B2 Reviewing, Approving, and Working With
Voucher Batches

Overview
Review all AP batches online (Batch Type =V Voucher Entry).

Post batches after you review and approve them. If you post a batch that

contains an error, the Voucher Journal Review window indicates an Error status.

After you correct the batch, you must approve the batch again before you repost

it.

¢ If you discover a voucher entry error before you post the voucher, correct the
error prior to posting (i.e. incorrect voucher amount, account number, or due
date).

For information on why a batch may not post due to budget failure, please refer
to the Budget Failure Manual.

This work instruction shows how to:

Review a Voucher Batch

Approve Pending Voucher Batches

Post a Voucher Batch

Review and Print Posted Batch Reports

Delete an Unposted Voucher without PO

Delete an Unposted Voucher with PO
Void a Posted Voucher without PO
Void a Posted Voucher with PO

This work instruction includes Additional Functions and Options.

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 > Payment Processing > Warrant Review/Approve/Post
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Steps

Review a Voucher Batch

TiiN If the batch is already Approved, any changes to a voucher will change the
batch status back to Pending. Also, the system interprets clicking “OK” to be
a change. Use the Cancel icon unless an actual change is made.

Start this instruction from the Voucher Review/Approve/Post — Work With
Batches window.

P,

Voucher Review/ApprovelPost - Work With Batches [}

Select Fpd  Close Form  Row  Tedls |

v & X B B &

Batch Mumber / Type I It VYoucher Entiy

‘ @ Unposted Batches O Posted Batches © #ll Batches © Fending ‘

No records fetched.

Status Difference Difference

Description Documents Amount

1. Choose one of these header options:
e Unposted Batches
e Posted Batches
e All Batches
e Pending
2. Complete any of the following in the QBE row to limit your search:
e Batch Number — Type a specific batch number.
e Batch Date — Type the date the batch of vouchers was entered.

e Batch Status — Type the code that identifies the posting status of the
voucher. For example, to display only vouchers approved for posting,
type A (Approved).

e User ID — Type the NIS user ID of the person who entered the vouchers
in the batch.

Click Find.

4. Review the following for each batch, as needed:

e Batch Type
e Batch Number — System-assigned batch number.
e Batch Date — Date the batch was created.

e Batch Status — User-defined code (UDC) that identifies the batch status:
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Status | Description
Code

Blank | Unposted batch pending approval

A Approved for posting

Posted

Error. You must correct batch before posting.

Posting batch to G/L

c|T|m|O

In Use (a user has the batch open and is reviewing or
changing it)

e Status Description — Displays one of the following descriptions:

Approved
In Use
Pending
Posted

Error

e Difference Documents — The total number of vouchers contained in the
batch. This number displays as a negative.

o Difference Amount — The total monetary amount of the debit entries in
the batch. This amount displays as a negative.

e User ID — The NIS user ID of the user who entered the batch.

5. Choose a batch.

Click Select; or Row, Batch Reviews, Voucher Review. The Voucher
Review/Approve/Post — Voucher Entry Journal Review window appears.

~

Choose a voucher.

& The following example is for a Voucher generated from either the Voucher
Entry without PO or the Employee Reimbursement Entry. Vouchers
generated from the Voucher Entry with PO process and vouchers generated
from the Multiple Vendor Payment Entry process are listed as separate
procedures in examples below continuing at step 8 on each one.

Scenario

1: Review a voucher generated from the Voucher Entry without PO

or Employee Reimbursement Entry processes:

8. Click Select; or Row, Voucher. The Voucher Review/Approve/Post — Multi
Company — Single Supplier window appears.
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e,

Voucher Review/ApprovelPost - Multi Company - Single Supplier

il
OK  Delete Cancel Row Imals

B 0 X 8 & |

‘ Dot MoypeiCo [s6a885A By 56650 Batch No 601325 Frew Dot ‘
Supplier Number ‘112555 PETERS, RUTH A

Invaice Mumber E Payment Terms \DDT

Invoice Date W Gil Date * W SemTax Date W

PO Na/TypeiCa [ [ | [ oiscourt %

Remark [

Records 1-2

5025008 531100 OFFICE SUPPLIES EXPENSE

o
< m \

Account Description Amount Explanation Pymt | Discount | Due Diset
Humber Terms | Due Date | Date Avail

