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Course Goals

To give students a greater understanding of their place in Core-CT, an
integrated financial system.

To instruct students in the Core-CT recommended approach to
Accounts Payable.

To help students maximize the capabilities of Accounts Payable and use
their work time efficiently.



Agenda

Core-CT Financials

Core-CT Overview
Core-CT Help Desk

Accounts Payable Overview

Voucher Life Cycle
Roles and Responsibilities
Voucher Styles

Creating Vouchers

Regular Voucher
Partial Payment Voucher
Non-PO Voucher
Adjustment Voucher
Journal Voucher
Reversal Voucher
Template Voucher
Non-PO Voucher from Template

Core P



Agenda

Managing Vouchers

Approving Vouchers

Creating SpeedCharts

Deleting Vouchers

Understanding Match Exceptions
Understanding Budget Exceptions

Payments
Understanding Offsets

Inquiries and Reports

Voucher Activity Report

Voucher Inquiry

Payment Inquiry

PO/AP Interface Inquiry

Month End/Fiscal Year End Reporting

Core P



Core P
Core-CT Financials

Topics

* Core-CT Overview
e Core-CT Financials Integration
e Core-CT Help Desk

Core-CT is the State’s integrated financial and administrative computer sys
tem.
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Core-CT Financials Overview

Core-CT Financials uses PeopleSoft version 9.1.

Financial Modules: General Ledger, Purchasing, eProcurement, Catalog
Management, Accounts Payable, Accounts Receivables, Billing, Asset
Management, Inventory, Project Costing and Customer Contracts.

Human Resource Management System (HRMS): modules for Payroll, Time
and Labor, Human Resources and Benefits.

Enterprise Performance Management (EPM): Houses the data from both
the Financial and HRMS modules for integration and reporting purposes.

Core-CT office is based in Hartford and managed by the Office of the State
Comptroller and Department of Administrative Services.



Core-CT Financials Integration

* This diagram demonstrates the integration of the modules in Core-CT.

 Connecticut is the only state (so far) that integrates its Human Resource Management System
module with its Financial modules, and Enterprise Performance Management module.

* There are other PeopleSoft clients that use more modules but none are completely integrated.

* The modules are fully integrates, eProcurement works with Purchasing, Catalog Management,
Accounts Payable ...
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Core-CT Help Desk

BMC FootPrints Service Core

Create a new account

<bmeoivae

@ Copyright 1999, 2009 BMC Software, Inc.
@ Copyright 1996-2014 Numara Software, Inc.

* The Core-CT Help Desk assists Core-CT users with issues or problems that occur within financial
modules.

* Core-CT user create tickets in FootPrints containing information related to the issue they are
having.

¢ Core-CT DOT users should email DOT.Core.support@ct.gov with Core-CT related issues. The DOT
help desk will then create a ticket in FootPrints containing the information received in the email.

* The Help Desk team uses the information in the ticket, to research the issue and give the best
solution to finish the transaction.

* FootPrints is the new Help Desk Application for Core-CT. Request for services or inquiries should be
completed through the following link: http://footprints.ct.gov/footprints.
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Core-CT Help Desk

About Us Contact
Help
LOGIN
Hours of System Operation:
SELF-SERVICE Monday - Sunday 4:00am - 8:00pm
HRMS HRMS Confirm Thursday 4:00am - 2:00pm
FINANCIALS
EPM .
SECURITY General Contact Information:
e * Help Desk telephone: 860-622-2300. Please direct all Requests for Service or inquiries to the FootPrints
DAILY MAIL Help Desk Application for Core-CT using the following link: http://footprints.ct.gov/footprints
Sllla L = Core-CT non-production inquiries telephone: 860-622-2987
ErLE » Subscribe to Daily Mail: Core-CT Communication Bulletins
STARS
= Core-CT Help Desk
OFFICE
ofthe . : A , ,
STATE COMBSIRYR Log a kaet [ Request for Ser.wce (if you have problems logging a ticket, please call the Help Desk)
» FootPrints Help Desk Instructions:

* How to Log in / Log out (click here to locate your Agency to determine the appropriate log in
D s instructions. This will vary depending on how you log in at your agency.)

¢ Submit a Ticket

* How to Search and View a Ticket
d g!ti'u_ISTER » How to Update a Ticket
=28 Online to * How to Subscribe to a Global Ticket
L WVOTE  For IT Staff / How to Switch Workspaces

* The Help tab on the Core-CT website contains the FootPrints link.

* The Core-CT Help Desk section contains instructions on how to log in based on the users agency
and other relevant information. It also contains job aids on how to submit a ticket, search and view a
ticket, and update a ticket.
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Accounts Payable Overview

Topics

*  Voucher Life Cycle
 Roles and Responsibilities
e  Voucher Styles

Accounts Payable is the process of making payments to vendors and others who
provide goods and services to an agency.

Vouchers are created online or through an ‘AP Interface’ to create payments.
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Voucher Life Cycle

Post Payments

o Match Voucher
Payment posting is a batch

process that creates Matching is a batch
accounting entries for process that is used to
payments applied to validate voucher data
vouchers. These accounting against purchasing
entries are then available for documents (purchase
General Ledger journal orders, receivers or
creation using the journal inspections).
generator.

Generate Payments -Pay Cycle

Pay Cycle is a daily process that is

run by OSC APD to pick up ' $
vouchers that are ready for
payment. $

* Batch processes run daily around 10:00 a.m., 12:00 p.m., 2:00 p.m., and overnight. Rectangles
represent user activity. The Pay Cycle is a manual process done in Core-CT by OSC Accounts Payable
Division.
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Roles and Responsibilities

Accounts Payable: The process of making payments to vendors and others
that provide goods and services to an agency.

Voucher Processor: This role is responsible for creating vouchers that pay
vendors, departments, or other state agencies for goods and services.
Tasks include: receives vendor invoices, copies receiver information from
purchase order receipt, ensures correct payment method is selected,
validates payment incentive, validates and enters asset information on
voucher distribution line, resolves match exceptions from the match
process, and resolves budget check errors from the budget check process.

Voucher Approver: This role is responsible for approving vouchers. Tasks
include: approves, denies or holds from either voucher worklist or voucher
framework, validates voucher invoice information, receipt date and
voucher amounts, and ensures proper remittance information and
processing options.

Voucher Viewer: This role has the ability to view voucher information.
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Voucher Styles

Regular Vouchers: Used to pay vendors, employees, and state agencies,
always for a positive amount.

Non-PO Vouchers: Used to pay postage, replenish petty cash funds, etc.
Prior approval from OSC/APD Division is required.

Template Vouchers: Used to quickly populate vouchers that are created
repeatedly (high volume, same information). Template vouchers never post
or pay, and cannot be deleted or closed. Only used to create non-PO
vouchers.

Adjustment Vouchers: Used to adjust a regular voucher after receiving
debit or credit memos from vendors. Must relate to original voucher.

Reversal Vouchers: Used to reverse or “take back” a regular voucher that
has been posted, but not paid, and cannot be deleted.

Journal Vouchers: Used to correct distribution coding errors on vouchers.
Journal vouchers are zero dollars and never pay.
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Creating Vouchers

Topics

* Regular Voucher

e Partial Payment Voucher
* Non-PO Voucher

e Adjustment Voucher

e Journal Voucher

e Reversal Voucher

e Template Voucher
— Non-PO Voucher from Template

A Regular Voucher is the most common voucher style used to pay vendors for goods
and services.

Regular PO Vouchers are created by copying from a Purchase Order Receipt.

These vouchers should always have a positive dollar amount on the invoice lines,
distribution lines and gross amount fields.

Example: An agency orders one printer from a vendor, later the agency receives one
printer.



Regular Voucher

Navigation: Main Menu > Core-CT Financials > Accounts Payable > Vouchers >
Add/Update > Regular Entry

CoreOP

Voucher

Find an Existing Value

Business Unit: DASM1 @
Voucher ID: NEXT
Voucher Style: [Regular Voucher v |
Short Vendor Name: Adjustments
Journal Voucher
Vendor ID: Prepaid Voucher

v d L ti . Register Voucher
P LR Regular Voucher
Address Sequence Number: ~eversal Voucher
Single Payment Voucher

Invoice Number: Template Voucher

= Third Party Voucher
Invoice Date: I [33)

Gross Invoice Amount: [ 0.00
Freight Amount: [ 0.00
Misc Charge Amount: [ 0.00

Estimated No. of Invoice Lines:| 1

Add

Find an Existing Value | Add a New Value

e The Add a New Value tab is used to create a new voucher. The Find an Existing Value
tab is used to find an existing voucher.

* Validate that the correct Business Unit populates. The Voucher ID field defaults to
NEXT. A Voucher ID will be generated by Core-CT upon saving.

¢ Information entered on the Add a New Value tab will carry over to the Invoice
Information page on the voucher.

* Prepaid, Register, Single Payment, and Third Party vouchers are currently not being
used by Core-CT.
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Regular Voucher

Payments | Voucher Aftributes ~ Consumption
Business Unit: DASM1 Invoice No: 1999820
Voucher ID; NEXT Invoice Date: 071072014 !
Voucher Style: Regular Voucher Accounting Date:  07/14/2014 Receipt Date: [ 07/142014
Vendor ID: J Session Defaults
; Q
Shoﬂﬂame. ] Attachments (0)
Location: Comments(0)
*Address:
Advanced Vendor Search
———a " : ’ . View Audit Log
Control Group: Q Pay Terms: & (o0 Q  Due Now lew Audit Logs
Invoice Lines: 0.00 Basis Date Type: Inv Date
. ~ iy Penalty Detail —
T Usp@  NonMerchandise Summa enalty Details reT—
Miscellaneous: |
Freight: :J
Copy From Source Document
ifference: r
Difference 0.00 PO Unit:
\ PO Number:
Calculate None Copy PO
Copy From: PO Receip Go
Template

Voucher

» To create a Regular Voucher from a PO Receipt, enter the Invoice Number, the Invoice Date, and
the Receipt Date on the Invoice Information page. The Invoice Date is the date the agency receives
an invoice from the vendor. The Invoice Date is not the vendor invoice date and it is not the date an
agency prepares the invoice.

