From: | | Receiver Line To: | |

Pro Number: | @, Packing Slip: | @, | Reset |
Carrier ID: | @, Bill of Lading: | @

» Additional Search Criteria

Max Rows to Return: | Search | | Copy Selected Lines |

(]

Select All Clear All

Select Receiver Lines Find | View All Frs: Dyor20 Last
PO Business Unit: 50100 PO Number: 0001055873 PO Date: 01/08/2013
Receipt Unit: 50100 Receipt Number: 0001586404 Receipt Date: 0312712013
Ship To: SOHILLRES  Pro Humber:

Carrier ID: Packing Slip:
Vendor ID: 0000031586  Bill of Lading:

Abacus Corporation

Select Receiver Lines Customize | Find | View All| B | 2 Fist & 1 or 2 I Laat

[ Main Information IO D
Receipt - . . . Merchandise Unmatched Purchase
Select P Seq Hem ID Description Quantity UOM  Unit Price I — Currency Qty (VUOM) Order Price
TEMFPORARY
[} 1 19613056000 SERVICES FOR 3900.0000 HUR 15.31 59709.00|USD 3900.0000 HUR 15.31|4
THE EMP
4| ! ] b3
Select All o Clear All

16 The Select Receiver Lines (or Select PO Lines if copying from Purchase Order only) section
displays at the bottom of the page.

17 In the upper right corner of that section, the number of Receiver Lines (or PO Lines) displays (1 of
X). Click the View All link and use the scroll bar to view all receivers returned.

Note: For Purchase Orders with numerous Receipts it is quicker to select Find and enter the
Receipt number.
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Entering a Purchase Order Voucher

Favorites Main Menu > Accounts Payable > WVouchers > Add/Update > Regular Entry

Select Receiver Lines Find | View 1 First - 1-20f2 | Last
PO Business Unit: 50100 PO Number: 0001055873 PO Date: 01/08/2013
Receipt Unit: 50100 Receipt Number: 0001586404 Receipt Date: 0212712013
Ship To: SOHILLRES  Pro Number:

Carrier ID: Packing Slip:
Vendor ID: 0000031586  Bill of Lading:

Abacus Corporation

Select Receiver Lines Customize | Find | View Al | irst B 4 or2 I as

" Contract Information |
Receipt L . . . Merchandise Unmatched Purchase
Select P Seq lHemID Description Quantity UOM  Unit Price I — Currency Qty (VUOM) uom PO Order Price
TEMPORARY
O 1 19613056000 SERVICES FOR. 3900.0000 |HUR 15.31 59709.00/UsD 3900.0000 HUR 15.31|0
THE EMP
£ i ] 2|
i Select All o Clear All
PO Business Unit: 50100 PO Number: 0001055873 PO Date: 01/08/2013
Receipt Unit: 50100 Receipt Humber: 0001586405 Receipt Date: 0312712013
Ship To: SOHILLRES  Pro Number:
Carrier ID: Packing Slip:
Vendor ID: 0000031586  Bill of Lading:

Abacus Corporation

Select Receiver Lines Customize | Find | View All | & irst £ 1 or2 I s
Contract Information
Receipt L . . . Merchandise Unmatched Purchase
Select P Seq lHemID Description Quantity UOM  Unit Price I — Currency Qty (VUOM) uom PO Order Price
DRIVER'S
O 1 19903201000 LICENSE 5.00000 HUR 8.00 40.00/UsD 5.0000 HUR 8.00/0
SERVICES DRIV
£ i ] 2|
Select All (=) Clear All

18 Note that the page now shows two receipts for the same PO in this example.

19 In the upper right corner of each receiver, the number of Receipt Lines (or PO Lines) displays (1 of
X). Click the View All link and use the scroll bar to view all receivers returned.
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Favarites :
onces

== Select All

PO Business Unit:
Receipt Unit:

Ship To:

Carrier ID:

Vendor ID:

Abacus Corporation

m Contract Information

50100
50100

SOHILL RES

0000031586

Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry
= Clear All

PO Number:
Receipt Number:
Pro Number:

Packing Slip:

Bill of Lading:

Find | View 1 First I 420f2 [ Last

PO Date:
Receipt Date:

0001055873
0001586404

01/08/2013
03/27/2013

Customize | Find | View 1| B |

First 120120 Last

Receipt

Select s Seq HemID Description GQuantity uomM
TEMPORARY
O 1 19613056000 | SERVICES FOR 3800.0000 UR
THE EMP
TEMPORARY
| 2 119613056000 SERVICES FOR 200.0000 UR
THE EMP
i i}
Select All o Clear All
PO Business Unit: 50100 PO Humber:
Receipt Unit: 50100 Receipt Number:
Ship To: SOHILLRES  Pro Number:
Carrier 1D: Packing Slip:
Vendor ID: 0000031586  Bill of Lading:

I Merchandise Unmatched Purchase
Unit Price I — Currency Qty (VUOM) uom PO e e
15.31 59709.00 USD 3900.0000 HUR 15.31|(
20.90 4180.00 USD 200.0000 HUR 20.90 ¢
| L3
0001055873 PO Date: 01/08/2013
0001586405 Receipt Date: 03/27/2013

Abacus Corporation

m Contract Information

Customize | Find | View 1| B |

i Fin KN 4.2 of 2 L as|
I

select Eie::'m Seq Item ID Description Quantity UOM  Unit Price r;f:::d'se Currency g’tﬁffﬁga"] UOM PO g‘:;‘::a:r?ce
DRIVER'S
| 1 19903201000 LICENSE 5.0000/ fHUR 8.00 40.00 USD 5.0000 HUR 8.00 ¢
SERVICES DRIV
DRUG
| 2 19903301000 DETECTION 2.0000/ fHUR 7.50 22,50 USD 2.0000 HUR 750 ¢
SERVICES (INCL
< il | k)
Select All o Clear All
20 Note that the page now shows two receipt lines for each receiver in this example.

21 If the PO is for Professional Services, the PO will be set to Amount Only and the Merchandise
Amount field will be open for updates on the Copy Worksheet page. Otherwise, the PO will be
set to Quantity, and the Quantity field will be open for updates on the Copy Worksheet page as

shown.

22 VERY IMPORTANT: If the invoice received is to pay for a partial PO Quantity or Merchandise
Amount, you must adjust the Quantity or Merchandise Amount fields to match the invoiced

amounts on the Copy Worksheet page before copying the Receiver or PO to the voucher.