156.00 oo |osmsrzo0 | 0siosizoos | |

Amaount |156.00 Disc Tax

Taxable

—

9. Review. Click Cancel, or OK if changes were made.

10. Click Row, G/L Distr. The Enter Voucher — G/L Distribution window
appeatrs.

Voucher Review/ApprovelPost - GIL Distribution
Cancel Form  Row  Iools

DEmeE

X 58 B &

Document No/Typ/Co |se99858 [Py 56650 Batch Number 601325 ‘
Supplier ‘112595 Explanation PETERS, RUTHA

GIL Date 05152004

Records 1-2

BB E

65025009.531100 QFFICE SUPPLIES EXPENSE 156.00 56650
O

£ Im |

Account Humber * Account Amount Explanation Fund | SBL [ Sub-
Description -Remark- Type | ledger

Amount

Remaining

oo

11. Review the G/L distribution information.

12. Click Cancel to return to the Voucher Review/Approve/Post — Voucher Entry
Journal Review window.

13. Click Close to return to the Voucher Review/Approve/Post - Work with
Batches window.

14. Click Close.

Scenario 2: Review a voucher generated from the Multiple Vendor Payment
Entry process.

8. Click Select; or Row, Voucher. The Voucher Review/Approve/Post — Enter
Voucher — Payment Information window appears.
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e,

Voucher ReviewiApprovelPost - Enter Youcher - Payment Information [}
OK  Delte Cancel Form Row Tedls |

B 0 X 8 B &

Docurment No/TypCo ‘gggggg ‘F\; ‘555@ Batch Mo [Bo1624 Prev Dot ‘
Company 56650 ACCOUNTING DIV REVOLVING

Supplier Number 500243 ALL MAKES OFFICE EQUIFVMENT, . Business Unit | 1

Invaice Mumber | [ oiscount % Default Payment Terms

Invaice Date ‘01/27,2005 Gil Date [01127/2008 ServicelTax Date 01/27/2008

Records 1-2

Pay | Gross BT Remark Due Pay Open GAL Bank |
tm | Amount Terms Available Date Status c Amount Number

15000 | 02260008 |4 150.00 | 9899
() 002
<] . | >
Gross ‘155 fili] Disc | Tax | Taxahle

& The detail of the window above wil vary depending on the source of the
voucher information. The following steps however remain the same
regardless of the appearance of the Voucher Review/Approve/Post — Enter
Voucher-Payment Information window.

9. Review the following and make changes as needed:
e Gross Amount — Amount of the pay item.
e Discount Available — Default discount assigned to the supplier, if any.
o Remark — Brief description of the transaction and/or payment.
e Due Date — Net due date.
e Pay Status — UDC that indicates the payment status.
e Open Amount — Outstanding balance on the amount due.

e Payee Number - DO NOT CHANGE the PAYEE number, contact the
Address book representative at DAS - State Accounting for changes.

e G/L Offset — Predefined automatic offset account code, which may have
been overridden for a specific type of payable.

10. Click Cancel.

11. Click Row, G/L Distr. The Voucher Review/Approve/Post — Enter Voucher —
G/L Distribution window appears.

o

Voucher ReviewiApprovelPost - GIL Distribution o
Cencel Form Row  Tools
5 =&

Document NoTyp/Co [5700888 [Py 55110 Batch Mumber 601388 ‘
Supplier [34836E0 Explanation |CHRISTOPHER JOBMAN

GIL Date 0502172008

Records 1-2

& Account Humber * Account Amount Explanation
Description Remark-

® U2242075670.472100 SALE OF SUP & MAT 100.00 CROBMAN KN 5002558002 54110

O

<] I ] B>

Amount Rernaining
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12. Review the G/L distribution information.

13. Click Cancel.
14. Click Close.

Scenario 3: Review a voucher generated from the Voucher Entry with PO

(Two-Way Match or Three-Way Match) process:

Click Select; or Row, Voucher. The Voucher Review/Approve/Post —
Voucher Match Reversals window appears.

8.