» Receipt Date refers to the date the goods or services were received or contractually due. For
payments made in arrears for a period of time, enter the ending date of the period. For payments
required prior to services enter the date the payment was due.

e For additional information on Invoice Dates and Receipt Dates see OSC Memorandum No.
2007-24.

* The Copy From Source Document drop down menu displays the voucher sources used to
create a Regular Voucher.

¢ In this example, the PO Receipt will be selected in the Source Document drop down menu.

This means the Purchase Order has been received in Core-CT.
16
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Regular Voucher

Copy Worksheet
Business Unit: DASM1 Voucher 1D: MEXT Back to Invoice
+ Receiver Lookup Criteria
PO Business Unit: [ @, PO Number: [ @,
*PQ Date Option: [ No Date v| PO Date: [ El
P [ O 1
Receipt Unit: [DASMA @
Receipt Number From: |U|]l]t]l]l]8!;1'.|r OQ Receipt Number To: | Q
L T Receipt Date: | 1
Receiver Line From: [ @, Receiver Line To: [ @,
Pro Number: [ @, Packing Slip: [ @, Reset
Carrier ID: [ @, Bill of Lading:
» Additional Search Criteria
Max Rows to Return: . Search | 2 Copy Selected Lines 4
Select All o Clear All
Select Receiver Lines Find | View All First EB 4 of 4 13 Last
PO Business Unit: DASMA PO Number: 0000009041 PO Date: 0172712014
Receipt Unit: DASM1 Receipt Number: 0000008917 Receipt Date: 01/28/2014
Ship To: 0640000035 Pro Number:
Carrier |D: Packing Slip:
Vendor ID: 0000010054 Bill of Lading:
CWPM LLC
Select Receiver Lines Personalize | Find | View All | BV | 25 Fist K1 4071 DN st
Contract Information
Receipt B . ~ _ Merchandise Unmatched Purchase
Select nr— S5eq [lem ID Description ‘Quantity UOM Unit Price Amount Currency Qty (VUOM) UoM PO Order Price PO N
3 1 1 Idericotlkit) 10000 EA 157.00 157.00/USD 1.0000 EA 157.00 0000
= FAYMCKO Printe : . - . .
< >
Select All (] Clear All

o After selecting PO Receipt, the Copy Worksheet page displays.

¢ (1) Enter the Receipt Business Unit and Receipt Number From in the Receiver Lookup Criteria group
box.

* (2) Click Search.

* (3) The search results will display in the Select Receiver Lines group box. Select the appropriate
line(s) checkbox.

e (4) Click the Copy Selected Lines button.
e IMPORTANT: Make sure any quantity/amount changes are made here before clicking the Copy

Selected Lines button.
17



Regular Voucher

Payments '~ Voucher Attributes *~ Consumption

Business Unit: DASM1 Invoice No: 899920

Voucher ID: NEXT Invoice Date: [ 01/14/2014 [ .

Voucher Style: Regular Voucher Accounting Date: 0172812014 3Y Receipt Date: | 01/28/2014 3y

Vendor ID: _0000010054 ﬁ* CWPM LLC Session Defaults

= 061600557F-001 ¢
ShortName: . Q: i?)NBC;RXT:J‘I; PL Attachments (0
Location:
= i Comments(0)

*Address: 1 Q, PLAINVILLE, CT 06062

Advan Vendor rch

Control Group: [ @, ‘'Pay Terms: & |oo0 A Dpue Now View Audit Logs
Invoice Lines: 0.00 Basis Date Type: Inv Date Withholding
*Currency: USD @, Non Merchandise Summa Penalty Details Print Invoice
Miscellaneous: 5 |

Freight: |5 |

Total: 157.00

Copy From Source Document
Difference: 0.00 PO Unit:
¢ = PO Number: Copy PO
Copy From: [None v| Go
Invoice Lines Find | View All First K1 1011 D Last
- a « ‘ ] (=]
Line: 1 Item: A vom: E;Vﬂ\r - Q
*Distribute by: _ Unit Price: 157.00000 Quantity: 1.0000
Ship To: 0640000035 @, Line Amount: 157.00 [JForce Price
SpeedChart: Description: [identicard F-10 FAYMCKO Printe
[C] One Asset
Calculate Purchase Order & Receiver Info Override PO Pct.

Associate Receiver(s)

i First Kl 10f1 ] Last
m_ﬁxchange Rate | Statistics Assels

m Line PO Percent Percent dise Amt  Quantity *GLUnit  Fund Dept SiD Program  Account
== O 1 100.0000  100.0000 157.00/  1.0000 [STATE@, [11000@, [DAS23331 @, [10020@, [13012 @, (54060
< >
] save =] Notify &% Refresh L% Add 7| Update/isplay

Invoice Information Paimems VoucherAm»buieslConsumgllon

* After clicking the Copy Selected Lines button, the Purchase Order Receipt information will populate
to the Invoice Information page.

e Chartfield coding should never be changed on vouchers created from a Purchase Order Receipt.
Changing Chartfield coding in the Distribution Lines cause Purchase Order and Budget issues.

¢ Click the Payments tab.
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Regular Voucher

-
Invoice Informatio Payments Voucher Attributes Consumption
I
Business Unit: DASMA Invoice No: [sg9az0
Voucher ID: NEXT Invoice Date: |D1|’14JZD14 El
Voucher Style: Regular Voucher
Total Amount: 0.00 )
*Pay Terms: 000 2 Due Now | Schedule Payments
Payment Information Find | View Al First B} 4 of4 1Y Last
FE=
Payment: 1
*Remit to: 0000010054 = Gross Amount: 000 usp Payment Inguiry
Location: MAIN-ACH @, Discount: 0.00] ysp Discount Denied
*Address: [ N Late Charge
CWPM LLC E‘] Express Payment
Scheduled Due: Payment Comments(0)
Net Due: Holiday/Currency
25 NORTOM PL
Discount Due:
PC BOX 415
PLAINVILLE, CT 06062 Accounting Date:
Payment Options
*Bank: FLEE2 Pay Group: Vendor Bank
*Account: VENA1 *Handling: [RE D Messages
*Method: ACH ACH *Netting: Not Applicable Layout
LiC ID: & Hold Reason: [1Hold Payment
O Separate Payment
Message: |
MMessage will appear on remittance advice.
Schedule Payment
*Action: Schedule Payment Date:
Pay: Reference:
[5) save | |=] motiiy | [ Refresn | [EbAdd | | 5] Update/Display |

Invoice Information | Payments | Yioucher Aftributes | Consumption

* The State of Connecticut mandates ‘Due Now’ pay terms for all vouchers unless a voucher is
created from a Purchase Order utilizing a Department of Administrative Service contract that has
different pay terms.

* Pay Terms will populate differently depending on the contract information related to the Purchase
Order and Voucher.

* VVoucher Processors and Voucher Approvers should make every effort to process the voucher
through the Accounts Payable workflow to take advantage of Known Prompt Payment Incentives.

e If an incentive pay term is displayed, the Discount due will show the amount that will be deducted
from the Gross Amount at the time of payment. The discount will only be awarded if the terms of
the payment are met.

e Important: Regardless of whether the discount is awarded or lost at the time of payment, the
discount amounts continue to display on the voucher’s Payments page.
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Regular Voucher

Invoice Information PBayments Voucher Atiributes Consumption

Business Unit: DASM1 ico Klo. 999970

Voucher ID: NEXT Invoice Date: 0111412014 [ I

Voucher Style: Reqular Voucher Accounting Date: 0172872014 Receipt Date: 017282014 E‘]

Vendor ID: 0000010054 é CWPM LLC Session Defaults

- 061600557F-001
ShortName: 25 NORTON PL Attachments (0
Location: MAIN 2, POBOX 415 . 0
omments(0}

*Address: 1 @, PLAINVILLE, CT 0BD62

Advanced Vendor Search

Control Group: @~ “Pay Terms: & |ooo 2 Due Now View Audit Logs
Invoice Lines: 0.00 Basis Date Type: Inv Date _ Withholdin
*Currency: USD/@, Mon Merchandise Summa Penalty Details ( T
Miscellaneous: ]

Freight: .ﬂ

Total: 157.00

Copy From Source Document
Difference: 0.00 PO Unit:
Calculate PO Number: | GapyPG
Copy From: [None v| Go

GLChat | Exchange Rate §taiisii.c

g:?ffi Line PO Percent Percent Merchandise Amt  Quantity Asszet Business Unit Profile ID AsszetID Seq
E= O 1 100.0000 100.0000 157.00)  1.0000 DASM1 @ [1CNTRUTEM [@ |NEXT al
< ;
(3 sae ] Moty £% Refiesn b Add 7] UpdaleDisplay

Invoice Information | Payments | Voucher Attributes | Consumption

* The Invoice Date is important for Asset related vouchers. The Invoice Date on the voucher is the
actual In-Service Date for the asset in the Asset Management module. This determines when asset
depreciation starts.

*The Invoice Date also determines the scheduled due date for awarding pay term incentives.
e If an asset has not previously been identified on the Purchase Order or Receiver, the voucher is the
last opportunity to integrate this information. Asset information can be added without updating the

Purchase Order/Receiver on the Assets tab in the Distribution Lines group box.