If the invoice is charging for an item that does not show up as being received here, contact the
Purchasing staff.
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Favorites | Main Menu : Accounts Payable > Vouchers Add/Update > Reqular Entry
- . - - il

Abacus Corporation

Main Information Contract Information

Receipt

Customize | Find | View 1 | B ] 2 First £ 42012 0 Last

Merchandise Unmatched Purchase

Select Line Seq  Item D Description Quantity UOM  Unit Price Amount Currency Qty (VUOM) UonM PO Order Price P
TEMFORARY
1 19613056000 SERVICES FOR 100.0000) JHUR 15.31 59709.00|USD 3900.0000 HUR 15.31|(
THE EMFP
TEMPORARY
F 2 1 9613056000 SERVICES FOR 200.0000/ HUR 20.90 4180.00 UsSD 200.0000 HUR 20.90/C
THE EMF
< it | >
Select All i) Clear All
PO Business Unit: 50100 PO Number: 0001055873 PO Date: 01/08/2013
Receipt Unit: 50100 Receipt Number: 0001586405 Receipt Date: 03/27/2013
Ship To: SOHILLRES  Pro Number:
Carrier 1D: Packing Slip:
Vendor ID: 0000031586 Bill of Lading:

Abacus Corporation

Main Information Contract Information

Customize | Find | View 1 | B First K 42 0f 2 I st

Receipt S . . . Merchandise Unmatched Purchazse
Select Line Seq  Item D Description Quantity UOM  Unit Price I —! Currency Qty (VUOM} VoM PO Order Price P
DRIVER'S
L] 1 1 8903201000 LICENSE 5.0000 HUR 8.00 40.00 UsSD 5.0000 HUR 8.00 0
SERVICES DRIV
DRUG
2 1 9903301000 DETECTION 2.0000 JHUR 7.50 2250 UsD 3.0000 HUR 750 C
SERVICES (INCL!
< i | >
Select All O Clear All

23 Adjust the Quantity or Merchandise Amounts as necessary.
24 Click the Select checkbox to the left of the Receipt Line (or PO Line) to be copied to the voucher.
25 Repeat this step for each receipt (PO) to be copied.

Note: If all receipt/PO lines should be copied, click the Select All hyperlink for each receipt/PO. To
uncheck all rows, click the Clear All hyperlink for each receipt/PO. To uncheck a checked row,
click the check box again.
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Favorites Main Menu > AccountEPayabIe b Voughers b Add,‘vadate » Regqular Entry
Copy Worksheet

Business Unit: 50100 Voucher ID: MEXT Back to Invoice

~ Receiver Lookup Criteria

PO Business Unit: [50100 @, PO Number: [ooo1055872 @,
*PO Date Option: [No Date v| PO Date: | ]
Ship To: | Q
Receipt Unit: [ @,
Receipt Number From: | Q Receipt Number To: | |
*Recv Dt Opt: [No Date v|  Receipt Date: | )
Receiver Line From: | | Receiver Line To: | |
Pro Humber: | @, Ppacking Slip: | @, | Reset |
Carrier ID: [ @, Bill of Lading: [ @,
Max Rows to Return: li |m| I | Copy Selected Lines | I
Select All o Clear Al
Select Receiver Lines Find | View 1 First © 4-20f2 [ Last
PO Business Unit: 50100 PO Number: 0001055873 PO Date: 01/08/2013
Receipt Unit: 50100 Receipt Number: 0001586404 Receipt Date: 0202712013
Ship To: SOHILLRES  Pro Number:
Carrier 1D: Packing Slip:
Vendor ID: 0000031586  Bill of Lading:

Abacus Corporation
Select Receiver Lines Customize | Find | View 1 | Bl

am
| =

m M
= First 1-2 0f 2 Last

@  Contract Information |
Receipt L . . . Merchandise Unmatched Purchase
Select P Seq Hem ID Description Quantity UOM  Unit Price I — Currency Qty (VUOM) UomM PO Order Price Pl
TEMPORARY
1 19613056000 SERVICES FOR 100.0000) HUR 15.31 59709.00 UsSD 3900.0000 HUR 15.31((
THE EMP
TEMPORARY
™ o 4lncanncennn armunre can annnonnl uin an oo 440000 ion ann annn Lo annonld

26 Once you have made adjustments and selected the appropriate lines, click the Copy Selected
Lines button above the Select Receiver Lines (or Select PO Lines) section to copy the selected
receiver information to the Invoice Lines group fields.
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Fa\rovr'rtesél\-'lainvl\-'lenu » Accounts Payable > Wouchers : Add/Update > Regular Entry

Invoice Information Fayments Voucher Attributes

Business Unit: 50100 Invoice No: |F'O_1 055873 Action:
Voucher ID: MEXT Invoice Date: 03/27/2013 El v
Voucher Style: Regular Voucher Accounting Date: 04/01/2013 el Run

[JFinal Voucher-
Do Mot Send to CARS

Vendor ID: |0000031585 @, Abacus Carporation Invoice Receipt Date: [#] Session Defaults
Shorthame: [ABACUS CORPORA & 3114-AW. MARSHALL STREET I_Goods & Services Receipt Date:|03/27/2013 |5 I Attachments (0)
) MAIN

Location: I;—oQ VA10001451 Comments(0)
Address: RICHMOND, VA 23230
Advanced Vendor Search
Control Group: @, *pay Terms: = 30 A Met 30 Calc Basis Date
Invoice Lines: 0.00 Basis Date Type: Prompt Payment
*Currency: USD@,  Responsible Org: 10015 @,

) = MNon Merchandise Summary | ’ :
Miscellaneous: ] Customer Account # - I Print Invoice
Freight: ﬂ ROW Acquisition 1D:

Total: 1,546.00
Difference: 0.00 o .
PO Unit:
Calculate " i
PO Number: GopyR6
Copy From: Naone v| Go

—_—
Find | View All First KU 1 or2 I | ast

Line: 1 Item: 9613056000 2 yom: [HUR 2
*Distribute by: Quantity h Unit Price: 15.31000 Quantity: 100.0000
Ship To: SOHILL RES @, Line Amount: 1,531.00 [Frorce Price
SpeedChart: @, Description: TEMPORARY SERVICES FOR THE EMP
[JOne Asset
Multi-SpeedCharts Purchase Order & Receiver Info [ Override PO Pct.
[ Calculate | Associate Receiver(s)
Allocate by Pct.

Customize | Fing | view A1 | B | 8 First B qor1 I Lot

(e RELAN  Exchange Rate || Statistics || Assets

Copy . PO Merchandise . N .
Down Line P Percent Amt Quantity GL Unit Account Fund Program Department
EE O 1 100.0000 100.0000 1531.00 [100.0000)  [50100 @, (5012660 @, [o4100@, [so400z @, (14047
< il | =]
[5) save | =] Notity | &3 Refresh | [k Add| | 7] Update/Display |

Invoice Information | Payments | Voucher Atributes

27 The Invoice Information page displays. The Vendor information, Goods & Services Receipt
Date and the Invoice Lines sections are populated with the receiver data (or PO data if Purchase
Order is copied).

28 The Address value can be changed, but the Vendor ID and Location should not be changed since
they match the PO and Receiver.

29 On the invoice lines section to the right, the number of invoice lines displays (1 of x). Click the
View All link.
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Favorites Main Menu > AccountgPayabIe b Voushers b Add,‘uvpdate » Regular Entry

Find | View 1 First L 12072 I [ast

Line: 1 Item: ’WQ UON: WOQ =
“Distribute by: Quantity v Unit Price: 15.31000 Quantity:  [100.0000
Ship To: SOHILL RES 2 Line Amount: 1,531.00 Force Price
SpeedChart: @, Description: TEMPORARY SERVICES FOR THE EMP
[Jone Asset
Multi-SpeedCharts IF‘urChase Order & Receiver nfo I | Override PO Pct.
' Calculate | Associate Receiver(s) .
' . Allocate by Pct.