——

Voucher ReviewlApprovelPost - Voucher Match Reversals

[

T

Cancel Form  Tooks

|508520
Inwoiee Mumber [

Supplier

Gross Amount }4‘855.50
Tau Arnount |

Retained Amount

PEOPLESOFT USA - PURCHASE

Youcher Ty Co
Payment Terms
Fund

Invaice Date

Gil Date

Business Unit

| 85025009

|5683444

[smesn

[11

Y 56650
Payment Inst
Batch Mumber

Taxahle Amount ‘
[

Records 1-2
Amount

= 2nd ftem Account Humber

Humber Matched

@) 91423 BA025003 543200 UPGRADE 4,980.00
124.50-

Custor Grid
UM |order |or | Order
Humber | Ty | Fd
46183 09 5650
46183 09 56650

Quantity

Retained
Amount

Matched
400000 EA
(@] 65025009.543200.UPGRADE 1.0000 EA

<] i

Review the voucher information.

& No changes can be entered on this screen due to the interaction
between the Accounts Payable and Procurement processes. If changes
are required, the transaction must be deleted if the voucher is unposted,
or voided if the voucher is posted. If the voucher is posted, the payment
process will need to be reinitiated using the correct data.

10. Click Cancel.

Approve Pending Voucher Batches

& The ability to approve a batch is limited by State Accounting. Only

authorized approvers will be able to view and approve batches for users they
have authority for. The person preparing the batch will not be granted
authority to approve that batch.
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Start this instruction from the Voucher Review/Approve/Post — Work With
Batches window.

P,

Voucher ReviewlApprovelPost - Work With Batches

DE &

v & X B B &

Select Fpd  Close Form  Row  Tedls |

Batch Mumber / Type

W VYoucher Entiy

‘ @ Unposted Batches O Posted Batches © #ll Batches © Fending ‘

No records fetched.

Batch Batch

Humber

Batch
Date

Batch
Status

Status
Description

Difference
Amount

Difference
Documents

B ppe

Type a batch number in the Batch Number field, as needed.

2. Choose the Pending header option to display the unposted batches awaiting
approval.

Click Find.

Choose a batch to approve.

ool Soft.

Voucher ReviewiBpprovelPost - Work With Batches [i

Select Fpd  Close Form  Row  Tools |

v & X B B B

Batch Number [ Type ‘, v Voucher Entny

‘ @ Unposled Batches ) Posted Batches © #ll Batches © Pending ‘

Records 1-20
Batch Batch Status Difference Difference
L] Humber Status. Description Documents. Amount
v 601322 12015/200% Pending 1- 50.00- MISSWERRIT Iz‘
v B01325 120115/200% Pending 1- 156.00- MISSMERRIT
O v 601384 120221200 Fending a7- 127,885.25- PDOS102A
O v 601385 12221200 Fending 9- 1,624 56- PDO&102A
O v BO1386 1202212002 Fending 14- 21,527.01- PDO&102A
O v B01387 1202212002 Fending 735 1,188,01335- PDOA102A
O v 601388 1202212002 Fending 6 35,831.35- PDOS102A
Ov 601389 12/22/200% Fending 3 30000- PDOS102A 3
A ending 3 -

W 601380 12/22/200% Pend| 342 412,467 28- PDOS102A

O v 601381 12/22/2002 Pending 27- 16,447 87- PD0O5102A v
&] pone © Internet

5. Click Row, Batch Approval. The Voucher Review/Approve/Post — Batch
Approval window appears.

PeopleSoft.
Voucher ReviewiApprovelPost - Batch Approval ]
QK Cancel Form Tools
8 X
Batch MumberType 601322 ¥ ‘
O Approved - Batch is ready to post
@ Pending - Batch is not ready to post
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6. Choose the Approved — Batch is ready to post option.

ﬁ If you selected more than one batch, the Batch Approval window
displays the next pending batch one by one until you have approved all
of the batches selected.

7. Click OK. The Voucher Review/Approve/Post — Work With Batches window
appears.

8. Verify that the batch's new status is Approved.

Post a Voucher Batch
Continue this instruction from the Work With Batches window.

1. Type the number of the batch that contains your document in the Batch
Number/Type field, as needed.

Click Find.
Choose a batch in the detail area with a status of Approved.
Click Row, Post by Batch.

