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1 Campus Vouchers

In this chapter, you will learn how to:
+ Create a Campus Voucher
« RunaVoucher Inquiry Report to Find a Voucher or Perform Analysis

e Troubleshoot Campus Voucher Combo Edit and Budget Check Errors
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Understanding Campus Vouchers

Overview

The Campus Voucher is the primary method for departments or schools to initiate
payments not associated with central purchasing purchase orders, Pcard or the
eProcurement vendor catalog processes.

Campus vouchers contain the necessary data to enable payment and are
automatically routed within the system for on-line approvals.At a minimum, the
voucher is routed to appropriate department or school approvers and to
Disbursement Services.

Approvals may include Office of Sponsored Research (OSR), Pre-Audit, ITS
security, or Environmental Health and Safety (EHS). These additional approvals
are triggered by specific line-item or chartfield accounting values, such as the
presence of a project relevant to OSR, or an item category designated for IT
Security scrutiny.

Once necessary approvals are in place, vouchers are processed for payment
centrally by Disbursement Services.

Campus Voucher Process

Campus Dept. Campus Regular Sa——"
or School Voucher Voucher
System
Department Has Need to Y Approvers
Initiate Payment Department Creates Process Approve via
Campus Voucher Workflow/

For: Worklist
- processes commonhy known )

as check requests, payment - items

requests, small order process - amounts

(SOP) - accounting Dishursement
- reimbursements for - budget __ . Converts - Services Makes

employees or University check Ca mhpuslr R — the Payment

affiliates - scan/attach invoice Voucher workflow

: into

- independent contractor or other SUF'_F:":’"':'”E “Regular routing

payments -iu:rcumentatl_crnlr Voucher” - an-line
- petty cash replenishment - “voucher build approvals

status

Mot For:
- Purchase orders (POs) via

central Purchasing
- PCARD
- eProvendor catalog

Create New If Rejected
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Creating a Campus Voucher

Overview

Use campus vouchers to initiate payments that are not associated with central
purchasing purchase orders, Pcard, or the ePro vendor catalog purchasing
processes.

The campus voucher is the first step for making payments for:

« processes commonly known as check requests, payment requests and
small order process (SOP) documents

« reimbursements for employee and University affiliates
« independent contractor payments
e petty cash replenishment

For these type of payments, the campus voucher is the initial system entry that
records details of the payment requirement in the system. Campus vouchers
contain data such as vendor, items, quantities, amounts, and chartfield accounting.
Additionally, the system performs a budget check, to ensure availability of funds.

Process

When a campus voucher is completed, the department or school user sets the
status to Build Voucher, and initiates the "voucher build" process, which converts all
campus vouchers into a Regular Entry voucher. The system then routes the
voucher for approval and payment execution.

Related Reference

« For more information about campus voucher approvals, see Campus
Voucher Approvals.

o For chartfield-related information see Understanding Chartfields or
Understanding Chartfield Budget Exceptions.

« Forbudget related information see Understanding Commitment Control
or Understanding Budget Exceptions.

Menu Path

Main Menu > Finance Menu > Accounts Payable > Vouchers > Add/Update >
Campus Voucher

Steps - Creating a Campus Voucher

Follow these steps to create a campus voucher:
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1 Campus Vouchers

1. Choose this menu option:

Main Menu > Finance Menu > Accounts Payable > Vouchers > Add/Update >
Campus Voucher

Add a New Value Tab

2. Complete the fields:

At a minimum you must enter the business unit and leave the default voucher
ID value of NEXT to continue creating the voucher. Other values you enter

here will be popu

lated on subsequent screens.

In this field:

Do the following:

Business Unit

Voucher ID

Short Vendor
Name

Vendor ID
Invoice Number
Invoice Date

Gross Invoice
Amount

Enter the business unit for the voucher.
Note: Based on parameters of your user profile, the business unit value may be
populated by default. Change this value if necessary.

Leave the default value of NEXT in this field. The system will assign the next
available voucher ID number when you save the voucher.

Look up, or enter, the vendor's short name. The short vendor name is a derivation of
the vendor name, and is maintained in the vendor record.

Lookup, or enter, the vendor ID.
Enter the vendor's invoice number.
Enter the date on the vendor's invoice.

Enter the total amount of the invoice.