Customize | Find | View 41| B | 3 Fist B g 011 O Last

[ BELEN  Exchange Rate || Statistics || Assets |

Copy . PO Merchandise . .
T Line TherEETh Percent o Quantity *GL Unit Account Fund Program Department
= O 1 100.0000 100.0000 1531.00 [100.0000 50100 [@, 5012660 @, |[p4100@, (604003 @, [14047
< i’ | 2|
=
Line: 2 Item: 9903301000 2 vom: HUR @,
“Distribute by: Quantity v Unit Price: 7.50000 Quantity: 2.0000
Ship To: SOHILL RES @ Line Amount: 15.00 [IForce Price
SpeedChart: @, pescription: DRUG DETECTION SERVICES (INCL.
WO Unit: Work Order ID: | []One Asset
Task Number: Resource Type: Line:
Multi-SpeedCharts I Purchase Order & Receiver Info I [ Override PO Pct.
| calculate | Associate Receiver(s)
Allocate by Pct.

Customize | Find | View A1 B | 2

First E 1071 I Last

(e BEGAN  Fxchange Rate || Statistics || Assets |

m Line xme nt  Percent :‘;:Cha""i’e Quantity  *GL Unit | Account Fund Program Department
=l O 1/ 100.0000 100.0000 15.00 [ 2.0000] [50100 [, (5012660 @, |[o4100/@, (504005 @, [14024 @,

i | i ] l.

5] save | [=] Notify | [ Refresh | [El Add | |57 Update/Display |

30 Use the scrollbar on the side of the page to view all invoice lines populated.

VERY IMPORTANT: If you copied in PO/Receiver lines that you did not intend to copy to the
voucher, you must cancel the voucher and re-enter it, making sure to only select the needed
PO/Receiver lines on the Copy Worksheet page. Once an invoice line is copied into the voucher
from the PO/Receipt, you cannot delete that invoice line in the voucher.

31 Click the Purchase Order & Receiver Info hyperlink to verify PO and Receipt numbers for each
invoice line copied.
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Favorites Main Menu > Accuuntgpayable b VouEhers > Addfl.:lrpdate > Regular Entry

View Source PO/Receiver Information

Uit 50100 Voucher: NEXT Line: 1 *Line Match Option |IETIERSH v
Rocoit Number
PO Unit PO Line PO Schedule E Llne Schedule

.~ 0K | Cancel  Refresh

32 The View Source PO/Receiver Information page displays. It is important to ensure the PO
No./Receipt Number is attached to the vouchers to ensure the PO activity summary is correctly
represented.

33 Click OK to return to the Voucher Information page.
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Favorites | Main Menu > Accounts Payable > WVouchers » AddfUpdate : Regular Entry

Find | View 1 First 1| 4-20f2 | Last

El[=]

Line: 1 Item: 9613056000 2 yom: HUR @,
*Distribute by: Unit Price: 15.31000 Quantity: 100.0000

Ship To: SOHILL RES 2 Line Amount: 1,531.00 [Ororce Price

SpeedChart: @, pescription: TEMPORARY SERVICES FOR THE EMP

[Jone Asset

Multi-SpeedCharts Purchase Order & Receiver Info Override PO Pct.

| Calculate | Associate Recelver(s)

I Allocate by Pct. |
| [First RN Gr T AN ast

Customize | Find |View 41 B
Exchange Rate | Statistics || Assets S——

Copy . PO Merchandise - ., _
Down Line i Percent Amt Quantity GL Unit Account Fund Program Department
HEE O 1 100.0000 100.0000 1,531.00 | 100.0000 [50100 |@, [5012660 @, [o4100/@, [504003 @, |[14047
] 1 | =
Fl[=]
Line: 2 Item: 9903301000 2 yom: HUR @,
*Distribute by: Unit Price: 7.50000 Quantity: 2.0000
Ship To: SOHILL RES 2, Line Amount: 15.00 [IForce Price
SpeedChart: @ pescription: DRUG DETECTION SERVICES (INCL.
WO Unit: Work Order ID: | ] One Asset
Task Humber: Resource Type: Line:
Multi-SpeedCharts Purchase Order & Receiver Info [ Override PO Pct.
| Calculate | Associate Receiver(s)

Allocate by Pct.
Pirst Bl qore O 1 q) ¢

~ Distribution Lines Customize | Find | View
change Rate Statistics Asz=zetz

g:&t’_l Line SErcent Percent ‘I::Irtchandise Quantity *GL Unit Account Fund Program Department
HIE| O 1 100.0000 100.0000 15.00 [ 2.0000| (50100 |@, (5012860 @, |[o4100/@, ([g04005 @, |[14024 Q,
4 il | >
: Save: El Mntlfy: :0 Refra;n: [L A.n.n E UpﬂaterDlsplay:

34 One invoice line on a voucher may have one or more Distribution Lines as copied from the PO.
On the Distribution Lines section to the right, the number of lines displays (1 of x).

35 Click the View All link and use the scroll bar to view all Distribution Lines populated. In this
example, only one distribution line exists for each invoice line.

36 Distribution Lines ChartField values can be changed as needed. The PO/Receiver will remain
attached to the invoice line and each distribution line.

37 If you do not need to make any changes to the distribution lines, go to step 38 (page 24).
38 If changes are needed to the distribution lines, see the sections below for instructions:
A. SpeedChart vs. Multi-SpeedCharts
Append (Add)
Overwrite
Insert

Delete

nmo o ®w

Change

Page 14 of 35 Last Updated 04/17/2012




A% CARDINAL Accounts Payable Job Aid

Entering a Purchase Order Voucher

A. SpeedChart vs. Multi-SpeedCharts

Favgrites Main Menu > Accounts Payable > Wouchers » Add/Update : Regular Entry
1 0Ll BT

Difference: 0.00 Copy From Source Document

| PO Unit:
PO Number:

| Calculate

EopyRo. |

Copy From:

Find | View 1 First - 12 0f2 1 Last

Line: 1 Item: jos1z0s6000 D, yom [ =
“Distribute by: (Quantty | unitprice: [{531000 | Quanfity:  |100.0000 |

Ship To: SOHILL RES 2 Line Amount: 1,531.00 [ Force Price

SpeedChart: I 11163450 } Description: [TEMPORARY SERVICES FOR THE ENP

[ one Asset
Multi-SpeedCharts Purchase Order & Receiver Info [ OvemidePOPct
|W| Associate Receiver(s) :
| AllocatebyPet |

~ Distribution Lines
@RI Exchange Rate || Statistics || Assets

Customize | Find | view Al | et g orq I Lae

Copy . PO Merchandise . .
T Line T Percent Amt Quantity *GL Unit Account Fund Program Department
= O 1/ 1000000, 100.0000 1531.00 [ 100.0000 [50100 /@, [5012660 @, [04100/@, (604003 @, (14047

< i | >

e Use single SpeedChart to change the distribution line for single line voucher entry.
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Calculate

AssOCiale RECEVED 5]
Allocate by Pct.
First 1 4 0f 1 I [ ast

Customize | Find | View &) | B |

Calculate Associate Receiver(s)

Customize | Find | View 21 | E |

Statistics || Assets
Copy . PO Merchandise "
Ty Line e Percent Quantity GL Unit Account Fund Program Department
]| =] ¥ 1) 100.0000 100.0000 1,531.00 | 100.0000 50100 @, ||5012660 @, 041009, 604003 @, 14047
L3 I H
=]
Line: 2 Jtem: 9903301000 2 vom: HUR @,
*Distribute by: Unit Price: 7.50000 Quantity: 2.0000
Ship To: SOHILL RES @ Line Amount: 15.0 [JForce Price
SpeedChart: @, pescription: |[DRUG DETECTION SERVICES (INCL.
WO Unit: Work Order ID: | [ One Asset
Task Number: Resource Type: Line:
Multi-SpeedCharts Purchase Order & Receiver Info Override PO Pct.
e ——

Allocate by Pct.