¢ Select the Asset checkbox. Enter the AM Business Unit and Profile ID. The Asset ID should be left as
NEXT
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Regular Voucher

Core P

| Invoice Information FPayments Voucher Attributes Consumption

*Entity *Jurigdiction *Class

1Rs @, [1009)@, [FED @, (o7 @,

Business Unit: DASMA1 Invoice No: |ggggzo
Voucher ID: NEXT Invoice Date: 01/14/2014 [
Voucher Style: Regular Voucher Accounting Date: 01/28/2014/[5) Receipt Date: | 01/28/2014 [
Vendor ID: 0000010054 @ CWPM LLC Session Defaults
- 051600557F-001
ShortName: @ 25 NORTON PL Attachments (0
Location: MAIN @ POBOX415 Comments(0
l— Comments(0}
*Address: 1 @, PLAINVILLE, CT 06062
Advanced Vendor Search
Control Group: @~ *Pay Terms: = 000 @, Due Now View Audit Logs
Invoice Lines: 0.00 Basis Date Type: Inv Date . Withholding
*Currency: USD |, Non Merchandise Summa Penalty Details AT
Miscellaneous: =
Freight: =
Total: 157.00
Copy From Source Document
Difference: 0.00 PO Unit:
Calculate PO Number: | Copy,RE
Copy From: | None v| Go
Withholding Information
Back to Invoice
Business Unit: DASMA1 Invoice Number: 999970 VAT Entity:
Voucher ID: NEXT Vendor: 0000010054 CWPM LLC Invoice Date: 01/14/2014
Withholding Option
Postpone Withholding
Invoice Line Withhold Information Find | View All First 4 0f1 n Last
5 [
Line: 1 Description: Identicard F-1 nnte + =
Withholding Code: @, Withholding Applicable

ikl

Personalize | Find | vie *** Bt a-ea o

ithholding
Pasis Amt
Pverride

Rule
Override

@,

Contract
Reference

Apply
Withholding

Applicable

Withhold at

Payment

e Every vendor in Core-CT includes details of the type of company it is. Depending on the type of
goods or services rendered, the vendor may be identified as a ‘Withholding’ vendor.

e Annually, withholding vendors receive a Form 1099 from the State of Connecticut. The 1099 Form
shows all payments made from the State of Connecticut to the vendor. Copies of all 1099s are then

forwarded to the IRS.

* The Office of the State Comptroller, Accounts Payable Division oversees the withholding process,
including the annual 1099 files sent to the IRS and all the vendors.

e Withholding is applied by line. If not applicable, uncheck the Applicable checkbox and the
Withholding checkbox and the line will not be reported on the 1099.
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Regular Voucher

(W ATy =0 Payments | Voucher Aitributes || Consumption |
=

| Calculate J

Invoice Lines

Line: 1

*Distribute by: Amount v|
Ship To: NONPCVCHR @,
SpeedChart: | Q,

Business Unit: DASMA Invoice No: 999870

Voucher ID: NEXT Invoice Date: 0171472014 1

Voucher Style: Regular Vioucher Accounting Date:  |08/26/2014 Receipt Date: [ 017282014 5

Vendor ID: 0000010054 @, CWPM LLC Session Defaults
ShortName: 061600557F-001 @, 25NORTON PL Aftachments (0)
Location: MAIN % PO BOX 415 Comments(d
*Address: ,1—% PLAINVILLE, CT 06062 Comments(0)
Advanced Vendor Search

| - i

Control Group: l—% Pay Terms: & [ooo 2 Due Now View Audit Loas
Invoice Lines: 0.00 Basis Date Type: Inv Date . Withholding
*Currency: Usp@,  Non Merchandise Summary Penalty Details [ e
Miscellaneous: =

Freight: =

Total: 157.00

Copy From Source Document
Difference: 0.00

PO Unit:
PO Number:

Copy From:

Item: 2, vom: @ Bl =
Unit Price: Quantity: ’7
Line Amount: 157.00
Description: |Identicar‘d F-10 FAYMCKO Printe ®
[Jone Asset

e le -0 Exchange Rate || Stafistics | Assets | [F5M
DC"W Line Merchandise Amt  Quantity *GL Unit Fund Dept sSID Program Account ChartFi
= O 1| 157.00) || 1.0000) ([STATE/@, |[11000/@, [DAS23331 |@, |[10020/@, (13012 |@, |[54080 @,
< 2

¢ Click the Save button.

[Eeadd | | 7] UpdateiDisplay |
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Regular Voucher

hJ Related Documents J Invoice Information || Payments | Voucher Aftributes Consumption
Business Unit; DASM1 Invoice Date: 011472014
oucher ID: 00031756 Invoice No; 899970

Voucher Style: Regular Invoice Total: 157.00 usn
Contract ID; Receipt Date; 0112872014
Vendor Name: CWPM LLC Pay Terms: Due Now

25 NORTON PL Voucher Source; Online

FOBOX 415

FLAINVILLE, CT 06062
Entry Status: Postable Origin; i
Match Status: Ready Created: 0172872014
Approval Status: Pending Created By: CTSUPERUSER
Post Status: Unposted Modified: 0172872014

Modified By: CTSUPERUSER
ERS Type: Mot Applicable
Budget Status: Mot Chk'd Close Status: Open
Budget Misc Status: e Audit Logs
0 Accounting Endries Inquiry AICLoos

*View Related /ment Ing Go

Purchase Order Inquiry -

Voucher Document Status

=] save | Natity Voucher Inquiry Ch Add ] Update/Display

Summary | Related Documents | Invoice Information | Payments | Voucher Aftribufes | Error Summary | Consumption

* After the voucher is saved Core-CT will auto generate a Voucher ID and three additional tabs

display: Summary, Related Documents and Error Summary.

* The Summary page displays related voucher information and the status of the voucher.

* The view related drop down menu displays voucher related pages available for viewing. Select an
option, click the Go link and a new window will open.

* The Related Documents page displays PO, Receipt and Payment details related to this voucher.
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Regular Voucher

Summary | Related Documents  Invoice Information '~ Payments | Voucher Attributes M{Jonsumptinn

Business Unit: DASMI1 Invoice Number: 999970
Voucher ID: 00031756 Invoice Date: 01/14/2014
Style: Reqular Voucher Total: 157.00 usDh

I TS VOUCHEr J0es NoLnave dny errors. I

5] save =] Mofify ¥ Refresh 4 Add 7| Update/Display

Summary | Related Documents | Invoice Informafion | Payments | Voucher Attributes | Error Summary | Consumption

* The Error Summary page displays voucher related error information and match exceptions that
may occur (match exceptions will be discussed in detail later).
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Creating Vouchers

Topics

e Regular Voucher

e Partial Payment Voucher
e Non-PO Voucher

e Adjustment Voucher

e Journal Voucher

e Reversal Voucher

e Template Voucher
— Non-PO Voucher from Template

Partial Payment Vouchers are created when a vendor invoice is not for the full
amount or quantity of the Purchase Order or Receipt.

Example: An agency orders janitorial cleaning supplies. The janitorial supplies
received doesn’t match the quantity ordered on the Purchase Order.
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Partial Payment Voucher

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

Voucher

Find an Existing vValue

Business Unit: [DASM1 @&
Voucher ID: INEXT
Voucher Style: l Regular Voucher -
Short Vendor Name: | Adjustments
Journal Voucher
Vendor ID: Prepaid Voucher
Vendor Location: ' I‘Q;-;ula-r c:ud':e-r
Address Sequence Number: NEVE vou =
Single Payment Voucher
Invoice Number: Template Voucher

3 Third Party Voucher
Invoice Date: t 1]

Gross Invoice Amount: [ 0.00
Freight Amount: [ 0.00
Misc Charge Amount: [ 0.00
Estimated No. of Invoice Lines:| 1

I Add

Find an Existing Value | Add a New Value

* Select Regular Voucher in the Voucher Style drop down menu.

¢ Click the Add Button.
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Partial Payment Voucher

TG E LB © Payments | Voucher Attributes |~ Consumption

Business Unit: DASM1 Invoice No: [,123020 E—
Voucher ID: NEXT Invoice Date: [ 02/1412014 3y S
Voucher Style: Regular Voucher Accounting Date: 0212412014 Receipt Date: | 0272472014 ij
Vendor ID: ‘ Q Session Defaults

. A ““_—
ShortName: Attachments (0)
Location:

Comments(0)
*Address:
Advanced Vendor Search
Control Group: @, ‘"PayTerms: & 000 @ Due Now View Audit Logs
Invoice Lines: 0.00 Basis Date Type: Inv Date
¢ Non Merchandise Summary Penalty Details S 5
*Currency: L usb Q ' g Print Invoice
Miscellaneous: ‘ a3
Freight: =
Total:
- S Copy From Source Document
Difference: 0.00 PO Unit:
Calculate PO Number: Copy, RO

Copy From:

G — H=HE
Line: 1 ftem: @ vom: Q
*Distribute by: Amount b Unit Price: I Quantity:
Ship To: e 9 Line Amount: 0.00

SpeedChart: 9, pescription: |

[ One Asset

M&|Em|\«’ue\-u‘lll]'ﬂ | # First Kl 1011 O ast

* Enter the Invoice Number, the Invoice Date, and the Receipt Date on the Invoice Information page.
* Select the PO Receipt from the Copy From Source Document dropdown menu.

¢ Click the ‘Go’ link.
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Partial Payment Voucher

Core P

Copy Worksheet

Business Unit:

DASM1 Voucher ID: NEXT

Back to Invoice

v Receiver Lookup Criteria

PO Business Unit: @ PONumber:
*PO Date Option: [ No Date v| PO Date:
Ship To: Q
Receipt Unit: DASM1 ‘
Receipt Number From: 0000008920 Q)  Receipt Number To:
*Recv Dt Opt: | No Date Receipt Date:
Receiver Line From: Receiver Line To:
Pro Number; Q,  Packing Slip:
Carrier ID: @, Billof Lading:

» Additional Search Criteria

Max Rows to Return: |

Search

Dnmi Oalortod.]inae
LAOpYoeiecied LInes

¥ select Al

= Clear Al

Q
)

* After clinking the Go link, the Copy Worksheet page displays.