3. Click the Add button.

Campus Voucher

Find an Existing Val

Business Unit:

Voucher 1D0:

Short Vendor Name:

Add

Vendor I0: 0000034817 |3

Invoice Humber: 8675309

Invoice Date: 04/21/2014 |

Gross Invoice Amournt: 150

ue Add a New Value

UMCCH(| LR,
NEXT

CAROLINAS -006 |Q
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Result: The system displays the Campus Voucher screen.

Campus Voucher Screen

1. Complete the fields:

In this field: Do the following:

Build Status Choose the option you want:

o Enter Voucher if you are in the process of creating the voucher, and
are not ready for the voucher to be paid upon saving.

o Build Voucher if you are ready for the voucher to be paid and
submitted into the workflow process upon saving.

o Delete Voucher if you have entered and saved the voucher in error
and want to delete it.

Invoice Number Enter the vendor’s invoice number.

Note: If you entered an invoice number on the initial Add a New Value tab, the
system will populate that number here. You can change your entry if
necessary.

Invoice Date Enter the vendor’s invoice date from the invoice or the date the request for
payment was made.

Note: If you entered an invoice date on the initial Add a New Value tab, the
system will populate that date here. You can change your entry if necessary.

Vendor Lookup, or enter, the vendor number.

Note: If you entered an vendor number on the initial Add a New Value tab, the
system will populate that vendor number here. You can change your entry if
necessary.

Note: If the vendor you need hasn't yet been created in the system, request a
new vendor with the Campus Vendor transaction. For more information,
reference Requesting a New Campus Vendor.

Note: Independent contractors, and some employees, as well as University
affiliates are set up as vendors in the system.
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In this field: Do the following:

Location Lookup, or enter, the location identifier that corresponds to the vendor
address payments should be remitted to.
Note: The location will typically be a number, such as 1, 2, and so on. Make
sure the value matches that in the Remitting Addr (remitting address) field.

Remitting Addr. Look up, or enter the value that corresponds to the pay-to address on the

invoice, or the location the payment should be sent to. This value typically
defaults based on the vendor and vendor location you entered. If the vendor is
paid by check, the remitting address is the location the University sends
payment checks to.

Note: Vendors may have multiple, different remitting addresses; each
address will have an associated code (1, 2, and so on). The actual physical
address for the remitting address key will be displayed to the right of the
remitting address field. If the pay-to address you want to remit payment to is
not available, use the Campus Vendor - Requesting Changes transaction to
request the address is added to the vendor record.

Campus Voucher

Business Unit: NCCH *Invoice Number: 2ET753099
Womches: NEXT *Invoice Date: 04242014 e
Voucher Style: Regular
*Build Status:
CAROLINAS SALES AND SERVICES
Vendor: 0000034817 i) e L
' 420 HILLSBORO ST
Location: 1 T STE 100
Remitting Addr: 1 i /3 FITTSBOROD
RC usa 27312

2. Ifthe voucher is requesting payment for an independent contractor's the
system will automatically mark the Independent Contractor checkbox. If
the Independent Contractor checkbox doesn't default correctly, contact the

Vendor Coordinator in

Disbursement Services.

3. To attach supporting electronic documents such as scanned invoice, click on
the ImageNow Attachments link. For additional information on attaching
files, see Entering Vouchers - Attaching Images or Files.

4. To addinformational comments, which may be useful for approvals or
historical documentation, click the Comments link.
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(4=}

*Inwoice Number: E875309 -
Calculate

*Invoice Date: 04/21/2014 ) Print Invoice

Combo Edit Mot Chied

Budget Chedk

F‘
. ]
Voucher Build @

Mot Chi'd

CAROLINAS SALES AND SERVICES

480 HILLSBORD 5T

Independent Contractor

STE 100
FITTSEORO ImageMow Attachments
M UsSA 27312 Comments(0)

Payment Method: “

5. Review or complete the fields:

In this field: Do the following:

Line Amount This is a system-calculated total value for all invoice lines. To refresh this
calculation, click the Calculate button in the upper-right portion of the screen.

Total Enter the invoice total amount.

Difference This is a system-calculated difference between the Line Amount and the Total.
Click the Calculate link in the upper-right portion of the screen to update this
calculation.

Payment Method Look up, or enter the option you want:
e ACH if the vendor is to be paid via Automated Clearing House (ACH).

o CHKif the vendor is to be paid by check to the remitting address
you've selected.

o WIRif the vendor is to be paid by wire to a domesic (US bank). This is
rare, and is used primarily for non-United States-based vendors.