Invoice Information | Payments | Voucher Attributes

Statistics | Assets
Copy Line R Percent (CECIIIEE Quantity *GL Unit Account Fund Program Department
Down Percent 9 pal
Rl= O 1/ 100.0000 4100.0000 1500 20000/ (50100 |, (5012680 @, [o4100@, [G04005 @, [14024 @,
& | L)
save | [ Notity | {2 Refresh | El Add | | 7] updatemispiay |

Use the Multi-SpeedCharts link to append additional line(s) or overwrite the distribution line with

multiple distribution lines on the voucher line. The Multi-SpeedChart functionality is useful when
keying AP Transmittal forms that have multiple accounting lines with different SpeedCharts.
Fund/Program and Department/FIPS (if SpeedChart is a project) ChartFields populate after the
SpeedChart is entered, and you do not have to rekey these ChartFields when entering multiple

distribution lines.

updates to the distribution lines.
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B. Append (Add) Distribution Line(s) using Multi-SpeedCharts Functionality

Difference: 0.00
. Copy From Source Document
Calculate
PO Unit:
PO Number: [ Gapy PG
Copy From: Mone v| Go

Find | View Al 7=t | 4 0f2 I Last

=]

Line: Item: 9613056000 2 yom: HUR @,

“Distribute by: v Unit Price: 15.31000 Quantity:  [100.0000

Ship To: SOHILL RES “ Line Amount: 1,531.00 Force Price

SpeedChart: 2 Description: [TEMPORARY SERVICES FOR THE EMP

[ One Asset

lulti-SpeedCharts Purchase Order & Receiver Info Override PO Pct.

I Calculate Associate Receiver(s

Allocate by Pct

Customize | Find | View A1l | B | 3 First K1 4 of1 D Laet
(W IE8  Exchange Rate || Statislics |[ Assets
Copy Line Y Percent Merchandise Amt Quantity *GL Unit Account Fund Program Department
Down Percent g pa
H|E O 1) 100.0000 100.0000 | 1531.00 [100.0000  [50100 @, [5012680 @, Jo4100@, ([s04002 @ [15006
£ ] | >

Save [JF Returnto Search T Notify &% Refresh

[y Add Update/Dizplay
Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary

Change the *Distribute by: field to Amount in order to open the Merchandise Amt field on the

distribution line for keying. AP Transmittal forms with multiple accounting lines distribute by Amount,
rather than Quantity.

Click the Multi-SpeedCharts hyperlink.
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Favaorites Main Menu > Accounts Payable > Wouchers > Add/Update : Regular Entry

Multiple SpeedCharts

Business Unit: 50100
Voucher ID: 00146185

Line Number: 1

Distribute By:

Invoice Line Amount: 1,531.000 UsD
Remaining Amount: 0.000 UsD
SpeedCharts Process Option

&) Append O Overwrite

Customize | Find | View A1 B | 3 First B 42072 0 Lot

*SpeedChart Key Amount to Distribute
111190010 @, [+]|[=]
2 [11150140 Q@ | .ﬂE

[ QK I Cancel Refresh

e The Distribute By field is Amount.
e Inthe SpeedCharts Process Option section, the indicator defaults as Append. Do not change it.

¢ Inthe SpeedChart Key field, enter the SpeedChart value desired for the additional distribution line.
The magnifying glass icon can be used to search through a prompt for existing SpeedCharts. The
Amount to Distribute field can be left blank, and the amounts can be adjusted on the Invoice
Information page.

e If needed, click the Add a Row + button to add additional distribution lines.

e Click the OK button.
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€8V LA  Exchange Rate || Stafistics || Assats |

Find | View Al First 1 1 0f2 I Lagt

Line: 1 Item: 9613056000 2, yom: HUR & &=
*Distribute by: Amount b Unit Price: 15.31000 Quanfity:  |100.0000
ship To: SOHILL RES % Line Amount: 153100 Force Price
SpeedChart: . Description: [TEMPORARY SERVICES FOR THE EMP
[JOne Asset
llulti-SpeedCharts Furchase Order & Receiver Info [ ovemdePoPct |
. Calculate | Associate Receiver(s) -
| Allocate by Pet. |

Customize | Find | View 1| B

First K 43073 O Last

Copy PO

Line

|E) save | [Gh Returnto Search | [ Motify | [ Refresh |

D T Percent Merchandise Amt Quantity *GL Unit Account Fund Program Department
=l O 1 100.0000 100.0000 | 1,531.00/ [ 100.0000 /50100 @, [5012680 @, [04100@, [60s002 @, [16006
= | 2 100.0000 000 | 50100 [Of | Q, fo41009, [po4005 @, ||
E 3 3 100.0000 0.00 50100 & | @, fo41002, [eos002 @ |
4| I ¥

El Add | Update/Display)|
(Bistaa| (ElatipaicDispiey)

e The Invoice Information page displays. Click the View All hyperlink to see all the distribution lines.

The Distribution Lines Amount (or Quantity if open) is changed here only if you are adding
distribution lines and need to distribute the amount for additional distribution lines.

 Calculate

[B{EUAN  ExchangeRate || Statistics | Assets |

Invoice Lines Find | View Al First L 1012 D |ast
+)

Line: 1 ftem: 9613056000 @, yom: HUR @, =
“Distribute by: Amount b Unit Price: 15.31000 Quantity:  100.0000

ship To: SOHILL RES % Line Amount: 1531.00 Forea Price

SpeedChart: @, pescription: TEMPORARY SERVICES FOR THE EMP

[Jone Asset
llulti-SoeedCharts Purchase Order & Receiver Inf | OvermidePOPct |

Associate Receiver(s)

Customize | Find | View 1 B |

Allocate by Pct.

irst B 4_3 of 3 L

*GL Unit Account

(50100 @, 5012660

50100 @, (5012880

m Line xmen‘l Percent  Merchandise Amt Quantity
HE O 11000000 346832 531.00/ [100.0000
B 2 1000000 326584 500.00 |
El = O 3 1000000 326584 500.00 |

|5} save | [Sh Returnto Search | [Z] Notify | [ Refresh |

/50100 @, 5012680
< i }

Fund Program Department
@ (041009, [po4002 @, (16008
(041002, [604005 (@ [19074
@, [04100@, [s0s002 @ |[16008

Z|

EL-Add | Update/Diapley.|
(Bvadd| | B-UpdateDisplay]

e After distributing the invoice line amount to the multiple distribution lines and populating the remaining
Chartfields, click the Allocate by Pct. button to allow the system to distribute the Quantity to each

distribution line.
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Invoice Lines Find | View Al First 1 10r2 D Last
Line: 1 [tem: 9613055000 e uom: HUR Q ==
*Distribute by: Amount W Unit Price: 15.31000 Quantity: 100.0000