* Enter the Receipt Business Unit and Receipt Number From in the Receiver Lookup Criteria group

box.

* Click the search button.
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Partial Payment Voucher

Core P

Max Rows to Return: Search Copy Selected Lines 3
4 Select All == Clear All
Select Receiver Lines Find | View All First K 101 I Last
PO Business Unit: DASM1 PO Number: 0000009103 PO Date: 0272172014
Receipt Unit: DASM1 Receipt Number: 0000008920 Receipt Date: 0272172014
Ship To: 0640000035  Pro Number:
Carrier ID: Packing Slip:
Vendor ID: 0000012872  Bill of Lading:
C & C JANITORIAL SUPPLIES INC
. Personaice | Find | View 1| &1 | # st £l 45015 11 Lo
o e —
Receipt e ; e Merchandise Unmatched Purch
Select Line Seq ItemID Description Quantity OM  Unit Price I Currency Qty (VUOM) UOM PO Order
1 1eM2ts7_atmen TERCSEIC 50000 FA 3958 197,90 USD 5.0000 CA
2 M2t amaesy  ZZOSFURELLTE™30000) fa 9995 299.85USD 3.0000 EA
#5 QUAT
3 1CM_2157_1761501 DISINFECTANT 50000 A 174 870USD 5.0000 EA
SPRAY BO
4 1M 2is7 3001885 ¥BLOWODOR 50000 A 3705 185.25 USD 5.0000 EA
5 10M2157 4550165 202 EMICROR 50000 A 14.80 7400 USD 50000 CA
< >
v Select All 2 o Clear All

* The search results display in the Select Receiver Lines group box.

* (1) Create a partial payment voucher by editing the Merchandise Amount or Quantity field on

Select Receiver Line(s).

* In the example above the quantity was changed on the lines. (2) Once the change has been made,
click the Select All link to select all lines or Select the checkbox(es) only for the line(s) to be
vouchered. (3) Click the Copy Selected Lines button.

* IMPORTANT: Make any quantity/amount changes on the Copy Worksheet page before clicking the
Copy Selected Lines button. If not, match exceptions may occur. It is possible that the PO line would

have to be closed.
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Partial Payment Voucher

Core P

Summary  Related Documents  BLATCOHILUE 0 Payments  Voucher Aftributes  Emor Summary  Consumption

: DASMI Invoice No: 123020
her ID: Invoice Date: 02142014
Voucher Styl: Regular Voucher Accounting Date: 022112045 Receipt Date; | 022112014
VendorID: 00eizAT2 i & C JANITORIAL SUPPLIES INC Session Defaus
; 061398721F-001 ( ———
ShortName: ) 665 NEW BRITAIN AVE Atachments (0)
Location: MAIN & NEWINGTON, CT 06111 —
*Address: 3 Q
Advanced Vendor Search
Control Group: Q Py Tems: o (101 Q 101530 e Al Loge
Invoice Lines: 76570 Basis Date Type: Inv Date
—— USDQ,  NonMerchandise Summary Penalty Detais Print Invaice
Miscellaneous: ﬂ
Freight: 3
Copy From Source Document
Difference: 0.00 PO Unit:
Calouate PO Number: GopyiPO
Copy From: | None v &

* After the voucher is saved, Core-CT will auto generate a Voucher ID.

* The voucher is now ready for further processing.
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Creating Vouchers

Topics

e Regular Voucher

e Partial Payment Voucher
* Non-PO Voucher

e Adjustment Voucher

e Journal Voucher

e Reversal Voucher

e Template Voucher
— Non-PO Voucher from Template

The Office of the State Comptroller/Accounts Payable Division allows agencies to
create certain vouchers in Core-CT without creating a Purchase Order. However, if a
contract exists between the state and vendor a Purchase Order is required with
related contract information.

For additional information on Non-PO Vouchers see OSC Memorandum No. 2008-38.

Example: A Non-PO Voucher can be created when making payments to other State
Agency.



CoreCW
Non-PO Voucher

Invoice Information Payments Voucher Attributes Consumption
Business Unit: DASM1 Invoice No: DOT1512012
Voucher ID: NEXT Invoice Date: 01/13/2016 L
Voucher Style: Regular Voucher Accounting Date: 01/22/2016 Receipt Date: 12/31/2015] 5
Ikndor ID: DOTM1 Q | DEPT OF TRANSPORTATION Session Defaults
9 ShortName: DOT-001 <\ 2800 BERLIN TURNPIKE Attachments (0)
Location: MAIN Q' NEWINGTON, CT 06111
*Add 1 Q Comments(0)
ress: A
Advanced Vendor Search
Control Group: Q  Pay Terms: & |ooo QA Due Now View Audit Logs
Invoice Lines: 0.00 Basis Date Type: Inv Date
*Currency: usDQ Non Merchandise Summary Penalty Details Print Invoice
Miscellaneous: )
Freight: =
Total: 0.00
Copy From Source Document
Difference: 0.00 PO Unit: Q
Calculate PO Number: Q
Copy From: None v Go

* Navigate to Accounts Payable > Vouchers > Add/Update > Regular Entry. On the Add a New Value
page validate the correct Business Unit populates. Select Regular Voucher on the Voucher Style drop
down list. Click the Add button.

* (1) To create a Non-PO Voucher, enter the Invoice Number, Invoice Date, and the Receipt Date on
the Invoice Information page.

* (2) Enter the Vendor ID or select a vendor by using the Vendor look up icon. The Vendor ID is a 10
digit Core-CT generated ID. Vendor files are maintained by OSC. Vouchers can not be saved without a
valid Vendor ID.
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Non-PO Voucher

CoreCW

Difference: 0.00
Calculate
Invoice Lines
Line: 1
“Distribute by: [Amount v
ship To: NONPOVCHR '}
SpeedChart: Q
Calculate
Distribution Lines
GL Chart Exchange Rate Statistics Assets
[L‘::: Line Merchandise Amt  Quantity
ok = 00
by (= 2 1C
ok (= 100
] = 4 00
+] [= 00
o = 5| 100
] |= 7| 10
b (= 100
b (= 0
] (= 10| 00
e |= 1 100
+] = 12

Copy From Source Document

PO Unit: A
PO Number: 4
Copy From: _Nom" v
Find | View
Item: -\ UOM:
Unit Price: Quantity:

Line Amount

Description:
Personalize | Find | View All | &2 | &5
=)
*GL Unit Fund Dept SID Program
STATE |Q 'y § A
STATE |Q |y Q A
STATE |Q  § | A
STATE |Q '} Q A
STATE |Q 2 X N
STATE |Q 2 % L
STATE |Q % Q \
STATE |Q '} 2 A
STATE |Q ) Q L
STATE | Q 4 4 .8
STATE |Q '} aQ X
STATE |Q '} Q X
<

All

Go

First 1 of

[Jone Asset

Account

Last

Chartl

* Enter the Total on the Invoice Information page. The amount entered in the Total field populates in
the Line Amount field in the Invoice Lines and the Merchandise Amount in the Distribution Lines.

* Amount changes made to the Total, Line Amount, or Merchandise Amount must be manually

corrected in all fields.

* The voucher will not save unless the Total, the total of the Line Amounts and the total in the
Merchandise Amounts are in balance.
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Non-PO Voucher

Invoice Lines Find | View All First ‘& 10f1 ‘&' Last
2 -~ =]
Line: 1 Item: < uom: Q
“Distribute by: Amount V‘ Unit Price: Quantity:
Ship To: NONPOVCHR Q. Line Amount: n B
SpeedChart: Q  pescription: JAN-DECEMBER 2015 FUEL CHARGE
[Jone Asset
Calculate
Distribution Lines Personalize | Find | View All | £ | & First ‘&' 1-120f 12 ‘®' Last

GL Chart Exchange Rate Statistics Assets [r:iw

33&‘; Line Merchandise Amt Quantity *GL Unit Fund Dept SID Program Account Chartl
+] = O 1 100.0Q 1.0000 STATE |Q |11000 |Q |DAS27633 |Q 10020 |Q_ 13052 Q, 53020 Q
=l O 2 100.0Q 1.0000 STATE |Q 11000 Q  DAS27661 |Q (10020 Q_ |{1303: Q, 53020 Q
k] (=] H 3 100.0Q 1.0000 STATE |Q, 11000 |Q \DAS27681 Q 110020 |Q_ [13052 Q, 53020 Q
+l = O 4 100.0Q 1.0000 STATE |Q 11000 |Q DAS27711 |Q 10020 |Q (13052 Q, 53020 Q
= O 5 100.0Q 1.0000 STATE |Q 11000 |Q IDAS27713 |Q |10020 Q (13052 Q, /53020 Q
w=l = O 6 100.0(] 1.0000 STATE |Q_ [11000 |Q_ [DAS27714 |Q [10020 |Q_ [13052 Q, /53020 Q
] ||= O 7 100.0¢ 1.0000 STATE |Q 11000 |Q DAS27715 |Q 10020 Q (13052 Q, 53020 Q
] = O 8 100.0( 1.0000 STATE |Q (11000 |Q DAS27716 |Q |10020 Q (13052 Q, 53020 Q
il ||= H 9 100.0¢ 1.0000 STATE |Q, 11000 |Q |DAS27731 Q 10020 Q_ (13052 Q, /53020 Q
el || = O 10 100.0( 1.0000 STATE |Q 11000 |Q \DAS27732 |Q |10020 |Q_ (13052 Q, 53020 Q
o ||= O 1 100.0(] 1.0000 STATE |Q (11000 |Q \DAS27734 |Q |10020 Q (13052 Q, /53020 Q
&l =l O 12 100.0Q 1.0000 STATE |Q, 11000 |Q \DAS27734 |Q [10020 Q (13052 Q, 53020 Q

< >
nlSave | |[=] Notify +* Refresh + Add 2| Update/Display

Invoice Information | Payments | Voucher Attributes | Consumption

* Enter a description in the Description field in the Invoice Lines group box. The Description should
describe the item/service being paid for.