6. Clickthe Calculate link in the upper-right portion of the screen to update the
calculated Line Amount and Difference.



1 Campus Vouchers

Campus Voucher

Business Unit:

Voucher:

Voucher Style:

Build Status:

endor:
occation:

lemitting Addr:

Line Amount:

Total:

Difference:

" H h - AT EANO0
UMCCH Inwvoice Number: 88753059 Caloulate
NEXT *Invoice Date: 04/21/2014 g Irmieices
A | Combo Edit
egular

Enter Voucher

Budget Chedk

Veoucher Build
0000022817 Q CAROLINAS SALES AND SERVICES Independ
480 HILLSBORO 5T
1 Q STE 100
1 0 PITTSBORD ImageMow A
A
NC Usa 27312 Comments(0
0.00 Payment Methpd: =
150.00 Pay Terms: Met 30
(=
-150.00

Result:The system calculates the difference between the Line Amounts and
Total. If the voucher is in balance, the Difference is 0.00. If the voucher is out of
balance, the Difference amount is displayed in red.

Invoice Lines section - Campus Voucher screen

1.

10

In the Line Information section on the Invoice Lines tab, complete the fields:

In this field: Do the following:
Distribute By Choose Qty for quantity.
Item ID Lookup and choose an item ID that matches the good or service for the line

fills in the item description for you.

item, if applicable. By selecting an item ID, which is not required , the system

Note: Over time, more item IDs will be added to the system. Not all goods or

Description Enter the description of the good or service for the line item.
Note: If you've entered an item ID for the item, the system fills in this field for
you.

Category Look up, or enter, the category that most closely characterizes the line item.

services will have an item ID.If the appropriate item ID is not available,
manually type the description of the item in the Description field

Note: Based on the category you enter here, a corresponding Account value
will default in the item accounting distribution lines.
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In this field:

Do the following:

UuoOM

Unit Price

Quantity Vouchered | Enter the quantity of goods or services for the line item. This is the quantity in

the context of the unit of measure (UOM).

Lookup, or enter, the unit of measure as per the vendor's invoice. Typically,
you will choose EA for each line item.

e Some goods or services may be invoiced in a quantity that isn't Each.
For example, goods bought and invoiced by the pound, or wire
purchased by the foot.

o If the appropriate unit of measure isn't available using the Lookup ,
choose EA for each and enter an indication of the quantity and unit of
measure in the line item Description field.

Enter the price per unit of measure.

Merchandise Amount | The system displays the line amount, which is the calculation of the quantity

times the unit price. Click the Refresh button within the system screen, not
your browser's refresh button oricon, to update these calculated line totals.

2. Toadd an additional line, click the Add a New Row button to the left of a line
item. Alternatively, click the Delete a Row button to remove a line you
entered in error or no longer need.

Note: Freight and miscellaneous charges are entered as separate line items.
Inwoice Lines

Line Informaticn |EEE

Personalize | Find | &

Voucher = i i is

Line Distribute By Item ID *Description *Category "!}GIIJJT:TEnrld =OM g::::E E:;T:tndl_e

Number )
+.]= 1|| oty e Q, |Portable Shelter & &Y 48121503 Q 1.0000| [EA |Qy [85.0000 85.00
b | = E Q, |Tie Cord :r.f 48121503 Q g0.0000| [FT |Q (020000 12.00
+] = 3 (4 |Freight/Ship Fee . |+ 78121803  |Q) 1.0000| [EA |G [38.0000 38.00
2] | [= a Q, [Rush Fee T [7Riziena |Qy 1.0000] [EA | [15.0000 15.00

ol Save| |i* Refrash

3.

Click the Distribution button to the far right of the line item to enter
chartfield values for that line.

11
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Perscnalize | Find | & “ First B9 1-3 of 4 B | ast
. Unit Merchandise S
kd UON Price a— Distribution
0000 | [EA |y [85.0000 85.00 Distribution
o000 | [FT | j0.20000 12.00 Distribution
0000| |[EA  |CX [38.0000 33.00 Distribution
0000 | ([EA [, |15.0000 15.00 Distribution
+ Add | Update/Display

Distribution Lines

1.  Onthe Chartfields tab of the Distributions Lines page, choose one of the
following:

o Enter the chartfield values for the line item.

« IfaSpeedChart key has been configured for the combination of
chartfield values , lookup or enter that key in the SpeedChart Key field.