Ship To: SOHILL RES Q§ Line Amount: 1,531.00 Force Price

SpeedChart: % Description: [TEMPORARY SERVICES FOR THE ENP

[ One Asset

Multi-SpeedChars Purchase Order & Receiver Info | Ovemride POPet. |

- Caloulate \ Associate Receiver(s)

| MlocatebyPct

am
Customize | Find | View 1 I'—E | B First K 1-30f3 ] Last

€BdELAN  Exchange Rate || Statistics || Assets |

m Line xroent Percent Merchandise Amt | Quantity *GL Unit Account Fund Program Department
= B 1 100.0000 345832 531.00 | 246232 |s0100 /@ [5012860 @, [o4100@, (604002 |3, [16006
B | 2 100.0000 32.6584 500.00 || 326584  Js0100 @ (5012880 @, (041002, (604005 @ [19074
=l B 3 100.0000 325584 50000 || 326584  |50100 @ (5012580 @, [o41002, [60400z |2 [16006
£ il | B
[5) save | [ Rewmitosearen | [ Moty 3 Refresh |@\ (Ebagsicmisany]

e You may need to click the Calculate button on the Invoice Line to balance the line after making
updates to the distribution lines.
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C. Overwrite

Favarites Main Menu > Accounts Payable » WVouchers : Add/Update > Reqular Entry

Multiple SpeedCharts

Business Unit: 50100
Voucher ID: MEXT

Line Number: 2

Distribute By: Cluantity
Invoice Line Quantity: 2.0000
Remaining Quantity: 0.0000
:

O Append & Overwrite

i Customize | Find | View &0 | B 3 First T g o5 4 T Last
*SpeedChart Key CQuantity to Distribute
1]11150140] o | ]=

| ok | Cancel = Refresh

Page 21 of 35

From the Invoice Information page, click the Multiple SpeedCharts link.

Click the Overwrite indicator under the SpeedCharts Process Option section.

Enter the SpeedChart Key desired for the new distribution line. The magnifying glass can be used to

search through a prompt for existing SpeedCharts.
If needed, click the Add a New Row + button to add additional distribution lines.

Click the OK button.
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Line: 2 ltem: 9903301000 2 yom: R &
“Distribute by: Quantity W Uniit Price: 7.50000 Quantity:  |20000
Ship To: SOHILL RES 2 Line Amount: 15.00

SpeedChart: @, Description: CDRUG DETECTION SERVICES (INCL.

WO Unit: Work Order ID: |

Task Number: Resource Type: Line:

Purchase Order & Receiver Info

Associate Receiver(s)

Multi-SpeedCharts

: Calculate

Customize | Find | View 1 | B | #

=]

[Force Price

[JOne Asset

Cverride PO Pct.

Allocate by Pct.
First K1 1 or 1 O Last

Exchange Rate || Stafistics | Assets
Copy . o Merchandise . " .
T Li e Percent Amt Quantity GL Unit Account Fund Program Department
EE O 1 0.00 | [s0100 @, | @, (041002, (604002 |@, | Q
4 >
5] save | [=] Motify | [ Refresh | [Eh Add | | 7] Update/Display |

Invoice Information | Payments | Voucher Aftributes

The Invoice Information page displays. Update or add any other required fields in the Distribution

Lines. The Distribution Lines Quantity (and/or Amount if the voucher line is distributed by
Amount) is changed here to distribute the invoice line account as needed.
You may need to click the Calculate button on the Invoice Line to balance the line after making

updates to the distribution lines.
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D. Insert Distribution Lines

Favorites Main Menu > Accounts Payable » Vouchers > Add/Update > Regular Entry

: - -
LY. --- INCIRIDIAG LY,

1 - | .
) = Mon Merchandise Summary [ : :
Miscellaneous: ] Customer Account # - I Print Invoice
Freight: ﬂ ROW Acquisition ID:
Total: 1,546.00
Difference: 0.00 Copy From Source Document
Calculate PO Unit )
PO Number: GapyEe,
Copy From: Mone v| Go

=]
Line: 1 ltem: 9613056000 2, yom: HUR @,
“Distribute by: Quantity W Unit Price: 15.31000 Quantity: 100.0000
Ship To: SOHILL RES 2 Line Amount: 1,531.00 [Frorce Price
SpeedChart: 2, pescription: TEMPORARY SERVICES FOR THE EMP
[Jone Asset
Multi-SpeedCharts Purchase Order & Receiver Info [ Qverride PO Pct.
| calculate | Associate Receiver(s)
Allocate by Pct.

Customize | Find | View A1 | E First K1 4 of1 I Last

(CRVIEUAN ( Exchange Rate | Statistice || Assets

Copy . PO Merchandise . " .
Down Line P Percent At Quantity GL Unit Account Fund Program Department
O 1 100.0000 100.0000 1531.00 [100.0000) (50100 @, (5012660 @, [o4100@, (604003 @ (14047

< i | 3

e Click the Add a Row + button in the Invoice Lines section, next to the Distribution Lines where you
want to insert a line.

Favorites Main Menu > Accounts Payable » Vouchers » Add/Update » Regular Entry

LY. 1 -—-= = VG DU RS W L 1

Explorer User Prompt

Script Prompt:

Enter number of rows to add:

i

e |

T TTLITTIIC T,

Copy From: Mone

e The line defaults to 1. Change this number if you need to add more than one line.

e Click the OK button.
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Favarites Main Menu > Accounts Payable > Vouchers : Add/Update » Regular Entry

Calculate ] PO Unit I—I .
) PO Number: l:l GapyRe
Copy From: | None V| Go

Find | View 1 First K 1202 1 L ast

B [=]
Line: 1 ftem: 9613056000 2, yom: HIR @
“Distribute by: Quantity M Uniit Price: 15.31000 Quantity: ~ [100.0000
Ship To: SOHILLRES % Line Amount: 1,531.00 [force Price
SpeedChart: 9, pescription: TEMPORARY SERVICES FOR THE EMP
[ one Asset
Multi-SpeedCharts Purchase Order & Receiver Info [ Override PO Pct.

' Calculate ' Associate Receiver(s)

. AocalebyPdt
Customize | Find | View A1 [ | 3 First K1 2012 10 Lot

Exchange Rate || Statistics | Assefs

Copy ; PO Merchandise

T Line B Percent s Quantity *GL Unit Account Fund Program Department
HIE O 1/ 100.0000  100.0000 1,631.00 [100.0000  [50100 | @, [5012660 @, lo4100@, |s04003 @ (14047
|22 O 2 1000000 0.00 | o100 @, | @ @ | @ | |

< Il |

|

e Asecond line displays which allows you to make adjustments as appropriate.

Multi-SpeedCharts Purchase Order & Receiver Info [ Qverride PO Pct.
Calculate Associate Receiver(s)
Allocate by Pct.