* OSC reviews Description fields on vouchers to ensure they relate to the item/service being paid for.

e Enter Chartfield information: Quantity, Fund, Dept, Sid, Program and Account.
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Non-PO Voucher

Invoice Lines Find | View All First ‘&' 10f1 ‘&' Last
oy | =
Line: 1 Item: Q uom: Q .
*Distribute by: Amount v Unit Price: Quantity:
Ship To: NONPOVCHR @ Line Amount: 1,200.00
SpeedChart: Q Description: JAN-DECEMBER 2015 FUEL CHARGE
[Jone Asset
Calculate
Distribution Lines Personalize | Find [7 First ‘& 1-120f12 &/ Last
GL Chart Exchange Rate Statistics Assets _
I(J:gv':z‘l Line Merchandise Amt Quantity Bud Ref 5&:]"5 Project Activity Source Type Category
ok =] O 1 100.00 1.0000 2016 Q. INONP(Q 'DAS_NONPRQ Q Q
=l O 2 100.00 1.0000 2016 Q. INONP(Q, DAS_NONPRQ Q Q
] = O 3 100.00: 1.0000 2016 Q, NONP(Q DAS_NONPRQ Q Q
== O 4 100.00 1.0000 2016 Q [NONP(Q_ [DAS_NONPRQ Q Q
=l O 5 100.00 1.0000 2016 Q |[NONP(Q |DAS_NONPRQ Q Q
=l [=]1 O 6 100.00 1.0000 2016 Q@ INONP(Q_ |[DAS_NONPRQ A Q
] = O 7 100.00 1.0000 2016 Q, NONP(Q DAS_NONPRQ Q Q
== O 8 100.00 1.0000 2016 @ [NONP(Q_ [DAS_NONPRQ Q Q
(= H| 9 100.00 1.0000 2016 Q |NONP(Q_ DAS_NONPRQ Q Q
=l O 10 100.00 1.0000 2016 Q INONP(Q DAS_NONPRQ Q Q
Ell=l O 1 100.00 1.0000 2016 Q  INONP(Q_ DAS_NONPRQ Q Q
i | |= O 12 100.00 1.0000 2016 Q, [NONP(Q, DAS_NONPRQ Q Q
< >
1] Save =] Notify «* Refresh + Add 2| Update/Display
Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary | Consumption

¢ Ensure all chartfields for the distribution lines are entered.
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Non-PO Voucher

Core P

Message

Yes No

One or more Lines for this Voucher does not reference a PO. Do you wish to continue? (21210,25)

Message

Yes Mo

A utility account code has been entered without a consumption utility code. Continue? (21210,31)

Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary
Business Unit: DASM1 Invoice No: DOT1512012 x
e =
| Voucher ID: 00059119 | Invoice Date: 01/13/2016 [y
01/22/2016

Voucher Style: Regular Voucher

Accounting Date: Receipt Date:

Consumption

12/31/2015[5)

Vendor ID: DOTM1 Q  DEPT OF TRANSPORTATION
ShortName: DOT-001 Q2800 BERLIN TURNPIKE
Location: MAIN Q  NEWINGTON, CT 06111
*Address: 1 Q
Advanced Vendor Search
Control Group: Q_ 'Pay Terms: 5 |ooo Q' pue Now
Invoice Lines: 1200.00 Basis Date Type: Inv Date
Penal tail

*Currency: usDlQ, Non Merchandise Summary enalty Details
Miscellaneous: =
Freight: =
Total: 1,200.00

Copy From Source Document
Difference: 0.00 PO Unit:

Calculate PO Number:
Copy From: None

Session Defaults

Attachments (0)
Comments(0)

Preview Approval

View Audit Logs

Print Invoice
Submit For Approval

* When saving a Non-PO Voucher the above Message displays. Click the Yes button. Another

message will display. Click the Yes button.

* The voucher now has a Voucher ID

* The Non-PO Voucher is ready for approval, budget check, and voucher posting. Non-PO Vouchers

do not go through the match process.
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Core P
Creating Vouchers

Topics

e Regular Voucher

e Partial Payment Voucher
* Non-PO Voucher
 Adjustment Voucher

e Journal Voucher

e Reversal Voucher

e Template Voucher
— Non-PO Voucher from Template

Adjustment Vouchers can be created at any time during the Voucher Life Cycle
Process. Adjustment Vouchers are used to adjust a Regular Voucher when a credit or
debit memo is received from a vendor.

Example: A agency over paid for one year of Rubbish Removal Services.



Core P
Adjustment Voucher

If the Regular Voucher has not been paid, place the voucher on payment
hold until the Adjustment Voucher is created.

Once the Adjustment Voucher is created, place that voucher on payment
hold.

The Regular Voucher and Adjustment Voucher should be taken off payment
hold when both are ready for the Pay Cycle. This allows both vouchers to
go through the Pay Cycle together and the vendor is paid the net amount
of the regular voucher and adjustment voucher.

Important: Adjustment vouchers must go through the match process. If the
original voucher was from a PO, the adjustment voucher must be within
quantity/amount tolerance. The quantity/amount tolerance must be within
10% of the original voucher. Otherwise a change order is needed on the PO
before additional quantities/amounts can be vouchered.



Core P

Adjustment Voucher

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

Summary | Related Documents * Invoice Information oucherAItribulas Error Summary | Consumption

Business Unit: DASM1 Invoice No: 846257
Voucher ID: 00031772 Invoice Date: 4120
Voucher Style: Regular Voucher
Total Amount: 300.00
*Pay Terms: r.‘;‘) o Schedule Payments
Payment Information Find | View Al First &I 4 0f1 12 Last
#HE=
Payment: 1
*Remit to: (0000010054 Q5  Gross Amount: [ 30000 ysp Papatbgby
Location: MaN Q, Discount: 0001 ysp Discount Denied
*Address: h e Late Charge
CWPM LLC scheduled Due: 02/26/2014 [ Express Payment
STTaP0A Payment Comments(0)
25 NORTON PL MR Eh. Holidav/Currency
PO BOX 415 Discount Due:
PLAINVILLE, CT 06062 Accounting Date:
Payment Options
*Bank: [FLEE2 @, Pay Group: [ v| Vendor Bank
*Account: [VEN1 @, *Handling: RE @ pessages
*Method: [CHK @ check *Netting: Not Applicable v

LCin: ;’E]l Hold Reason: Revrs| or Adjustmnt Vehr Reg'd | Hold Payment
Separate Payment
Message: ‘

Message will appear on remittance advice

Schedule Payment
*Action: | Schedule Vv Payment Date:
Pay: | v Reference:
(ah Retum to Search '] Notify % Refresh [EhrAdd.| |5 Update/Display

Summary | Related Documents | Invoice Information | Payments | Voucher Altributes | Error Summary | Consumption

* Navigating to the Find an Existing Value page and enter the Voucher ID. The next step is to put the
Regular Voucher on payment hold.

* Click the Payments tab. Select the Hold Payment checkbox. Select the appropriate Hold Reason.
Once the voucher is on Hold it will not get picked up in the Pay Cycle.

¢ Click Save.



Adjustment Voucher

Voucher

Find an Existing Value

Business Unit: DASM1 @,
gucher 1D: INEXT
ﬁoucher Style: Adjustments
Short Vendor Name: @,
Vendor ID: @,
Vendor Location: Q@
Address Sequence Number: | 0@,
Invoice Number: |
Invoice Date: [21)

| Add |

Find an Existing Value | Add a New Value

* On the Add a New Value page verify the correct Business Unit populates.

* Select Adjustments in the Voucher Style drop down menu.

¢ Click the Add button.
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Adjustment Voucher

Invoice Information

Payments Voucher Attril Const
Business Unit: DASM1 Invoice No: (654123ADJ
Voucher ID: NEXT Invoice Date: 02/21/2014 39
Voucher Style: Adjustments Accounting Date: 027262074 Receipt Date: | U</ »

Vendor ID: 0000010054 % CWPM LLC
ortName: 25 NORTON PL
= Attachments (0)
Location: [MAIN @,  POBOX415 S —
— (©)

*Address: 1 @, PLAINVILLE, CT 06062

Advanced Vendor Search

o ~ - . | G

Control Group: [ @, “Pay Terms: 7 |000 @, pue Now View Audit Logs

Invoice Lines: 10.00 Basis Date Type: Inv Date Withholding
sCurrency: [ UsD@, Non Merchandise Summary Penalty Details Print Invoice
Miscellaneous: | 5]

Freight: 1 | =

Total:

Copy From Source Document
Difference: 0.00 Voucher ID: [ @ Copy to Voucher
Calculate Copy From Worksheet

Invoice Lines Find | View All First K 4 of1 1) Last

Line: 1 item: 2 yom: [ [

*Distribute by: [Amount v unitPrice: Quantity: |

Ship To: INONPOVCHR @ Line Amount: 0.00

SpeedChart: [ @, Description:

Related Voucher: [JOne Asset

Calculate
i Fars!u 10f1 ] Last
Line Amt Q Y *GL Unit Fund Dept SiD Program Account ChartField 1 ChartField
== 1] 0.00 [STATE/@, @, Q@ | @ @ | @, Q@
< >

[5] save [ Nolify 2% Refresh [[% Add | 7] update/Display

Invoice Information | Payments | Voucher Attributes | Consumption

* Enter the original voucher Invoice Number and add ADJ to make it unique. Invoice numbers cannot
be duplicated.

* Enter the Invoice Date: the date the agency received the credit or debit memo from the vendor.
* Enter the original voucher’s receipt date in the Receipt Date field. Enter the Vendor ID.