Click OK on the Printer Selection window.

o > N

ﬁ The batch is available in .pdf format by working with Submitted Jobs. See
Review and Print Posted Batch Reports.

6. Click the Posted Batches header option.
Click Find.
2]
Voucher Review/Approve/Post - Work With Batches DER

v @ X O B &

Batch Number / Type - v Voucher Entry

Select Find Close Form Row Jools ‘

| O Unposted Batches (& Posted Batches O Al Batches O Pending ‘

Records 1- 10 1] Customize Grid O}
Bate Batch Batch

B 1ype | Humber | Date

[ETiR 22846 02/18/2002 D Posted 2 84252- JWITTMA

B 28695 03/03/200 D Posted 2 912.91- KZIMBEL

[ 55 28861 03/03/200Z D Paosted 1) 50.00- BWICKEN

o v 28873 03/03/200: D Posted 18- 251,207.78- KZIMBEL

Oov 28918 03/03/200 D Posted 2 78.71- KZIMBEL

Fle 28926 03/03/200% D Posted 2 1,267.00- WMOHLIN

[Fla gy 28958 03/03/200: D Paosted 1- 119.98- LMAGRUD

Oov 28971 03/03/2003 D Posted 15 12,348.50- PDD5102A

EIE 28972 03/03/200: D Posted 85- 119,973.04- PDOS102A

[FliEv: 28973 03/03/200% D Posted 29- 7,44311- PDO5102A

.g'}ome # Internet

8. Verify that the batch's Status Description is Posted.

Review and Print Posted Batch Reports

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
in the System Basics Training Manual. Choose the Job Details to view
(R09801_...) once the Description is "Done".
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Delete an Unposted Voucher without PO
Payables > Voucher Processing > Voucher Entry > Voucher Entry without PO

Start this instruction from the Voucher Entry without PO — Supplier Ledger Inquiry

window.
e
Voucher Entry without PO - Supplier Ledger Inquiry ]

Select Fnd  Add  Copy Delefe Close Form  Row  Tools |

v & + B 0 X B B R

Supplier Mumber " P

‘Dale Fram Thry ©iniiice Oo |
Crecurring [ summarize O Paid O open O iwithheld @ a1

‘ Batch Mumber - |

No records fetched.

Document Invoice: L Discount Open Payment | Supplier
Humber Date Due Date Amount Handling | Humber

<l Im | [2

Enter Batch Number, Document Number, or Supplier Number.
Click Find.

Choose the document(s) to delete.

1

2

3

ﬁ If you wish to delete all the documents in a batch or all the documents for a
supplier, choose the "select all" box (left hand side of QBE line). Up to 200
records will display in the grid with a checkmark.

ﬁ If your batch or supplier has more than 200 documents/records, click scroll-
to-end to retrieve all records. Only 200 can be displayed and deleted at one
time.

4. Click Delete. The confirmation window appears.

Pl

Voucher Entry without PO - Supplier Ledger Inquiry ]
Select Find  Acd  Copy Delete Close Form  Row  Todls |

v & + B 0 X 8 B &

Supplier Mumber s
‘ Date Fram ‘ Thru @ Invoice OoL |
[CIRecuring [Jsummarize = - —(C Open O Withheld (o]
Microsoft Internet Explorer
‘ Batch Number & = |
|

\3_) Are you sure that you want to delete the selected ftem?

Records 1-3

B =

oo ||| ;

Document Doc Doc Invoice S e Pay Payment Supplier Paye|
| Humber Type | Fd Date Date Amount | Amount Stat Handling Humber Hum
] SGEEE04 PV 46910 04/28/200£ 05/01/2002 04/29/200£ 04/29/2005 1,500.00 (5 512390 4
ABEEE04 PV 5B650  O7/01/200% 07/01/200% 07/31/2008 07/31/2005 4522 4522 A 500075 4
O 1,545.22 45.22
<l i | B

5. Click OK. Then if the document has not posted and no warning is received
move to step 7.
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i) If the document has been posted, you will be prompted to enter the G/L
date for the voiding entry. Enter today's date as the G/L date.