Customize | Find | View 1| B | 3 Fist £ 42072 I Lot

ERVEUEN C Exchange Rate || Statistice || Assets

Copy . PO . 5 " .
T Line e Percent Merchandise Amt  Quantity GL Unit Account Fund Program Department
(= 1 100.0000  100.0000 | 1531.00 | 34.6832 [s0100 /@, [5012880 @, (041009, [so4002 @, (16006
EE= O 5 100.0000 [ 0.00 [ 65.3168 [s0100 @, ([5012880 @, (041009, [so4002 @, (16006
] ] | 3
[5] save | [Gh Returntosearch | =] notity | [ Refresh [Betad| [FUpdateDisnlay|

e Check the Copy Down box if you want to copy that line’s ChartField values to the new distribution
line(s). The Copy Down function is used only if the AP Transmittal has multiple accounting lines with
the same SpeedChart but different secondary charges (Agency Use 1, FIPS, Activity, Department).
All fields from the first line are copied to the following lines. The Copy Down function should not be
used if you are changing the SpeedChart, or the Fund or Program ChartFields.

e The Distribution Lines Quantity (or Amount if open) is changed here only if you are adding
distribution lines and need to distribute the amount for the additional distribution lines.

e You may need to click the Calculate button on the Invoice Line to balance the line after making
updates to the distribution lines.
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E. Delete Distribution lines

Favorites ©
u =

Main Menu > AccountEPavab\e > Vougher; » Addfuvpdate » Regular Entry

[ Defete Conflrmation

Delete currentselected rows fram this page? The delete will accur when the

transaction is saved.

Select the Delete a row - button in front of the line you want to delete.

A Delete Confirmation message displays.

e Click the OK button.

Favovrites Main_Menu » Accounts Payable > Wouchers » Add/Update > Reqular Entry
H - - -

Total: 1,546.00
Difference: 000 Copy From Source Document
— ——— — PO Unit:
| Calculate | )
A PO Number: EopyRo. |
Copy From: Mone

*Distribute by:
Ship To:
SpeedChart:

Multi-SpeedCharis

1
SOHILL RES @,
@,

Item:

First Kl 4.2 072 I Last

9613056000 @ yom: HUR @ =]
Unit Price: 15.31000 Quantity: 100.0000

Line Amount: [IForce Price

Description: [TEWPORARY SERVICES FOR THE EMP

Furchase Order & Receiver Info

[Jone Asset

Associate Receiver(s)

< BCELRN | Exchange Rate | Statistics | Assets

| ovemidePOPCt |

| AMlocate by Pet. |
Customize | Find |

Copy N PO Merchandise N
Y Line o . |Percent [ Quantity *GLUnit  Account Fund Program Department
Bl B 1 1000000 1000000 1,531.00 [ 100.0000 [s0100 | @, |[5012860 @, |[o4100/@, [B040D3 @, |[14047
< i | 2

e The selected line is removed.

updates to the distribution lines.
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You may need to click the Calculate button on the Invoice Line to balance the line after making
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F. Change Distribution Lines

Line: 2 ltem: 9903301000 2 yom: HUR @,
*Distribute by: Quantity v Unit Price: 7.50000 Quantity: 2.0000

Ship To: SOHLLRES % Line Amount: CForce price
SpeedChart: . pescription: [DRUG DETECTION SERVICES (INCL.

WO Unit: Work Order ID: | [Jone asset

Task Humber: Resource Type: Line:

Multi-SpeedCharts Purchase Order & Receiver Info [ Cwerride PO Pct.

' Calculate | Associate Receiver(s)
| Allocate by Pt

Customize | Find | View 1| B | 2 First £ q o4 T Last

Exchange Rate || Statistics || Assets
—
Copy Line =L Percent Merchandise Amt Quantity *GL Unit Account Fund Program Department
Down Percent 9 pal
EE O 1 || 15.00 | 20000 [50100 @, (5012860 @, |[04100@, |[so4002 @, |[16006 CI
< | >

[El add| 7] updatemisplay |

5] save | =] notity | [¢3 Refresh |

¢ If you need to make a change to a distribution line, click the field that you need to change.

e Make the necessary adjustments.

e You may need to click the Calculate button on the Invoice Line to balance the line after making
updates to the distribution lines.
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Favorites Main Menu > AccountgPayabIe b Voughers b Add,‘vadate » Regqular Entry

E Related Information ¢ New Wi
Invoice Information Payments Woucher Attributes
Business Unit: 50100 Invoice No: [Po_1055873 Action:
Voucher ID: MNEXT Invoice Date: 03/27/2013 e 4
Voucher Style: Accounting Date: 03/27/2013 E Run
tyl Regular Voucher ng CFinal Voucher

[1Do Not Send to CARS

Vendor ID: (0000031586 @,
Shorthame: |ABACUS CORPORA (@,

Advanced Vendor Search

Abacus Corporation
3114-AW. MARSHALL STREET

o MAIN @,
Location: Z @ VAtooowst
*Address:

RICHMOND, VA 23230

Session Defaults

Attachments (0)
Comments(0)

Invoice Receipt Date: | E‘j

Goods & Services Receipt Date:|03/27/2013 Eﬂ

B A

Line: 1
Ship To: SOHILL RES @,
SpeedChart: -

Multi-SpeedCharts
[ Calculate |

Control Group: C% *Pay Terms: Met 30 CalcBasis Date
Invoice Lines: 0.00 Basis Date Type: Prompt Payment
*Currency: USD®  Res ponsible Org: 10015 @,

. = Mon Merchandise Summary . 5
Miscellaneous: =] Customer Account & ’7 Mon Merchandise Summa T
Freight: ﬂ ROW Acquisition ID:

Total: 1,546.00
Difference: 0.00 Copy From Source .
| PO Unit:
Calculate "

PO Number: GopyEo
Copy From: Mone v| Go
Find | View 1 First BI'4-2 of 2 L4 [ =t
+.][=
Item: 9613056000 @, yom: R @ El[=
Unit Price: 15.31000 Quantity: 100.0000
Line Amount: 1,531.00 [CIrorce Price
Description: TEMPORARY SERVICES FOR THE EMP
[JOne Asset
Purchase Order & Receiver Info OQverride PO Pct.
Associate Receiver(s

Allocate by Pt

39 You can pay more than one PO on a single voucher, as long as they are all for the same vendor. If
you need to copy receipts for additional POs, go to the Copy From Source Document section as

many times as needed.

Note: The PO Unit field under the Copy from Source Document field is not open for entry when
copying additional receipts or PO’s into the voucher. You need to populate the Copy From field
and click the Go hyperlink to open the Copy Worksheet page. The PO Unit is then entered on the

Copy Worksheet page.
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Invoice Information Payments

Voucher Aftributes

Fa\rovr'rtes Main'Menu » Accounts Payable : Wouchers > Add/Update > Regular Entry
i - - £
[=] Related Information

Business Unit: 50100

Voucher ID: MEXT

Voucher Style:

Regular Voucher

Invoice No:
Invoice Date:
Accounting Date:

[Po_1085873

03/27/2013 [
03/27/2013 [

[ Final Voucher

[JDo Mot Send to CARS

Vendor ID: (0000031586 @,
ShortName: ABACUS CORPORA @,
MAIN @,

Abacus Corporation
3114-AW. MARSHALL STREET

I Invoice Receipt Date: 0312712013 B

Session Defaults

Goods & Services Receipt Date:|03f2?f2013 el

e @,

Met 20

Mon Merchandise Summary

Multi-SpeedCharts
[ Calculate |

Copy From Source Document

Location: B a VAo
*Address: RICHMOND, VA& 23230
Advanced Vendor Search
Control Group: Q *Pay Terms:
Invoice Lines: 0.00
*Currency: USD'@, | Responsible Org:
Miscellaneous: 5 | customer Account #
Freight: = T
Total: 1,546.00
Difference: 0.00
Calculate | PO Unit:
PO Number:
Copy From:

Line: 1 Item:
*Distribute by: Quantity W Unit Price:
Ship To: SOHILL RES @ Line Amount:
SpeedChart: @ Description:

Mone

]

Fi

9613056000 2 vom: HUR @,
15.31000 Quantity:  |100.0000

TEMFORARY SERVICES FOR THE EMP

Purchase Order & Receiver Info

Associate Receiver(s)

Aftachments (0)
Comments(0)

Calc Basis Date

Frint Invoice

EopyRo

|D

|View1 First & 1-2072 0 Last

=]

[Force Price

[JOne Asset

Override PO Pct.