¢ Click the Copy From Worksheet link.

41



Core P

Adjustment Voucher
Voucher Worksheet Back to Invoice
Business Unit: DASM1 Voucher ID: NEXT
Vendor ID: 0000010054 CWPM LLC
| wyma ] 1 Invoice Number: 845257
FromVoucherLine: | @ ToVoucherLine: | @

Voucher Date Option: Voucher Date: i
) Additional Search Criteria

MaxRowsto | Seaich Copy Selected Lines Reset
Retumn '

¥ Select Al = Clear Al

]

<

Find | View All First Dgor1 7 L

Unit: DASM1 Voucher: 00031772 Invoice: 846257 Date: 021192014

300.000

JTITLL VUULIITT LINTY

Personaiie | Find | View A1l | B | st K1 14 D a1

 Adjust Mtch ; . . . Merchandise
oot Line  SOUHEN L pounit poNumber  temID Descriptin Quantity  UOM  Unit Price RS Curency
Rubbish Removal Service
1 DASM1 0000009152 one ye -3.0000 MO 100.00000 -300.00 USD
@ SeletAl [ ClearAl Gross Invoice Amount: 300,000 Lines Entered: 1

* (1) Enter the Voucher ID of the Regular Voucher that is being credited or debited.
* (2) Click the Search button.

* The Voucher information displays.

* Important: The Unpaid amount determines if the voucher has been paid.
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Adjustment Voucher
Voucher Worksheet Bk Bwoks
Business Unit DASM1 Voucher ID: NEXT
Vendor ID: 0000010054 CWPMLLC
Voucher ID: 00031772 Q@ Invoice Number: 846257
FromVoucherLine: | @ ToVoucherLine: | @,

Voucher Date Option: Voucher Date: b
) Additional Search Criteria

Max Rows to Search Copy Selected Lines Resat 7 -
Return = Select Al ™= Clear All
Voucher Information Find | View All First tl 1of1 0 L

Unit: DASM1 Voucher: 00031772 Invoice: 846257 Date:  02/1912014

2
Vendor: 0000010054  CWP
Unpaid: 300000 pverse (ty/Amt
Pessonaize | Find | View 41 | B | = First T g0 1 Lag
- Adjust Mich - s . Sy Merchandise
Select Line B e PO Unit PO Number ItemID Description Quantity  UOM  Unit Price et Currency
1 DASM1 0000009152 E::?:" Removal Senice 3 oopoMo 100.00000 30000 USD
W SeledAl [J ClearAl Gross Invoice Amount; 300.000 Lines Entered: 1

* (1) Click the Select checkbox to select the voucher line. Click the Adjust Mtch
Values/Encumbrances checkbox on the voucher line(s). This ensures that the money will return to
the PO. More than one line can be adjusted at a time. This ensures that the money will return to the
PO.

* (2) When making credit adjustments always select the Reverse Qty/Amount checkbox to create a
negative amount. This will reverse the values to reflect a credit.

 Important: Do not select the Reverse Qty/Amount checkbox for debit adjustments.
* (3) Click the Copy Selected Lines button.

* The Adjust Match Values/Encumbrances and Reverse Qty/Amt must be checked in order to be able
to re-use the adjustment voucher amount and quantities.
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Adjustment Voucher

(OLER0 G LB - Payments | Voucher Attributes ~ Consumption

Business Unit: DASM1 Invoice No: ,554123’5‘01
Voucher ID: NEXT Invoice Date: L 0212172014 3 )
Voucher Style: Adjustments Accounting Date: )2/26/2014 Receipt Date: 0272672014 [3y
Vendor ID: 0000010054 CWPMLLC
ShortName: 061600557F-001 25 NORTON PL Aftachments (0)
; .
Location: ‘MA'N @ PO BOX 413 Comments(0)
“Address: 1 Q@ PLAINVILLE, CT 06062
Control Group: [ Q *Pay Terms: 7 [oo0 @ pue Now View Audit Logs
Invoice Lines: 0.00 Basis Date Type: Inv Date Withholding
*Currency: UsSD Non Merchandise Summary Penalty Details Printinvoice
Miscellaneous: 3
Freight: =2
l Total: [ -300.00 | I
Copy From Source Document
Difference: 0.00 Voucher ID: Copy o Voucher
Calculate Copy From Worksheet
Invoice Lines Find | View Al First &1 1of1 I Last
. = &= =
Line: 1 Item: Q iie; N
*Distribute by: ,, Unit Price: 100.00000 Quantity: -3.0000
Ship To: 0640000035 9, Line Amount: 300.00 Force Price
poed ¥ [ Q@ 2 [Rubbish Removal Service one ye
Sfosdehalt = [Descrprion: Adjust Mtch Values/Encumbrance
Related Voucher: 00031772

[JOne Asset
Calculate

= hace Order £ Recewe
Associate Receiver(s)
Perso d | View 2 | BV ] 2 First BT qora D Last

[CWEFTH * Exchange Rale ~ Statistics = Assets

Line  Merchandise Amt Adjust Mtch Values/Encumbrance *GL Unit Fund Dept SID Program Accour
+][=] 1 -300.0 v STATE @, (11000 @, [DAS23331 @ [10020@, [25002 @ [53450
< >
(5} Save | =] Notify | % Refresh Chada (2] '

Invoice Information | Payments | Voucher Attributes | Consumption

* The Total field and Quantity fields in the Invoice Lines and Distribution Lines populate with the
amount of the entire voucher.

* Update the Total field and Quantity fields to reflect the adjustment.

* The Quantity fields are open because this is a quantity Purchase Order. On a amount only PO only
the amounts would be open to edit.

* Click the Associate Receiver(s) link.
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Adjustment Voucher

Associate Receiver

Unit: DASM1 Voucher: 00031773 Invoice:  654123ADJ

Line: 1 Item:

Quantity:  -1.0000 UOM: MO Unit Price:  100.00000 usD
PO Number

Unit: DASM1 PO No.: 0000009152 PO Line: 1 Sched Num: 1

Associated Receiver(s) Personalize | Find | View 4 | ¥ | # Fist £ q014 1 o

Quantity to Voucher  Unmatched Qty |, .o 0

Recv BU Receipt No Line Seq Match (PO UOM)| UM (VUOM) Currency

DASM1 0000008921 1 3.0000 100.00 USD

|

* Adjust the Quantity to Match (PO UOM) in the Associated Receiver(s) group box to reflect the
credit/debit adjustment.

* Click OK.
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Adjustment Voucher

Core P

Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary Consumption
in nit: DASI] Invoice No: .5541235\[’,‘,'7 —
Voucher ID: 00031773 1 Invoice Date: 0212172014 [
Voucher Style: Adjustments Accounting Date: 02/26/2014 Receipt Date: [ 0226120143
Vendor ID: 0000010054 CWPM LLC
h E .
ShortName 061600557F-001 25 NORTON PL Ataenmente (0
Location: MAIN Q@ PO BOX 415 Attachments (0)
“Address: [1 @,  PLAINVILLE, CT 06062 Comments(0)
Control Group: [ Q, *Pay Terms: = [o00 o S—— View Audit Logs
Invoice Lines: -100.00 Basis Date Type: Inv Date 7 WiHiokin
*Currency: UsD Non Merchandi mm Penalty Details —ann! ==
Miscellaneous: { 5]
Freight: | =
Total: -100.00
Copy From Source Document
ORI, sy Voucher ID: Copy;to Voucher
Caiculate Copy From Worksheet

Find | View All First Bl qor1 D Last

; e H =

Line: 1 Item: : 2 yom MO Q
“Distribute by: @ Unit Price: [100.00000 Quantity:  ~1.0000

Ship To: 0640000035 @ Line Amount: 100,00 [ Force Price

peed . @ Gitsos [Rubbish Removal Service one ye
lsiela(ez'\:'aor:l.cher' —— et Adjust Mtch Values/Encumbrance
’ [JOne Asset
Calculate Pur rder & Receiver Inf
ate Receiver

= First K qor1 I Last

Line  Merchandise Amt Quantity Adjust Mtch Values/Encumbrance *GL Unit Fund Dept

+] =] 1 -100.00[  -1.0000 v

[STATE@, [11000@, [DAS23331 @ [10020/@, [25002 @, [53450

SiD Program Accour

>

L% Add | 7] Update/Display

* After saving Core-CT generates a Voucher ID.

¢ Click the Payments Tab to put the Adjustment Voucher on hold.
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Adjustment Voucher

Core P

Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary Consumption
Business Unit: DASM1 Invoice No: |554123ADJ
Voucher ID: 00031773 Invoice Date: |02"2” 2014 )
Voucher Style: Adjustments
Total Amount: -100.00
Schedule P ts
"Pay Terms: 000 @ Due Now vie raymen
Payment Information Find | View All First B! 10f1 L3 Last
(#H[=]
Payment: 1
*Remit to: 0000010054 A5 Gross Amount: \ -100.00 USD Payment Inquiry
Location: MAIN Q\) Discount: 0.000 ysp Discount Denied
“Address: 1 @, Late Charge
CWPM LLC Scheduled Due: 02/26/2014 B Express Payment
T Payment Comments(0
Net Due: 02/21/2014
25 NORTON PL Holiday/Currency
PO BOX 415 Discount Due:
PLAINVILLE, CT 08062 Accounting Date:
Payment Options
*Bank: [FLEE2 @, Pay Group: | M Vendor Bank
*Account: VEN1 2, *Handling: RRE @ Messages
*Method: CHK ‘l.'.?!Q Check “Netting: | Not ﬂgglicable hd \
L/C ID: 5 | Hold Reason: | Revrsl or Adjustmnt Vchr Reg'd V‘ Hold Payment I
t
Message: ‘

Message will appear on remittance advice.

* Select the Hold Payment checkbox. Select the appropriate Hold Reason.

