UTA

Knowledge Services
‘OFFICE OF CONTINUOUS IMPRO

S IMPROVEMENT

Purchase Order Payment Voucher Job Aid

Purchase Order Vouchers

The Purchase Order (PO) Voucher is used to request a payment for goods and/or services that were

ordered using &pecial itenpurchaseorder. This includes items such as computer equipment,
maintenance contracts, lab equipment, etc.

The process starts with@pecial ItenRequisitionwhich, when approvedcreates and dispatches a
purchase order to a suppligthe order willthen be fulfilled and shipped

When items on the invoice are received and accepted, a PO Voucher is processed togugopliee.

Note: Not all items require a systematic receiporder to process a PO Voucher. The voucheenol
duringa budget checkf a receiptis required.

Things to consider before starting a PO Voucher:

T

T

The date the invoice was received on campus must be indicated on the support documentation,

the date can be handwritten or use a pireked date stamp.
An original invoice is required fpayment to a suppliert should closely match the information
on the requisition and subsequent purchase ordez. supplier name should match, line items

should match, pricing should match.

Property management must be notified to providsset tags foall controlled items shipped to

the department.

When processing a Purchase Order (PO) Voucher, the elements of the chartfield string (Fund,
Department, Function, Cost Center, Project) should not be updated from the approved PO on

the voucher. This includausing the SpeedChart function.

Create the Voucher
1. Begin by navigating to théoucher Regular Entry in UTShai@Bar>Menu >Financials>

Accounts Payable Vouchers>
Add/Update >Regular Entnor using the
blue menu bar at the top of the UTShare
screen Accounts Payablélomepage>
Voucher Entry

TheVoucher search page is displayed

2.
3.

Click the Add a New Value Tab (if needed)

Enter thelnvoice Numberappearing on the
supplier invoice received. If one is not
available, enter a meaningful unique
reference number or statement.

Enter the Invoice Date.

ClickAdd.

Voucher

Find an Existing Value Keyword Search Add a New Value

*Business Unit UTARL | Q
Voucher ID NEXT

Voucher Style| Regular Voucher

Supplier Name

Short Supplier Name

Supplier ID

Supplier Location

Address Sequence Number 0/Q

I Invoice Number 9876543210

| invoice Date|01/21/2021 i |

Gross Invoice Amount

Freight Amount

Misc Charge Amount
PO Business Unit Q

PO Number

Estimated No. of Invoice Lines 1

0.00
0.00
0.00
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TheVoucher Invoice Information page displays:
The Invoice number and date populate witretimformation you entered.

The next steps will copy the PO information into the Voucher.
6. To the left ofCopy From Source Documertdick the expand arne (=] to open the pané

7. Click the search arrow by the Copy From field and chBosehase Order Only
8. ClickGo

| New Window | Help | Personalize Page
Invoice Information || Payments || Voucher Attributes
Business Unit UTARL Invoice No 9876543210 L2 i Non Merchandise Summary
Voucher ID NEXT Accounting Date 02/25/2021 5 Line Total 0.00 Session Defaults
Voucher Style Regular Voucher *Pay Terms | NET30 Q" Netao Day *Currency usb|Q Comments(0)
Invoice Date|01/21/2021 ol Basis Date Type Inv Date Miscellaneous 5 | Attachments (0)
Invoice Received o) Freight - Basis Datercaqulanon
Template List
Total 0.00 Advanced Supplier Search
Supplier ID Q Control Group Q Difference 0.00 Supplier Hierarchy
ShortName Q Pay Schedule|Manual v Supplier 360
Location
*Address Incomplete Voucher
Save Save For Later Action| v Run Calculate Print
I Copy From Source Document I
PO Unit Q PO Number Q Copy PO Copy Fromi.Nong v
Invoice Lines Non PO Receipt Find | View All First 4 10f1 (b Last
None
i ) SpeedChart =
Line 1 (JCopy Down P 2 PO Receipt O one Asset HE
“Distribute by [(Amount ) Ship To|CENT110 Q el | Purchase Order Only e
. Template
Item Q Description Vohar Calculate
Quantity
uom Q
Unit Price
Line Amount 0.00

The Copy Worksheet screen displays:
9. EnterUTARIn the PO Business Unit field.
10. Enter the PO# in the PO Number Fridetd or use the Search icon to find and seleat fAO.