Allocate by Pct.

# New Wirl

40 After copying in all Receipts or PO'’s related to the vendor’s invoice, and adjusting Distribution
Lines as necessary, complete the following fields:

Invoice Receipt Date: The date the invoice was received.

used multiple times. If that is the case, enter the invoice total.
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Responsible Org: This value defaults, however, can be changed if needed.

Customer Account #: This number can be added if referenced on the invoice.

Total: The value only requires an update when the Copy Selected Lines functionality is
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Multi-SpeedCharts Purchase Order & Receiver Info COverride PO Pct.
Calculate Associate Receiver(s)

Allocate by Pct.

iaw Al @ igl First B0 g or 1 LA 1, i

xchange Rate Statistics Azzets

g‘?\ﬁl‘:_l Line F‘grcenl Percent :.:I:]r‘chandise Guantity *GL Unit Account Fund Program Department
= & 1 100.0000  100.0000 1500 20000 (50100 @, (5012660 @, (loa100@, 04005 @, |[14024 @,
< | 4
=] Notify | |73 Refresh 5% Add | | 5] UpdateiDispiay

Invoice Information | Payments | Voucher Attributes

41 Scroll to the bottom of the page.
42 Click the Save button.
43 Record the Voucher Number assigned by Cardinal.

44 The voucher should be in balance and the Difference equal to 0.0, but there may be instances
when the invoice is not balanced.

A difference of 1 or 2 cents usually indicates a rounding difference between the invoice amount and
PO/receipt amount. The difference field is displayed on the Invoice Information page.

Rounding differences are easily corrected by selecting the Invoice Information page. On the
Invoice Lines section, select the Distribute by dropdown and change to Amount.
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Fa\rovrrces Mainvl'«'lenu 3 Account& Payable Voushers 3 Add,‘vadate > Regular Entry

" summary | FEEE LN Invoice Information | Payments || Voucher Attributes || Error Summary |

Business Unit: 50100 Invoice No: |F'O_1 055873

Voucher ID: 00146185 Invoice Date: 0312712013 B

Voucher Style: Regular Voucher

Vendor ID: 0000031586
~ Payment Details Customize | Find | View Al B | 3 Fist Bl 1051 0 Lost

Payment Status g‘;‘e"“‘e" i :g;z:‘oe Rs:tTnit Remit Vendor :edi'j'r'::f ;agt'::d“‘ i:l’;:n':w'"em Paid Amount Payment

2 Not Selected for Payment 04/26/2013 STATE 0000031586 & 3/ACH 1546.00 usD
< il | b

+ Voucher Line - PO Information

Invoice . . PO Business Line Schedule Quantity Unit of .
line Match Line Option Unit Purchase Order e - ltem ID e e Unit Price

E% 1 Full Match 50100 0001055873 1 119613056000 100.0000 HUR

% 2 Full Match 50100 0001055873 4 119903301000 2.0000 HUR

< il | b

 Voucher Line - Receiver Information customize | Find | View 21 | B B First E1 42082 0 Lot
Invoice Receiving Busi e Receipt Receiver Shipping Quantity Unit of Applied Receiver Merch  Merchandise Al
line Unit v Line Sequence Entered Measure Amt Received

E% 1 50100 0001586404 1 1 100.0000 HUR 1531.000

E% 2 50100 0001586405 2 1 2.0000 HUR 15.000

< il | >

45 Review the Related Documents page for accuracy and completeness.

46 Click the Related Documents tab. The Related Documents tab appears after the voucher is
saved.

47 Verify that all POs and Receivers related to the Vendor Invoice are listed.
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Favovr'rtes r~1ainvr~1enu > Accounts Payable > WVouchers > Add/Update > Regular Entry

[=] Related Information

=] save | =] notity | |2 Refresn |

Summary | Related Documents | Inveice Information | Payments | Voeucher Aftributes | Error Summary

w Related Documents Invoice Information Payments Voucher Attributes Error Summary
Business Unit: 50100 Invoice Date: 03/27/2013
Voucher ID: 00146185 Invoice No: FO_1055873
Voucher Style: Regular Invoice Total: 1,546.00 usD
Contract ID:
Vendor Name: Abacus Corporation Pay Terms: Met 30
610 Gusryan St Voucher Source: Online
Baltimaore, MD 21224-2930
Entry Status: Postable Origin: OML
Match Status: Ready Created: 03/27/2013
Approval Status: Pending Created By: V_AP_VOUCHER_PROCESSOR
Post Status: Unposted Modified: 03/27/2013
Modified By: V_AP_VOUCHER_PROCESS0R
ERS Type: Mot Applicable
Budget Status: Mot Chicd Close Status: Open
ISC Status:
“View Related | Purchase Order Inguiry v| Gao

[Eh Add| | 5] updatemisplay |

48 The Cardinal batch processes run periodically during the daily batch processing:

e Matching - compares the voucher/invoice to the purchase order and receipt

e Budget Checking - verifies that funds are available for the voucher and deducts the voucher

amount from the budget

e Submit for Approval - sends voucher to approvers’ worklists

[=] Related|

Favortes © Main Menu > Accountg Payable > \-’oushers > Add,l'Llpdate » Reqular Entry
w Related Documents Invoice Information Payments Voucher Attributes Error Summary
Business Unit: 50100 Invoice Date: 03/2712013
Voucher 1Dz 00146185 Invoice No: PO_1055873
Voucher Style: Regular Invoice Total: 1,546.00 UsD
Contract ID:
Vendor Name: Abacus Corporation Pay Terms: Met 30
610 Gusryan 5t Voucher Source: Online
Baltimore, MD 21224-2930
Entry Status: Postable Origin: ONL
Match Status: Matched Created: 03/2712013
Approval Status: Pending Created By: V_AP_VOUCHER_FROCESSOR
Post Status: Unposted Modified: 0312712013
Modified By: V_AP_VOUCHER_PROCESSOR
ERS Type: Mot Applicable
IBudgel Status: VEI_HCI I Close Status: Open
Budget Misc Status: Valid
*View Related Payment Inquiry v| Go
[ save | [5t Returnto Search | J5] NextinList| ] Notify | {3 Refresh | Ek Add |

Summarv | Related Documents | Invoice Infarmation | Pavments | Wancher Attributes | Frror Summary

49 The statuses on the voucher update if the voucher does not have any errors.
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PO Activity Summary Page:

The PO Activity Summary page gives a visual representation of activity that has occurred against a
purchase order. The activity that can occur against a purchase order includes receiving, invoicing
(creating the voucher), and matching (comparing vouchers with the purchase order and receivers).