SpeedChart keys reduce the number of keystrokes required to enter frequently
used chartfield combinations. SpeedChart codes can be defined with multiple
accounting distributions. For more information refer to SpeedChart Keys
Setup and Administration.

For more information on entering chartfield values, see Understanding Combo
Edit Errors. Additionally, consult with the key accounting personnel in your
department for guidance.

Note: There are two primary tabs for entering chartfield values. The default,
unlabled tab contains the account field. The Chartfields tab contains the
remaining necessary fields.

2. Toadd an additional distribution line in order to allocate the line item to
mulitple chartfields, click the Add a New Row button to the left of a line item.
If you have more than one distribution line, adjust the quantities and
amounts proportionally so that the totals equal the line item quantity or
amount.

3. Click the Refresh button to see the system-calculated Merchandise Amt.

4. When you are finished with the distribution lines, click OK.

12
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Distribution Lines

Business Unit UNCCH Voucher ID NEXT Voucher Line 1
Dist By Itern 10 Guantity  UOM u . ) o Merchandig
Gty it Thevalue inthe accountfield initially defaults | z=.00

a based upon the category you entered on the
WEEAtIREE line item. View and change as necessary.

. o . 1 "
T EH Firg
Chartfields || Assets Statistics ComboEdit'Budget Emor =K

Copy Down Line # Guantity Merchandise Amt GL Unit Aclgunt
Bl [=] O 1 1.0000 £5.00| (UNCC @, 538180
O Cancel| Refrash

Result: The system returns you to the Campus Voucher screen.
Campus Voucher Screen

1. Asnecessary, repeat the steps to add chartfield values for each line item as
shown in previous steps.

2. Review the following before proceeding:

a. The Difference between the Line Amount and Total must equal 0.00 for
the voucher to be paid. Click the Calculate link in the upper-right portion
of the screen to update the system's calculated difference.

b. Each line item must have distribution line chartfield accounting
information. Ensure that all line items have the approrpriate chartfield
entries.

3. Click the Save button.

Inwoice Lines
Line Information | [F5H
Voucher
Line Distribute By Item 1D *Description
Number
&l = 1 @ |Portable Shelte
] [= slay v 0, [Freight'Ship Fed
] | [= 4| Qty L 0, [Rush Fee
[5] Save || % Refresh

13
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14

2.

+ When you save the voucher, the system checks the validity of the
distribution line chartfield values you entered. If there are issues with the
values entered the system will display warning messages. You can verify
the status of the chartfield combo edit check in the upper-right portion of
the screen. For more information see the section at the end of this
reference titled Troubleshooting Combo Edit Errors .

o The Combo Editindicator will display either Not Chk'd, meaning the
combo edit process was not performed, Invalid, or Valid. The Combo Edit
status must be Valid before you can run the budget check process.

« The system saves the voucher, and assigns a voucher ID number to it.

=)
New Window | Help | Personalize Page | hl:,

Humber: 28753099 -
Calculate
Date: 04/21/201 4 [ Print Invoice
Combo Edit Valid
- i d
Budget Chedk Mot Chid

Voucher Build

CARCLINAS SALES AMD SERVICES

480 HILLSBORD 5T

Independent Contractor

STE 100
PITTSEORO ImageMow Attachments
MNC ISA 27312 Comments{0}

Click the Budget Check icon to have the system perform the budget check.

=)
New Window | Help | Personalize Page | hl:,

Humber: 2875309

(4=}

Calculate
Date: 04/21/2014 [ Print Invoice
Combo Edit Valid
Budget Chedk Mot Chid

Voucher Build

CARCLINAS SALES AMD SERVICES

480 HILLSBORD 5T

Independent Contractor

STE 100
PITTSEORO ImageMow Attachments
MNC ISA 27312 Comments{0}

Result: When you click the Budget Check icon, the system checks that there is
a valid budget and available funds for the chartfield values and amounts you
entered.



http://unc.edu/
http://unc.edu/
http://unc.edu/
http://unc.edu/
http://unc.edu/

1 Campus Vouchers

Result: After you run the budget check process, the system puts the voucher in
display mode.

