AN\

PeopleSoft Journal Voucher Process

Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

Voucher

1: Leave voucher ID as “NEXT”

Find an Existing Value Keyword Search Add a New Value

Business Unit/UNDO1 |@_ | 2: Voucher Style: Journal Voucher
Voucher ID NEXT
Voucher Sty{e\ Journal Voucher M
Name 1/JPMORGAN CHASE BANK, NA Q 3: Must have correct Supplier ID
Short Supplier Name|JPMORGAN-001 | Q@ Hint: only the Supplier ID is needed,
Supplier ID/0000111577 | Q / the remaining Supplier info will
Supplier Location PRIMARY Q automatically fill in
Address Sequence Number! 1Q
I ice Number COR321564-5550 .
nv‘l"ce ”r; i —— 4: Invoice number: COR315262(old
nvoice Date 3
voucher number)-DEPT (ex.
COR315262-5550 5550)
Add **Must be unique
5: Invoice date: date of old voucher
Find an Existing Value | Keyword Search | Add a New Value number
6: Click Add
| New Window | Help | Personalize Page
Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary 7: Attach documentation showing
Business Unit UNDOT Involce No| COR316262.6560 Invoice Total Session Defauts what is moving and where it is going
Voucher ID 00339801 Accounting Date 11/30/2020 5 Line Total 0.00 Comments(0) .
Volicher 547 ool Vo i o Rirons] WA Auammems4\ (see attached example — continue to
= Template List A
ety DOV ), fumtaw O i o) | Adced Sppersearh use JV submission form, do not need
invoice Receive o Budget Status Not Chkd 5 upplier Hig i i H
JPNOROAN SHARE BANK A Difewon o signatures as approvals will be in the
Supplier ID 0000111577 Q Control Group Q
ShortName JPMORGAN-001 Q@ WOrkﬂOW)
Location PRIMARY Q Related Voucher 00315262 Q
“Address 1 Q Incomplete Vaucher -
8: Related voucher: MUST enter in
voucher being corrected!
Line 1 [Jcopy Down SpeedChart 3 onoasset  EIE 9: Description: Enter Vendor name or
“Distribute by Amount v Ship To UND . ’ ’
o Description Holday Inn 26050 4_/"c’m/ foundation fund starting with a 26...
Quantity Packing Slip
uom
Unit Price
i . _ 10: Distribution Lines must equal zero:
Distribution Lines Personalize | Find | View 1 | (31| [ First (4 1-40f4 . Last K i
GLGhart || Exchange Rate | Statistcs || assets | ) Negative amount is for the amount
SOBY Line  Merchandise Amt  Quantty GLumt Aot Fund Progam  PCEusUnt  Projct moving FROM the account and the
# = O 1 5000 UNDoT @ 521015 @ 21852 |@y (5580 @ Q Q Q Q Positive amount is the amount moving TO
HE O 2 50.00 UNDO1 Q 2152 @ 5550 |Q Q Q Q Q the account
HmE O 3 50,00 UNDOT Q 41800 |q [3150 |@ [ocovp |@ [UNDot |q [UND0025220 |Q 1 Q **This is reversed if correcting a CREDIT
HE O 4 -50.00 UNDO1 Q 41800 |Q 3150 |@ 0COVD |@ [UNDO1 @ [UND0025220 (@ |1 Q VOUCHER
S
Save Save For Later
11: Must add cash account when moving
expense to another fund, dept, or project.
H H H “ H I
Hint: if you disable the “Auto-fill” Feature TIP: When using a Project # or Grant
in PeopleSoft, entering the chartfields Funds, you must enter UNDO1 as the 12: Click Save when complete.
will go faster PC Bus Unit and 1 as the Activity
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