1 To see the PO Activity Summary navigate using the following path:

Main Menu > Purchasing > Purchase Orders > Review PO Information > Activity Summary

Favn:nvr'rtEEfMainvMenu > Purchasing » Purchase Orders > Review PO Information > Activity Summary

PO Activity Summary

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

Maxirnurm number of rows to return (up to 300); [300
Business Unit: = v 150100 @

PO Number; begins with v||l:|EIEI1EISEB?3|

Purchase Order Date: [#]
Purchase Order Reference; | begins with |
Vendor ID: |beg|ns with |»/| @,

[ case Sensitive

search Clear |Basic Search [P Save Search Criteria

2 Enter the Business Unit.
3  Enter the PO Number.
4  Click the Search button.
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Favorites = Main Menu > Purchasing
- : - -

Activity Summary

> Purchass Orders > Review PD_Information > Activity Summary

Business Unit: 50100

Purchase Order: 0001055873
Merchandise Amount: 65,497.50 USD
Merchandise Receipt: 65,497 50 USD
Merchandise Returned: 0.00 USD
Merchandise Invoice: 1,546.00 USD
Merchandise Matched: 1,546.00 UsSD

" Detailz Receipt Invoice Matched RTW

PO Status: Dispatched

Vendor: Abacus Corporation

ST

Customize | Find | View &1 | B | B First B qg0r8 O Laat

Line tem Item Description

1 & 9613056000 |TEMPORARY SERVICES FOR THE EMP

2 BB 9613056000 |TEMPORARY SERVICES FOR THE EMP

3 & 9903201000 |DRIVER'S LICENSE SERVICES DRIV

4 [ 9903301000 DRUG DETECTION SERVICES (INCL.

uom

HUR

HUR

HUR

HUR

Order Qty Amount Ordered Currency Amount Only
4000.0000 61,240.000 USD
200.0000 4,180.000 USD
5.0000 40.000 USD
5.0000 37.500 VD

5 The Activity Summary page displays. The following key summary items show at the top of the

page:

e Merchandise Amount — the amount of the purchase order

e Merchandise Receipt - the amount of the purchase order that has been received

e Merchandise Invoice — the amount of the purchase order that has been vouchered.

e Merchandise Matched — the amount of the purchase order that has been matched against a

voucher

6 The Details Tab under the Lines section displays the Purchase Order details.

7 Click the Receipt tab in the Lines section to view the Receipt details.
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Favorites Main Menu > Purchasing > Purchase Orders > Review PO Information > Activity Summary

Activity Summary

Business Unit: 50100 PO Status: Dispatched
Purchase Order: 0001055873 Vendor: Abacus Corporation
Merchandise Amount: 55,497.50 UsSD

Merchandise Receipt: 65,497.50 USD

Merchandise Returned: 0.00 UsSD

Merchandise Invoice: 1,546.00 UsSD

Merchandise Matched: 1,546.00 USD

Customize | Find | View 21 | B First K1 44 of 4 1N Last

Detailz Receipt Invoice Matched RTV

Line Item Itern Description Uom Recei\?:: ADCep‘tQ:: Qu:rl:tﬁ: Open Amount Currency
1 B 9613056000 TEMPORARY SERVICES FOR THE EMP HUR = 4000.0000 4000.0000 0.0000 0.000 USD
2/ 9613056000 TEMPORARY SERVICES FOR THE EMP HUR 200.0000/ 200.0000 0.0000 0.000USD
3 B 9903201000 DRIVER'S LICENSE SERVICES DRIV HUR 5.0000 5.0000 0.0000 0.000 USD
4 E% 9903301000 DRUG DETECTION SERVICES (INCL. HUR 5.0000 5.0000 0.0000 0.000USD

FE

8 This purchase order has been fully received.

9 Click the Invoice tab in the Lines section to view the Voucher details.

Favorttes Main Menu > Purcr@sing b Purchasg Orders > Review PD'Inforrration > Activity Summary

L.E New Window @He\p E,/ Customi

Activity Summary
Business Unit: 50100 PO Status: Dispatched
Purchase Order: 0001055873 Vendor: Abacus Corporation
Merchandise Amount: 65,497.50 USD
Merchandise Receipt: £5,497.50 USD
Merchandise Returned: 0.00 USD
Merchandise Invoice: 1,546.00 USD
Merchandise Matched: 1,546.00 USD
customize | Find | Ve A1 B |3 rrst KT qgora 0 Lot
Detais || Receipt Matched | RTV )
. . Quantity . Un-invoiced Un-invoiced
Line tem Item Description UoMm —— AmountOnly  Amt Invoiced Currency Quantity R — Currency
1/ 9613056000 TEMPORARY SERVICES FORTHEEMP  |HUR 100.00 1,531.000/USD 3900.0000  59,709.000/USD
2 [ 9613056000 TEMPORARY SERVICES FORTHEEMP  |HUR 0.00 0.000/USD 200.0000 4,180.000 USD
3 [ 9903201000 DRIVER'S LICENSE SERVICES DRIV HUR 0.00 0.000/USD 5.0000 40.000 USD
4 [ 9903301000 DRUG DETECTION SERVICES (INCL HUR 200 15.000/USD 3.0000 22.500 UsD B

10 Only one voucher has been created against this purchase order in this example.

11 Click the |_5F_L|icon to see the Voucher ID.
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Favorites Main Menu > Purchasing : Purchase Orders » Review PO Information » Activity Summary

Unit: 50100 PO No.0001055873 Line 1 ltemID 9613056000
Customize | Find | Vizw A1 | & First Kl 10f1 I3 Last
HScul::d AP Unit Voucher Line Quantity Invoiced Amount Invoiced
150100 00146185 1 100.00 1531.000 [#] [=]

Activity Summa

[Gh Return to Search | [=] Notify |

12 Click the Activity Summary link to go back.

Favorites Main Menu > Purchasing > Purchase Orders > Review PO Information » Activity Summary

Activity Summary

Business Unit: 50100 PO Status: Dispatched
Purchase Order: 0001055873 Vendor: Abacus Corporation
Merchandise Amount: G5,497.50 USD

Merchandise Receipt: G5,497.50 USD

Merchandise Returned: 0.00 UsD

Merchandise Invoice: 1,546.00 USD

Merchandise Matched: 1,546.00 UsSD

Customize | Find | View A1 | B First K1 14 of 4 I Last

Detailz Receipt Invoice Matched RTV

Line Item Item Description uom Gty Matched Amt Matched Currency
1 E% 9613056000 TEMPORARY SERVICESFOR THE EMP HUR 100.0000 1,531.000|UsSD [=]
2 E% 9613056000 | TEMPORARY SERVICES FOR THE EMP HUR 0.0000 0.000/USD
3 E% 9903201000 |DRIVER'S LICEMSE SERVICES DRIV HUR 0.0000 0.000/USD
4 E% 9903301000 |DRUG DETECTION SERVICES (INCL. HUR 2.0000 15.000 UsSD [=]

13 Click the Matched tab in the Lines section to view the Matching details. The voucher created has
been matched against the purchase order.
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