11. Click theSearchbutton.

Copy Worksheet

Business Unit UTARL Return to Invoice Information Voucher NEXT

PO Lookup Criteria

PO Business Unit UTARL Q@ Arlington Reset View Matched /Cancelled Only
PO Number From 0000010393 Q PO Number To
PO Line Number From PO Line Number To
PO Date Option[NoDate v} PO Date bl

Additional Search Criteria

Max Rows Search Copy Sele
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The Copy worksheet expands to display the PO line items.
If there are more than 1 line on the PO

12. dick theView Alllink. This will expand to view all of thiees

Copy Worksheet

Business Unit UTARL Retum to Invoice Information Voucher NEXT

PO Lookup Criteria

PO Business Unit UTARL @ Arlington Reset View Matched /Cancelled Only
PO Number From 0000010393 Q PO Number To Q
PO Line Number From Q PO Line Number To Q
El

*PO Date Option(NoDate ] PO Date

Additional Search Criteria

Copy Selected Lines

Max Rows Search

Select PO Lines Find | View All
PO Number 0000010393

PO Unit UTARL
PO Date 10/17/2017

Supplier ID 0000102178  Plastic Card ID

First (4 10of1 (» Last

¥ Select Al Deselect Al
Personalize | Find | View All | {2 | ;g First

10f3 » Last

Select PO Lines

Main Information Contract Information UPN Information

PO Total

. . Line Schedule oy Quantity - .
Select Unit Price At o Item ID Description R enhared uom Merchandise Amount Currency PO Qty UOM PO PO Price
) 2 1 Eina intentionally loft 187500.0000] EA usD 187500.0000 EA
¥ SelectAll Deselect Al PO Line Count 3
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It may be necessary to adjust the QuantityAsnount being vouchered to match the invoice.

13. Select the Pnes to pay by selecting individdales orclickSelect AllJust make sure that
those lines to be paid have checks in the check boxes.

14.If necessary, wdify the Quantity Voucher or Merchandisendunt.

15. Click theCopy Selected Lines buttoThis action will redirect you back to thevoice

Information page

Max Rorwm Sasrch Copy Salected Lines _
Select PO Lines Firul o R F Tedd Las
PO Uil UTARL PO Humib? 0000030044
Supplier ID 000010006 Sound Productons PO Datw (2035020
M Selectaa Denslect A1
Salect PO Lines Personalive | Fird | View 1 | (2 | |7 Fimt -2l L
Main Information | Gontract iformation | UIPW Informartior
Select  Unt Py ety e BemD Descripiion e UOM  Merchandise Amgust Cfrency PO Gty UOM PO PO Pr
m 0T 62000 EZAL?”DC' FHRLE dfns 40000 EA 243048 50 40000 EA
/] 80762000 Pt A 4.0000) EA 243048 [0 4000 EA
PO Total 34 860 5
H - . c v =~ - , = A =
16. Click theCommentdink to add any notes or payment instructiodsa dzZOK | & a @K S O]

by [person namepn [date]eX

2 NJ & LINE QIS a8

Lk e¥Syliéovo

17. Click theAttachments linkto upload the support documentation (signed supplier invoice and/or
packing slip) to the Vouchefhe supplier invoicenust be attached.

18. Click theBasis Date Calculatiolimk.

ke No 9876543210 Invoice Total Non Merchandise Summary
Date |02/25/2021 B Line Total 4,860.96 Session Defaults
lerms |[NET30 Q= Net 30 Day “Currency usbl@, Comments(0)
Type Inv Date Miscellaneous ] Attachments (D)
Freight = Basis Date Calculation
Template List
Total 4,860.96 Advanced Supplier Search

troup Q Difference 0.00 Supplier Hierarchy
edule| Manual v Supplier 360

Last Revision01/2022
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TheBasidate Calculatiorfields are used to determintne Payment Basis Date. The Payment Basis Date
determines the date when the payment is scheduled to pay. The Scheduled Due Date can be viewed
from the Payments page. If this system has determined that the paymenerdue, with a valid

reason, you may stop the interest from being paid to the vendor from the Payments page.

19. In the Invoice Receipt Date field, enter the date the invoice was received.
20. Enter Goods/Services Receipt Date.

21. ClickCalculate This generates the scheduled payment date.

Date Calculation

I Help

Back to Invoice

Date Calculation Basis Texas Prompt Pa v -
Service Dates

Fed Pymnt Basis Date 02/05/2021 [ Edit Project Service Dates
| ‘ . ; " ) s

Invoice Receipt Date 02/05/2021 _|[wy) Invoice Date | 01/21/2021 |3y Service Start Date 02/25/2021 m
I Goods/Services Receipt] 01/29/2021 [GU}  Acceptance 0 Service End Date 02/25/2021 5

Date Date

Cancel | | Calculate | ( Update ALL Voucher Lines

22. Enter the date the goods were provided or the date the service began in the Service Start Date
field. This can be the same date as the Service End ddiis it one time good or service.

