2 Print Voucher Journal Report

Overview

Run this report to review vouchers before posting the voucher batches.

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal
agency resources and the Department of Administrative Services website:
http://www.das.state.ne.us/

Navigation

Click Roles, Accounts Payable
(Citrix users — right click on the menu, choose View by Role, choose Accounts
Payable.)

Accounts Payable > Inquiries & Reports > Accounts Payable Reports > Voucher
Journal

Accounts Payable > Voucher Processing > Voucher Journal

Accounts Payable > Prior Year Voucher Processing > Voucher Journal
Steps

Run the Print Voucher Journal Report

Start this instruction from the Version Prompting window.
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1. Choose Data Selection, click Submit. The Data Selection window appears.
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2. On the first row (Batch Number), complete the following field:
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Nebraska Information System (NIS) Print Voucher Journal Report

¢ Right Operand - enter the batch number for which to run report

ﬁ To change the information in the Right Operand field, click the drop-down
arrow in the corresponding row and choose Literal. Enter the appropriate
information, and click OK to return to the Data Selection window.

3. Click OK. The Printer Selection window will appear.
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4. Click OK to run the report and return to the menu.

ﬁ View the Report via Submit Job or View Job Status. For step-by-step
instructions, please refer to the Working with Submitted Reports work
instructions. Choose the Job Details to view (R04305 _...) once the
Description is "Done".
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Voucher Joumal Report Page - 1
......Doamem...... GlDaie Duebat= Co Addressé  Suppler Name Ps Amounts
Ty Mumber Co  hem InvDame GilCls: PO.# Invoice Numoer Pl Gross Tax Ty
Account Number Account Deserigtion JE - Remark Discount Available GIL Distributen LT PC Suoledger Ty
Batch Number 600376 Type  # Date 0323005 UserlD  NISSLORTZ Transaction Originator NISSLORTZ
T7 S66BS29 7ESSD 001 Q92405 092005  7ESS0 508224 ALL AGENCIES ACCTNUMBER: A 26473
032208 057051205157 T
76550.211208 AMERITAS LIFE INS CORP-ST RET 26473 A
Totals for Documant 7 SeEasE 76550 %473 473
T7 5668600 76SSD 001 0985 093005 7S50 522310 AL AGENCIES ACCTNUMBER: A 62
052205 0529051205152 T
78550211234 FORTIS BENEFITS INSURANCE 624 A
Totals for Document 7 sessE00 78850 522 £28
T7 SeeEEDT 76SSC 007  092E05 0WAQNS  7ESSO  S3FRIT AGENCY 852 ACCTNUMBER: A 1247
0328705 0329051207153 T
76550211256 NAPE AFSCME LOCAL 61 1247 an
Totals for Document 7 seesant 7ess0 247 247
T7 Se6E602 7ESSD 00T 092405 092005 7ESS0 552594 ALLAGENCIES ACCTNUMBER: & 70
035808 05345205154 T
76550211298 PROVIDENT LIFE 70 a4
Totais for Decument 7 seess0z 78550 70 70
Totmis for Batch 500376 s 6414
Totals for Company 78550 ETEr a0
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