3. Click the Refresh icon to switch the voucher to edit mode.

MNew Window | Help | Personalize Page | ,E,
-’L
ber: BET753099 Calculate
Frint Invoice
04212014 Combo Edit WValid
Budget Check Y Valid
Veoucher Build
ROLIMAS SALES AND SERVICES Independent Contractor
HILLSBORO ST

4. When the Combo Edit and Budget Check statuses are Valid, and the
voucher is ready to be paid and submitted into the workflow process, choose
the Build Voucher option from the list box on the Campus Voucher screen,
then click the Voucher Build icon .

cher
b i ) - B 7R Oy
UNCCH Inwvoice Number: 28753099 Caloulate
50000504 tinvoice Date: 04/21/2014 [ Frint Inveice
B | Combo Edit alid
ey lar
- =
Budget Chedk Y wvalid
Build Voucher JValid
Voucher Build lﬁl
0000034817 & SRS e S S SRR Independent Contractor

Result: The campus voucher is saved and converted into a Regular Entry
voucher. The system then routes the voucher for approval, and ultimately for
payment.

Troubleshooting Combo Edit Errors

A combo edit is a system function that makes sure your combination of entries are
valid. The system checks against pre-configured rules, and if your combination
breaks these rules, you will receive an error message.

For more information on entering chartfield values, see Understanding Chartfields
or Understanding Combo Edit Errors. Additionally, consult with the key accounting
personnel in your department for guidance.

15
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Message

Inweice line 1 has an invalid ChartField combination Fund/Source in group F5_IV on Distrib 1. (7700,39)
Invoice line contains an invalid chartfield combination.

O

1. Tonavigate to view chartfield combo edit errors, access the distribution lines
screen and click the Combo Edit/Budget Error tab.

Distribution Lines

Business Unit UNCCH Voucher 1D 50000444 Voucher Line 1
Dist By Itermn 10 Cruantity  UOM Unit Price Description

1.0000 EA 13. 768000
SpeedChart Key a

Distributions

Chartfields || Assets Statistics ComboEdit'Budget Error F=K

Message Set Message

Copy . )
= Number Number

T Gruantity Merchandise Amt Message Parameter Text

[l

=] |:| 1 1.0000 13.78 3800 31| [FUMD_CODE! CLASS _FLD

L

Ok Cancel Refresh

Note: In the Message Parameter text field, you may be able to gain insight into the
nature of the combo edit error.

Troubleshooting Budget Errors

When the system performs the budget check, it performs a series of validations
based on the chartfield values you entered. This includes checking for whether a
valid budget exists for the combination, as well as whether there are available funds
for the payment within a valid budget.

Message

Budget Chedking Emors Exist {18021,91)
Budget chedking emors were logged for this document. Please chedk the budget exception page to view them.

O

1. Tonavigate to view budget errors, access the distribution lines screen and
click the Combo Edit/Budget Error tab.
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Distribution Lines

Business Unit UNCCH Voucher ID 50000444 Voucher Line

Dist By Item 10 Cruantity  WOM Unit Price Description
1.0000 EA 13. 78000

SpeedChart Key Q

Distributions

Chartfields Assets Statistics ComboEdit'Budget Error ]

S;F:E Line # Guantity Merchandise Amt :'ET:;E: = :':z?:hagf Message Farameter Text
ElIE O 1 1.0000 13.78 20027 No Budget Exists
<
Ok Cance| Refresh

Note: In the Message Parameter text field, you may be able to gain insight into the
nature of the budget error.

1. Alternately, click the Budget Exceptions link to view budget exceptions
from the primary Campus Voucher screen.

Calculate
Print Invoice

Combo Edit alid

Budged Check Emor Budget Exception

Voucher Build -

Independent Contractor

Note: For more information, see Understanding Budget Check Exceptions.
Additionally, consult with the key accounting personnel in your department for
guidance.

17
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Running a Voucher Inquiry

18

Overview

Run a voucher inquiry to:
« Search for, or create a list of vouchers that match specified criteria.
« Find a specific voucher and view its details.

Related Reference

o Understanding Voucher Statuses, Styles, Sources and Origins.

Menu Path

Main Menu > Finance Menu > Accounts Payable > Review Accounts Payable Info
> Vouchers > Voucher

Steps - Running a Voucher Inquiry
Follow these steps to run a voucher inquiry:
1. Choose this menu option:

Main Menu > Finance Menu > Accounts Payable > Review Accounts Payable
Info > Vouchers > Voucher

Voucher Inquiry

2. Complete the Business Unit field, and as many fields as necessary to refine
your search results.

Common searches include:

o Business Unitand Voucher ID, which will take you directly to the voucher
you are looking for

¢ Business Unit, Vendor ID, Invoice Date range, and User ID

Note: For most fields there is a To and From column, unless specifying a range
of values using both the from and to columns, enter your search criteria in the
from column.
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In this field: Do the following:
Search Name Leave the default value ALL.
Business Unit Enter the business unit ID for the voucher or vouchers you are looking for.