6. Click OK.

Ay If you received a warning the batch was posted and were prompted
to enter a G/L Date, be sure to repost the batch to complete the void
process.

7. Click Close.

ﬁ When deleting a multi-line voucher, all lines are deleted as expected.
However, line items which were not highlighted for deleting still appear. After
refreshing the screen (clicking Find), no line items appear.

Delete an Unposted Voucher with PO

Navigation for Two-Way Match Vouchers: Payables > Voucher Processing >
Voucher Entry > Voucher Enter - 2 Way Match Z(8)

Navigation for Three-Way Match Vouchers: Payables > Voucher Processing >
Voucher Entry > Voucher Entry with PO

Start this instruction from the Voucher Entry with PO — Supplier Ledger Inquiry

window.
R
Voucher Entry with PO - Supplier Ledger Inquiry ]

Select Fpd  Add  Copy Delete Clpse Form  Row  Tools
v & +# B 0 X 5 8B =

Supplier Murnber i*

‘Dala Fram ‘ Thru @ Invaice QoL |

Crecurring [ summarize O Paid O open O withheld ®al
‘ Batch Mumber 3 |

No records fetched.

m |[53| Locument Invoice: i Discount | Due Open Pay |Payment | Supplier
Humber Date: Due Date Date Amount Stat Handling Humber

<] il ] 2]

1. Enter Batch Number, Document Number, or Supplier Number.
2. Click Find.

3. Choose the document(s) to delete.

& If you wish to delete all the documents in a batch or all the documents for a
supplier, choose the "select all" box (left hand side of QBE line). Up to 200
records will display in the grid with a checkmark.

ﬁ If your batch or supplier has more than 200 documents/records, click scroll-
to-end to retrieve all records. Only 200 can be displayed and deleted at one
time.
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e,

Voucher Entry with PO - Supplier Ledger Inquiry

)]

Records 1-2

|sTo1a17

Document

m (i Humber

Invoice
Date

Discount
Due Date

Open
Amount

Payment
Handling

Supplier

O STO1B17 PV 40000 121202008 05/22(200F DE/2202006 052212005 25000 25000 A 3483742 34
O 250.00 250.00
< il | [>

Select Fpd  Add  Copy Delete Clpse Form  Rew  Tools
v + =
Supplier Mumber I
‘ Date From ‘ Thru & Invoice 0oL |
[CRecuring [ gummarize O Paid O open O withheld @Al
‘ Batch Mumber B |

4. Click Delete. The confirmation window appears.
TR,
Voucher Entry with PO - Supplier Ledger Inquiry ]
Select Find  Add  Copy Delete Close Form  Row  Tools
v @ + B O X E B |
Supplier Mumber @
‘ Date From ‘ Thru @ Invoice OoiL |
[CJRecurting [ summarize = = Open C Withheld ®al
Microsoft Internet Explorer a
‘ Batch Mumber & = |
“. re you sure Ehat you want to delete the selectes \Em?‘
T H‘_’l Are that y t to delete the selected it
]
W i [T [Fa |G e |uebwe |oute | mourt | mourt Handing | Warmbir
8701617 PV 40000 12020/2008 05/22/2002 06/22/2008 05/22/2005 25000 25000 A 3483742 3.
] 250.00 250.00
<] m I >
5. Click OK. The Voucher Entry without PO — Voucher Match Reversals
window appears.
6. Enter today’s date in the G/L Date field.
Click Form, Reverse. You will return to the Voucher Entry w/ PO — Supplier
Ledger Inquiry window.
8. Click Close.

& When deleting a multi-line voucher, all lines are deleted as expected.
However, line items which were not highlighted for deleting still appear. After
refreshing the screen (clicking Find), no line items appear.

Void a Posted Voucher Without PO or
Employee Reimbursement

M Vouchers that have been paid must have the warrant voided before the
voucher can be voided. Contact State Accounting to have this done.

Payables > Voucher Processing > Voucher Entry > Voucher Entry Without PO

Start this instruction from the Voucher Entry without PO — Supplier Ledger Inquiry
window
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PeopleSoft,

Voucher Entry without PO - Supplier Ledger Inquiry [i
Select Fnd  Aed  Copy Delete Clpse Form  Hew  Iools |

v & +# B 0 X B B &

Supplier Mumber i

‘ Date From Thru @ Invoice QoL |

[ Recurring [ gummarize O Paid O open O withheld @Al
‘ Batch Number = |

No records fetched.

