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[bookmark: _GoBack]Entering Vouchers Using Three-Way Match Lesson



	Step
	Action

	1. [bookmark: T6_F123]
	Click the Navigator menu.


	1. [bookmark: T6_F4]
	Click the State of Nebraska link.


	1. [bookmark: T6_F6]
	Click the Accounts Payable link.


	1. [bookmark: T6_F8]
	Click the Voucher Processing link.


	1. [bookmark: T6_F10]
	Click the Voucher Entry link.


	1. [bookmark: T6_F12]
	Click the Voucher Entry with PO link.


	1. [bookmark: T6_F14]
	Click the Add button.


	1. [bookmark: T6_F16]
	Enter the purchase order number to be matched to the voucher into the Order Number Field.

	1. [bookmark: T6_F18]
	Click in the Supplier field.


	1. [bookmark: T6_F20]
	Enter the supplier's Address Book number into the Supplier Field.

	1. [bookmark: T6_F22]
	Click in the Invoice Num. field.


	1. [bookmark: T6_F24]
	Enter the number printed on the supplier's invoice into the Invoice Num. Field.  

Note: Multiple invoice numbers can be entered (ex. invoice1, invoice2, invoice3, etc.) up to 25 characters.

	1. [bookmark: T6_F30]
	Click in the Fund Field.


	1. [bookmark: T6_F32]
	Enter the number of the fund responsible for the voucher into the Fund Field.

	1. [bookmark: T6_F38]
	Note:  Form options can also be selected by Right- Clicking in the form header area.

Click the Form button.


	1. [bookmark: T6_F40]
	Click the Receipts To Match menu.


	1. [bookmark: T6_F97]
	Click Find, if needed, to display a list of receipts to match. 

Note: If no available orders display, type an asterisk (*) in the Fund Field and click Find. If no available receipts display, a voucher has already been created.

	1. [bookmark: T6_F42]
	Choose one or more receipts to match by Clicking the check box next to it. 


	1. [bookmark: T6_F44]
	Click the OK button.


	1. [bookmark: T6_F99]
	Write down the system-assigned numbers in the Voucher Num and Batch header fields.

	1. [bookmark: T6_F101]
	Enter your phone number in the Remark Field in the grid to ensure it appears on the warrant stub.  This provides contact information for the payee .

Note: DO NOT make any other changes to the lines in the grid.

Review the data in the grid to validate quantities and amounts:

o Quantity to Voucher – Quantity of units being billed on the Invoice
o Amount to Voucher – Price being charged on the Invoice

If there is a variance between system data and the invoice, you must add a new line to the grid.  The OP Field must equal 4 (Create New Order Line). OP code indicates the type of Voucher Match option.

Note: The Amount or Quantity may exceed allowable tolerances, if tolerances are set up. If the system displays an "Amount Exceeds Tolerances" error, contact the Purchasing Manager to resolve the discrepancy.

	1. [bookmark: T6_F120]
	If Invoice Adjustments are required, complete the following steps:

On the first blank detail line enter appropriate date in the following fields: 

o OP = 4 (Create New Order Line). OP code indicates the type of Voucher Match option.

o Quantity to Voucher = Difference between system and invoice (this quantity can be either positive or negative depending on the situation) 

o Amount to Voucher = Difference between system and invoice (this amount can be either positive or negative depending on the situation) 

o Expense Account = Account Number to charge for additional expense (i.e. xxxxxxxx.521300 for freight expense; xxxxxxxx = Business Unit, 521300 = object account for freight expense) 

o Or Ty – if not defaulted, enter the purchase order type (i.e. OP, O9, OH, OG, etc.) (this is found on the existing lines in the grid)
Note: This should match the original lines of purchase order 

o Pay Stat = A (approved) 

Gross Amount on voucher must always equal the receipts vouchered and any additional lines 

Once all additional lines (adjustments) are entered, proceed with 3-Way Voucher Match process.


	1. [bookmark: T6_F46]
	To complete 3-Way Voucher Match process, click the OK button.


	1. [bookmark: T6_F48]
	Continue to enter vouchers or click the Cancel button to return to the Supplier Ledger Inquiry window.


	1. [bookmark: T6_F50]
	Click the Close button.


	1. [bookmark: T6_F3]
	You have successfully completed this lesson.
End of Procedure.
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