* Save the Adjustment Voucher.

* When both vouchers are all the way through voucher post, they both can then be taken off
payment hold. This allows both vouchers to go through the Pay Cycle together and the vendor is
paid the net amount of the regular voucher and adjustment voucher.

* To take vouchers off payment hold simply navigate to the Payments tab and uncheck the Hold

Payment checkbox.
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Creating Vouchers

Topics

e Regular Voucher

e Partial Payment Voucher
* Non-PO Voucher

e Adjustment Voucher

e Journal Voucher

e Reversal Voucher

e Template Voucher
— Non-PO Voucher from Template

Journal Vouchers are created to correct distribution coding errors on vouchers that
have already been processed through Accounts Payable. Distribution coding on a
voucher can be changed prior to the budget check process therefore a Journal
Voucher is not required.

Journal Vouchers require Budget Check and Voucher Post but never pay, therefore
there is no refund returned to the Purchase Order.

Example: A Journal Voucher can be created when a voucher has been budget checked
and has distribution coding errors.



Journal Voucher

Navigation: Accounts Payable > Vouchers > Add/Update > Journal Voucher

CoreOP

Voucher

Find an Existing Value

Business Unit: DASM1 @

Voucher ID: INEXT

Voucher Style: ' Regular Voucher v
Short Vendor Name: Adjustments

Vendor ID:

Vendor Location: Register Voucher

Regular Voucher
Address Sequence Number: Reversal Voucher
Single Payment Voucher
Template Voucher

Invoice Number:

Invoice Date: Third Party Voucher
Gross Invoice Amount: | 0.00
Freight Amount: ‘ 0.00
Misc Charge Amount: | 0.00
Estimated No. of Invoice Lines:| 1

Add

Find an Existing Value | Add a New Value

* Select Journal Voucher from the Voucher Style dropdown list.

¢ Click the Add button.
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Journal Voucher

AT ET © Payments ([ Voucher Attributes | Consumption

Business Unit: DASM1 Invoice No: 127114200V : 1
Voucher ID: NEXT Invoice Date: 01/202014 3§ o
Voucher Style: Journal Voucher Accounting Date: 02/25/2014]  Receipt Date: | 01/27/2014 )
: 0000010009 2 _] SUBURBAN STATIONERS INC Session Defaults
ShortName: Ll = ) 693 HIGH ST Aftachments (0)
Location: MAIN Q 2AIDDLETOWN. CT 06457 : ;
*Address: 1 Q, omments(0)

Advanced Vendor Search

s Giaup a Pay Terms: 000 Due Now View Audit Logs

Related Voucher: [00031755 @, | Basis Date Type: Inv Date

Invoice Lines: 0.00 3 Penalty Details Print Invoice
*Currency: [ usb @,

Total: 0.00

Difference: 0.00

Calculate
Invoice Lines Find | View Al First & 10f1 D Last
E=

Line: 1 Item: UOM:

*Distribute by: Unit Price: Quantity:

Ship To: [INONPOVCHR @, Line Amount: | 0.00

SpeedChart: l Q Description:

One Asset

2 First K1 4 or4 IV Last

(DI oo e _sutnics s

DCOW Line M ise Amt Q ity *GL Unit Fund Dept SID Program Account ChartField 1
== O 1 000 | ] [sTaTE@, [ @& [ Q[ &l Q@ & [ @,
< >

(il Ssave =] Notify &% Refresh [ % Add 7| Update/Display

Invoice Information | Payments | Voucher Attributes | Consumption

* (1) Enter the Invoice Number from the voucher with coding errors and add JV to the end to make it
unique. Enter the Invoice Date and Receipt Date.

* (2) Enter the Vendor ID.

* (3) In the Related Voucher field enter the Voucher ID with distribution coding errors.
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Journal Voucher

Payments |~ Voucher Attributes ' Consumption

Business Unit: DASM1 Invoice No: _1271420'”

Voucher ID: NEXT Invoice Date: 01/20/2014 5§ '

Voucher Style: Journal Voucher Accounting Date: 2/25/2014 Receipt Date: | 01/27/2014 [

Vendor ID: (0000010009 . SUBURBAN STATIONERS INC Session Defaults
ShortName: 061043422F-001 @ 693 HIGH ST e
Location: MAIN @,  MIDDLETOWN, CT 06457 Aliachments. O}
*Address: [1 Q@ Comments(0)

Advanced Vendor Search
View Audit Logs

Control Group: @, Pay Terms: 000 Due Now

Related Voucher: ' @,  Basis Date Type: Inv Date

Invoice Lines: 0.00 Penalty Details B
"Currency: usD @,

Total: 0.00

Difference: 0.00

Calculate
Invoice Lines Find | View All First &1 4 of 4 I3 Last
: =

Line: 1 Item: UOoM:

*Distribute by: I Amount v Unit Price: Quantity:

Ship To: ’NONPOVCHR @ " " 0.00

SpeedChart: @ [ pescription: NONSKID FINISH ECON PAPER CLI

One Asset

d | View il | B Fiest K1 g 014 T Lot

EC°W Line Merchandise Amt Quantity *GLUnit  Fund Dept SID Program  Account ChartField 1
=K 0O 1 -75.25 25.0000 STATE@, [11000@, [DAS23331 @, [10020@, (00000 @, (54060 @ | Q@
< >

Bs =] Notity | |3 Refresh % Add 7] Updale/isplay

Invoice Information | Payments | Voucher Attributes | Consumption

* A Journal Voucher is the only voucher style that does not copy from a voucher. Information from
the voucher with distribution coding errors must be entered manually.

* Enter the Merchandise Amount from the voucher with the incorrect coding.
* Enter a Description in the Invoice Lines.

* Enter the incorrect coding from the voucher on the first line. This line must have a negative dollar
amount.

* Click the plus sign to enter the correct coding on the 2nd line.
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Journal Voucher

Script Prompt:
Enter number of rows to add:

1

Core P

Invoice Lines Find | View Al First Kl 101 O Lot
+[=]

Line: 1 Item: UOM:

*Distribute by: Amount M Unit Price: Quantity:

Ship To: NONPOVCHR 9 Line Amount: 0.00

SpeedChart: Q Description: NONSKID FINISH ECON PAPER CLI

One Asset

View B = First K 12002 D0 st

ExchangeRale | Stafistics  Assels

Invoice Information | Payments | Voucher Attributes | Consumption

m Line  Merchandise Amt  Quantity *GL Unit  Fund Dept SID Program  Account ChartField 1
= [ 1) 7525 | 250000 STATEQ [11000@, |DAS23331 @ [10020@, 100000 @ [54060 Q Q
I 2 To25| | 250000 |STATEW, |11000@, JDASZIZI0 (@, |10020d, 00000 & [54060 Q| Q&
< >

) Save |=] Nolly i} Refiesh _+Add )| UpdateiDispiay

* Click OK to the script prompt message to add 1 row.

* The new line inherits the Merchandise Amt, Quantity, and GL Unit fields

¢ Enter the corrected values on the second line.

* Edit the Chartfield(s) in the second line where corrections are necessary.

* In this example, the Dept. field is corrected.

¢ Click the Save button.

52



Core P

Journal Voucher

One or more Lines for this Voucher does not reference a PO. Do you wish to continue? (21210,25)

._ﬁummaly Related Documents Invoice Information Payments Voucher Attributes Error S y G
Business Unit: DASM1 Invoice No: ,127“20"?" —
oucher | 00031771 Invoice Date: 01/2072014 5y
ummmm—w Accounting Date: 02/25/2014]  Receipt Date: | 012772014 5
Vendor ID: 0000010009 @ SUBURBAN STATIONERS INC Session Defaults
ShortName: [9‘51043“22"'00‘ é 693 HIGH ST FR—
Location: MAIN < MIDDLETOWN, CT 06457
G mments
*Address: 1 @ Commente!0;

Preview roval
Advan Vendor Search

Control Group: @ Pay Terms: 000 Due Now View Audit Logs

Related Voucher: [ @, Basis Date Type: Inv Date

Invoice Lines: 0.00 Penalty Details P
*Currency: [ usD@, Submit For Approval
Total: 0.00

Difference: 0.00

Calculate
Invoice Lines Find | View Al First &1 1074 I Last
==

Line: 1 Item: UoMm:

*Distribute by: Amount Unit Price: Quantity:

Ship To: [NONPOVCHR 9 Line Amount: [_ 000

SpeedChart: [ @, pescription: [NONSKID FINISH ECON PAPER CLI

One Asset

EXTI) ExchangeRate  Statistics  Assets

DCDW Line Merchandise Amt  Quantity *GL Unit Fund Dept siD Program Account ChartField 1
28 = 2| 75.25/ | -25.0000 [STATEQ, [11000@, [DAS23210 @, (100209, (00000 @, (54060 Q | Q
< >
i) save =] Notify i3 Refresh [ % Add 7] Update/Display

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary | Consumption

* Answer Yes to the warning message.

* Click the Save button to generate a new Voucher ID.
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CoreCW
Creating Vouchers

Topics

e Regular Voucher

e Partial Payment Voucher
* Non-PO Voucher

e Adjustment Voucher

e Journal Voucher

* Reversal Voucher

e Template Voucher
— Non-PO Voucher from Template

A Reversal Voucher is created to ‘take back’ or reverse a voucher that should have
never been created. A voucher can be reversed if it has been posted but not paid.

Closing a voucher may be an alternative, but it can only be done by OSC/APD. When
unsure which action is most appropriate, log a ticket with the Core-CT Help Desk
FootPrints application.

Please Note that the voucher to ‘take back 'and the Reversal Voucher must be placed
on Payment Hold until they’re both voucher posted and ready to pay together.