Document Invoice 1 Discount | Due

B3| yomber Date Due Date | Date

1. Type any known information about the voucher in the header or QBE line
(ex. Supplier Number, Document Number, etc.)

Click Find.

Choose the Document Number to void.

2

3

ﬁ Voiding a Document Number will not void the entire batch. Only the chosen
row(s) will be voided.

Click Delete. A verification window will appear.
Click OK on the verification window.
Enter the current date in the G/L Date field.

[ @ 9 &

Be sure to change this field. The G/L Date field defaults to the original
voucher entry date. If this date is in a prior month, the void can not be
posted.

Click OK to return to the Voucher Entry without PO window.
Click Close.

T ®

Voiding a Posted Voucher will create a batch that will need to be posted.
Please refer to the work instructions to Post a Voucher Batch.

Void a Posted Voucher With PO

Navigation for Two-Way Match Vouchers: Payables > Voucher Processing >
Voucher Entry > Voucher Enter - 2 Way Match Z(8)

Navigation for Three-Way Match Vouchers: Payables > Voucher Processing >
Voucher Entry > Voucher Entry with PO

Start this instruction from the Voucher Entry with PO — Supplier Ledger Inquiry
window
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e,

Voucher Entry with PO - Supplier Ledger Inquiry ]
Selct Fd  Add  Copr Delete Clse Eerm Rew  Tools |

v & + B O X B B &

Supplier Mumber Ir

‘Date From | Thru @ Inwvoice QoL |

[ Recuring [ gummarize O Paid O open O withheld @Al
‘ Bateh Mumber & |

No records fetched.

Documnent Invoice: i Discount | Due Supplier

m [ Humber Date Due Date | Date u u Stat | Handling Humber

<l i | [

1. Type any known information about the voucher in the header or QBE line
(ex. Supplier Number, Document Number, etc.)

Click Find.
Choose the Document Number to void.

2

3

& Voiding a Document Number will not void the entire batch. Only the chosen
row(s) will be voided.

4. Click Delete. A verification window will appear.
Click OK on the verification window. The Voucher Entry with PO - Voucher
Match Reversals window appears.

6. Enter the current date in the G/L Date field.

LN Be sure to change this field. The G/L Date field defaults to the original
voucher entry date. If this date is in a prior month, the void can not be
posted.

7. Click Form, Reverse to return to the Voucher Entry with PO - Supplier
Ledger Inquiry window.

Click Close.

©

& Voiding a Posted Voucher will create a batch that will need to be posted.
Please refer to the work instructions to Post a Voucher Batch.
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Additional Functions and Options

You can do the following from the Work With Batches window.

Reviewing, Approving, and Working With Voucher Batches

To Do This
Display the Work With Servers | Click Form, Servers/Reports
window.

Review journal entries.

Click Form, Transaction Apps, Journal
Entry to display the Work With Journal
Entries window.

Review voucher information.

Click Form, Transaction Apps, Voucher
Entry to display the Supplier Ledger Inquiry
window.

Review receipts.

Click Form, Transaction Apps, Receipts
Entry to display the Work With Customer
Receipts Inquiry window.

Review invoices.

Click Form, Transaction Apps, Invoice
Entry to display the Work With Customer
Ledger Inquiry window.

Inquire on a fund (company).

Click Form, Organization, Companies to
display the Work With Companies window.

Inquire on a business unit.

Click Form, Organization, Business Units
to display the Work With Business Units
window.

Review the supplier's address
information.

1. Click Select to display the Voucher
Entry Journal Review window.

2. Click Select to display the Enter
Voucher — Payment Information
window.

3. Click Form, Address Book to display
the Work With Addresses window.

Add or review existing
attachments to a G/L
distribution.

1. Click Select to display the Voucher
Entry Journal Review window.

2. Click Row, G/L Distr to display the
Enter Voucher — G/L Distribution
window.

Click the distribution line.

4. Click Row, Attachments to display the
Media Objects Viewer window.
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