Note: Based on your user profile, the system may fill in the the business
unit field for you. Change the value if necessary.

Voucher ID If you know it, enter the voucher ID to access the voucher you want
directly.
Note: If you enter the voucher ID, the system opens the voucher instead of

giving you a search results list.

Invoice ID If you know it, enter the vendor's invoice number that corresponds to the
invoice ID originally entered on the voucher.

Vendor SetID If you are searching for vouchers based on vendor information, enter uncch
for UNC-Chapel Hill or uncga for University of North Carolina General
Administration.

Note: If you are searching using the Short Name or Vendor Name 1 fields,
you must enter a value in the Vendor SetID field.

Short Name If you entered information in the Vendor SetID field, look up, or enter, the
vendor's short name. Otherwise, leave this field blank.

Note: If you are searching using the Short Name or Vendor Name 1 fields,
you must enter a value in the Vendor SetID field.

Vendor Name 1 If you entered information in the Vendor SetID field, look up, or enter the
vendor's primary name. Otherwise, leave this field blank.

Note: If you are searching using the Short Name or Vendor Name 1 fields,
you must enter a value in the Vendor SetID field.

Vendor Name 2 Leave this field blank.

Vendor ID If you know it, enter the vendor's unique, numeric identifier, generated by
the system when the vendor was created.

Vendor Location Leave this field blank.

Entry Status Look up, or enter, the voucher entry status, which is an indicator of the
voucher's state of processing. For more information on voucher entry status
see Understanding Voucher Statuses, Styles, Sources and Origins.

Accounting Dt If you know it, enter the accounting date or range of dates. The accounting
date determines the period in the general ledger to which the transaction is
to be posted.

Invoice Date If you know it, enter the vendor's invoice date that corresponds to the

vendor's invoice date as entered on the voucher.

Due Date If you know it, enter the date when the voucher is due to be paid. Due date
corresponds to the scheduled pay date.

19
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Control Group ID
Contract ID
Lease Number
PO Business Unit
Purchase Order
Item ID

Amount Rule

Amount

Currency

Voucher Style

Post Status

In this field: Do the following:

Entered Date If you know it, enter the date when the voucher was created.

Origin Set ID Look up, or enter, an origin set ID which is a grouping of origins for different
business units. The primary origin sets are uncch for UNC-Chapel Hill, and
uncga for General Administration.

Note: If you are searching using the Origin field, you must enter a value in
the Origin SetlD field.

Origin If you entered a value in the Origin Set ID field, look up , or enter, the

identifier on the voucher that tells you where it originated from or how it was
created. Otherwise, leave this field blank. For more information on voucher
origins see Understanding Voucher Statuses, Styles, Sources and Origins.

Note: If you are searching using the Origin field, you must enter a value in
the Origin SetlD field.

Leave this field blank.

Leave this field blank.

Leave this field blank.

Look up, or enter, the business unit that issued the purchase order.
Look up, or enter, the purchase order the voucher is for.

Leave this field blank.

Choose the amount rule that is to be used in conjuction with the Amount
field. The amount rule determines the values the system searches for, such
as "Greater Than", the amount you enter in the amount field.

Note: When you choose an Amount Rule, you need to enter an amount in
the Amount field.

Enter the voucher amount that is to be used in conjunction with the Amount
Rule field.

Note: When you enter an amount in this field, you need to also choose a
rule in the Amount Rule field.

Leave this field blank.

Leave the default All Vouchers to search for any style of voucher, or choose
a voucher style you want. For more information on voucher styles see
Understanding Voucher Statuses, Styles, Sources and Origins.

Leave blank to search for any voucher in any post status, or choose a
voucher posting status you want. For more information on voucher post
status see Understanding Voucher Statuses, Styles, Sources and Origins.
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1 Campus Vouchers

In this field:

Do the following:

Approval Status

Voucher Balance

Voucher Source

User D

GL Business Unit

Account

Department

VAT No
Process Instance

Match Status

Sanctions Status

Sort By

Sort Asc/Desc:

Leave blank to search for vouchers in any approval status, or choose the
voucher approval status you want. For more information on voucher
approval statuses see Understanding Voucher Statuses, Styles, Sources

and Origins.
Leave blank to see vouchers regardless of their balance, or choose a
voucher balance indicator:
« Balance Remains to view a list of unpaid vouchers
« No Balance to view vouchers that have been paid.
Leave blank to search for vouchers from any source, or choose a voucher

source. For more information on voucher sources see Understanding
Voucher Statuses, Styles, Sources and Origins.