23. Enter the date the goods were provided or the date the service was completed in the Service
End Date fieldThis can be the same date as the Service Start date if this is one time good or
service.

24. Click theUpdate ALL VouchrdLinesbutton. This action will apply the dates to all your invoice
lines on the Invoice Information page.

25. Click theBack tolnvoicelink to return to the invoice information page.

Date Calculation
| Help

Back to Invoice _

Date Calculation Basis (Texas Prompt Pay V] .
Service Dates
Fed Pymnt Basis Date 02/05/2021 (J Edit Project Service Dates
Invoice Receipt Date 02/05/2021 [z Invoice Date  (01/21/2021 |3 Sarvice Stast Date 02/01/2021
Goods/Services Receipt 017292021 [ pcceptance £l Service End Date 03/01/2021 o
Date Date
Cancel Calculate ﬁ Update ALL Voucher Lines

Note: The Date Calculation page is used to calculate the promptgiggy According to the Prompt Pay

Act, the university is required to pay a vendor for goods and/or services within 30 days from the date the
goods are provided, the services completed, or invoice is received, whichever is the later. Agencies that
pay vendars after the payment due date will be required to pay an interest penalty fee. This page is used
to enter information required for the prompt payment calculation.
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26.Back on the main Invoice Informati page hotice the vendor name, address, line items, dinel
chartfield information is copied into your voucher.

27.Scroll down ancClickSave

TREw WITIow T ReTm | Fa0e
Invoice Information || Payments || Voucher Atiributes
Business Unit UTARL Invoice No 9876543210 Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date 02/25/2021 &) Line Total 4,860.96 Session Defaults
Voucher Style Regular Voucher *Pay Terms NET30 Q% e Day “Currency uspjq_ | Comments(0)
Invoice Date| 01/21/2021 ] Basis Date Type Inv Date Miscellaneous - Attachments (0)
Invoice Received|02/05/2021 ol Freight 5 s Date
‘emplate List
Sound Productions .Mal Advanced Supplier Search
Supplier ID/0000100369 Q Control Group Q Difference 0.00 Supplier Hierarchy
ShortName SOUNDPRODU-001 Q@ Pay [Manual v Custom Fields
Location 001 Q _S'u_ppliFSSGO
. m
Address, 1 Q Incomplete Voucher ’
Save Save For Later Action| v Run Calculate Print
Copy From Source Document
PO Unit PO Number Copy PO CopyFrom(None v} g,
Invoice Lines ¢ Find | View All First (4 1of2 Last
Line 1 [JCopy Down SpeedChart Q Purchase Order () one Asset ®=
*Distribute by [Quantity v Ship To CPC1108 Q UTARLI0000030046]1]1
Item Q Description DPA 4288-DC-F-F10-LE difine CO Associale Receiver(s) UPN
Quantity [4.0000 O Force Price Calculate
UoM[EA Q o
Unit Price |607.62000
Line Amount 243048 Adjust PO Percentage
Allocate by Percentage
*Service 02/01/2021 [ “Service  |03/01/2021 &)
Start Date: End
Empl ID: Q Date:
Distribution Lines Personalize | Find | ViewAll | 2| [ First (4 10f1 (b Last
GLChart || Exchange Rate | Statistics Assets | [
g:ilr" Line PO Percent Percent Merchandise Amt  Quantity *GL Unit Account Fund Dept Program Function
HE O 1 100.0000 100.0000 2,430.48 UTARL @ (63103 Q 4700 |q (315201 @ (500
Save / Save For Later
=] Notify | #* Refresh + Add || 2| Update/Display
Invoice Information | Payments | Voucher Attributes
Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary
Business Unit UTARL Invoice Date 01/21/2021
Voucher ID 00211870 Invoice No 9876543210
Voucher Style Regular Invoice Total 4,860.96 usD
Supplier Name Sound Productions
6631 N Beltline Road
suite 100
irving, TX 75063
Entry Status Postable Pay Terms Net 30 Day
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29. Click the Payments tab. This page is used to view payment information, such as the payment
terms, remit to address, and thgayment due date

30. Confirm the SupplieAddresssequence numbeon the Payments tab matches the one on the
Invoice Information tab.

31. Click theSavebutton.

32. SlectMatching from the Action menuat the top of the page
33. dick Run. A message box appears. Click Yes to wait for the matching process to complete.

Note: Matching is a process that compares the voucher to the PO and receiving documents to
ensure that you are paying for what you ordered and received.
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