If you know it, enter the system user ID of the person that created the
voucher.

Enter one of the following General Ledger business units, to search for
vouchers with matching business units in the voucher accounting
distribution lines:

e uncch for UNC-Chapel Hill
e uncga for General Administration
o afoundation business unit

Enter an account number to search for vouchers with a matching account
number in the voucher accounting distribution lines.

Enter a department number to search for vouchers with a matching
department number in the voucher accounting distribution lines.

Leave this field blank.
Leave this field blank.

Leave blank to search for vouchers of any matching status, or choose a
matching status.Vouchers that originate as a campus voucher will have a
match status as Not Applicable. For more information on voucher match
statuses see Understanding Voucher Statuses, Styles, Sources and

Leave this field blank.

Based on your search criteria, you may have a significant number of
results. If you want the system to sort your search results, choose the
primary field you want to sort results by.

If you choose to have the system sort your search results, choose one of
the following sorting options:

e Ascending if you want the results to be displayed from lowest
value to highest value, such as from A to Z or from 1 to 9.

o Descending if you want the results to be displayed from highest
value to lowest value, such as from Z to A or from 9to 1.
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1 Campus Vouchers

3. Click on the Search button.

Search Name AL (<]
From To

Business Unit |LFNCCH |Q | |Q
Voucher ID | @, | la
Invoice Id Q | |Q
Vendor SetiD Q
Short Hame | | | [
Vendor Name 1 | e, | o,
Vendor Hame 2 | (<] | la
Vendor 1D | |a [ la,
Vendor Location e
Entry Status |

Accounting Dt I | |
Invoice Date El i
Due Date T ]
Entered Date E | IEE]
Crigin Set D Q

Crrigin &} | |Q
Control Group 1D | |a, | [
Contract ID | | [ |
Lease Number | |Q
PO Business Unit 5}
Purchase Crder | |

|_ltem ID | I |

Itemn 1D |

*Amount Rule Any v|

Amount |

Currency |Q

*Woucher Style All Wouchers L

Post Status d

Approval Status L

Voucher Balance il

Voucher Source e

User IO |

GL Business Unit |

Account |

Department |

VAT No

Process Instance

Match Status [

Sanctions Status et
ax Rows e

[Sort Criteria
«Sort By: [Voucher ID | | SortDisplay
*Sort Asc/Desc: | Ascending |
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Result: The system displays a list of vouchers that match the criteria you
entered.

View the Voucher Inquiry Results and the voucher detail. Useful functions
for examining results include:

« Click on the tab to see groupings of voucher data that are displayed in the
columns of the tab.

o Click on the column header to sort the list by that field.

o Click onthe Accounting Entries, Match Workbench, Payment
Information, Scheduled Payments, or Detail Lines icons to access
the related detaill.

« Click on the Personalize link to customize the columns the system
displays for you.

“Woucher Inguiry Results

Voucher Details Amounts More Details Vendor Details =K
E:rti”::: IE:”“H Invoice Humbers ::I‘,'-I:'-tii“ Vendor I Entry Status J‘-E-Eigrl'illizﬂg Match Status
UMCCH E00DOOE4  CUH-D002 08/17/2014 0000032382 Postable Mot Applicable
UMNCCH 50000085 MBH/TEST FOR SCOTT 05/M12/2014 0000032508 Postable = Mot Applicable

MBHI/TEST FOR

UMNCCH ED0D0OES SCOTT-02 05/0%/2014 0000022508 Postable E% Matched
UMNCCH 5D00005Y SG3EBTI0I 03/18/2013 0000031712 Postable Mot Applicable

Note: When you click on links, such as Accounting Entries shown above, the
system takes you to that related inquiry or report screen specific to the voucher
line you clicked. The browser window's contents may be replaced by the new
information, or a browser tab or window, may open to display this additional
information. To return to the Voucher Inquiry Results, click on the Back to
Voucher Inquiry link, or close the new tab or window.
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