Example: Create a Reversal Voucher if a voucher was created in error and would result
in a duplicate payment.
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Reversal Voucher

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

Voucher

Find an Existing Value Add a New Value

Adjustments

Journal Voucher
Business Unit: Prepaid Voucher

. Register Voucher
Voucher ID: B \ e i
Voucher Style: [ Reversa puche
) Single Payment Voucher

Short Vendor Name: Template Voucher
Vendor ID: Third Party Voucher
Vendor Location: ( @,

Address Sequence Number: 0@

Invoice Number: {
Invoice Date: { e

Add

Find an Existing Value | Add a New Value

* On the Add a New Value tab verify that the correct Business Unit populates.
* Select Reversal Voucher on the Voucher Style drop down menu.

¢ Click the Add button.
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Reversal Voucher

Payments ' Voucher Atributes ' Consumption

Business Unit: DASM1 Invoice No: SRV

Voucher ID: NEXT Invoice Date: ' 020772014 ’

Voucher Style: Reversal Voucher Accounting Date: 0207720145 Receipt Date; | 020772014

| vendorID: 0000022134 ] AOVANCED REPROGRAPHICS LLC
. 061496846F001
ShortName: ' : 50 CORPORATE AVE Attachments (0)
Location: MAIN % PLAINVILLE, CT 06062 S—t
n Q Comments(0)

*Address: e ——
Advanced Vendor Search

Control Group: ' Q, "Pay Terms: & |00 Qe Now View Audt Logs
Invoice Lines: 0.00 Basis Date Type: Inv Date Wittholding
*Curency: ' Penay Detais Print Invoice
Miscellaneous: a-_]

Freight: 5

Total: 0.00

Copy From Source Document
Olloronce: 000 | VoucherID: (00031525 Q Pee——
Calculate Reverse Voucher
i Save =] Noty & Refresh L4 Add 7| UpdaleDisplay

Invoice Information | Payments | Voucher Attributes | Consumption

e Enter the voucher’s Invoice Number and add RV to make it unique. Invoice numbers cannot be
duplicated.

* Enter the Invoice Date and Receipt Date on the Invoice Information page. The Invoice Date and
Receipt Date should be the same entered on the voucher to ‘take back’.

¢ Enter the Vendor ID.
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Reversal Voucher

Payments  Voucher Atributes | Consumption

Business Unit; DASM Invoice No: LRV

VoucherID: NEXT mvoiceDa: | 2004 o

Voucher Style: Reversal Voucher Accounting Date: 020720145 Receipt Date; | 020712014 &

Vendor ID: 00002134 4, yanceD REPROGRAPHICS L

ShortName: (01496846F- 00t J 50 CORPORATE AVE Attachments (0

Location: MAN % PLAINVILLE, CT 06062 ,

i q a Comments(0)

*Address:

Advanced Vendor Search

Control Group: ' Q 'PayTems: S % dueNow L nuli L

Invoice Lines: ooy Basis DateType: Inv Date Withholding

*Currency: [ Penaly Detas Print Invoice

Miscellaneous: :J

Freight: 5|

Total:

Difference: 000 | voucherIn: 100031525 Q Copy o Voucher
Calculate V] Reverse Voucher

i Save =] Noty i) Refesh 4 Add 7] UpdaleDispiay

Invoice Information | Payments | Voucher Altributes | Consumption

* In the Copy from a Source Document group box enter the Voucher ID. Select the Reverse Voucher
checkbox. Click the Copy to Voucher button.

* Reversal vouchers should relate to the voucher to ‘take back’ in the Voucher ID field.
Entering the Voucher ID allows the updating of: previously matched quantities or amounts,
encumbrances on the Purchase Order, and vouchering against the receipt if needed.



Core P
Reversal Voucher

Summary ' Related Documents Payments ~~ Voucher Attributes '~ Error Summary =~ Consumption
Bysine nit DASH Invoice No: 52134RV
=

Voucher ID: 00031761 Invoice Date: 0210712014 3§

Voucher Style: Reversal Voucher Accounting Date: 02/0772014 5  Receipt Date: | 02/07/2014 )

Vendor ID: 0000052134 ADVANCED REPROGRAPHICS LLC

ShortName: $]:9w5F~001 : :ﬂ;g;ifsﬂgf 2:562 Attachments (0)
_:ZZ:::: 1 O ' Comments(0

Control Group: ' Q *Pay Terms: 7 |[o00 A Do tow View Audit Logs

Invoice Lines: -4365.93 Basis Date Type: Inv Date . . Withholdin

Currency: - ISt Non Merchandise Summary enalty Details Print invoice
Miscellaneous: 5 |

Freight: 5|

Total: -4,365.93

Difference: 0.00

Calculate
Invoice Lines Find | View Al First K1 1014 D Last
: . =

Line: 1 Item: A yom: EA Q

*Distribute by: [Ar stk ¥ Unit Price: [4.365.93000 Quantity: 1.0000 < Amount Only

Ship To: 0640000035 % Line Amount: L -4,365.93 1

Description: Blueprinting serv c/a 10PSX034 .
Related Voucher: 00031525 I Adjust Mtch ValuesJEncurnbrance]
’ | One Asset
Caicuiate Purchase Order & Receiver Info
Associate Receiver(s)
(T ExchangeRate || Statistics | Assels
—
Line Merchandise Amt  Quantity Adjust Mtch Values/Encumbrance "GL Unit Fund Dept SID Program Account
=] 1] -4,365.93 -1.0000 ; STATE@, [11000@, [DAS27681 @ [10020@, (13052 @, (51871
2 = >
':jﬁ =] Notif 24 Refrest L& Add /J Update/Display
Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary | Consumption

* (1) Select the Adjust Match Values/Encumbrance checkboxes in the Invoice Lines

group box and Distribution Lines. Selecting the checkboxes returns the full amount to the Purchase
Order. If the checkboxes are not checked, the funds will not go back to the Purchase Order and will
be unable to use in the future. If the Purchase Order is closed the checkbox will not display.

* (2) Click the Save button.

* A Voucher ID is generated.
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CoreCW
Creating Vouchers

Topics

e Regular Voucher

e Partial Payment Voucher
* Non-PO Voucher

e Adjustment Voucher

e Journal Voucher

e Reversal Voucher

e Template Voucher
— Non-PO Voucher from Template

Template Vouchers are useful for agencies that create a high volume of Non-PO
Vouchers with the same chartfield information.

Template Vouchers never post or pay, and they cannot be deleted or closed. Non-PO
vouchers must have prior approval from OSC/APD.

Example: Template Vouchers can be created if creating a voucher repeatedly with the
same chartfield information that remains constant. The template voucher is then
copied to the Non-PO Voucher.
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Template Voucher

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

Voucher

Find an Existing Value Add a New Value

Business Unit: DASM1 Q
St =
Voucher Style: Template Voucher v I
Short Vendor Name Q
Vendor ID Q
Q

Vendor Location:

Address Sequence Number 0Q

Invoice Number

Invoice Date 31

Gross Invoice Amount 0.00
Freight Amount 0.00
Misc Charge Amount 0.00

Estimated No. of Invoice Lines 1

Add

Find an Existing Value | Add a New Value

* On the Add a New Value tab validate that the correct Business Unit populates. The Voucher ID field
defaults to NEXT.

* Select Template Voucher from the Voucher Style drop down menu.

¢ Click the Add button.
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Template Voucher

New Window | Help | Personalize Page | i

Invoice Information Payments Voucher Attributes Consumption

Business Unit: DASM1 Invoice No: 012016Replenishment 1
Voucher ID: NEXT Invoice Date: 01/22/2016 Li_
Voucher Style: Template Voucher Accounting Date: 01/22/2016 Receipt Date: | 01/25/2016 (5
| Vendor ID: DASM1 QI DEPT OF ADMINISTRATIVE SERVICES Session Defaults
i - =
ortName: =" 165 CAPITOL AVENUE Attachments (0)
Location: RPC Q@ HARTFORD, CT 06106
Comments(0)

"Address: 2 Q
Advanced Vendor Search 2
Control Group: Q *Pay Terms: &5 000 . Dise Now View Audit Logs
Invoice Lines: 0.00 Basis Date Type: Inv Date
v R— Uspl@_ Non Merchandise Summary Penalty Details Print Invoice
Miscellaneous: ™
Freight: )
Total:

Copy From Source Document
Difference: 0.00 PO Unit: Q

Calculate PO Number: Q

Copy From: None v Go

Template

Template ID: Replenishment

Description: Petty Cash Replenishment

[ linactive ¥ Save as a Template Voucher 3

* (1) To create a Template Voucher, enter the Invoice Number, the Invoice Date, and the Receipt Date
on the Invoice Information page.

* (2) Enter the Vendor ID.
* (3) Enter the Template ID and Description in the Template group box. When creating a template for
utilities it is recommended to use the vendor’s account number for the Invoice Number and the

Template ID. Anything other than utilities, the Template ID should be something descriptive that can
easily be identified.
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Template Voucher

Invoice Lines Find | View All First ‘4 10of1 ‘% Last
=]
Line: 1 item: Q vom: Q
*Distribute by: Unit Price: Quantity:
Ship To: NONPOVCHR Q ine Amount: 0.00
SpeedChart: Q escription: Replenishment
[ one Asset
Calculate
Distribution Lines Personalize | Find | View All | | & First ‘4 1-20f2 ‘* Last
GL Chart Exchange Rate Statistics Assets =)
Sg:r\ Line Merchandise Amt  Quantity *GL Unit Fund Dept SID Program Account Chartl
j O 1 0.00 STATE |Q 11000 |Q, DAS23920 |Q, 10020 |Q, 13004 Q, 50780 Q
== O 2 0.00 STATE |Q 11000 |Q DAS23920 |Q [10020 |Q (13004 Q, 51873 Q
< >
nSave [Z]Notfy | Refresh L% Add || 7] Update/Display
Invoice Information | Payments | Voucher Attributes | Consumption

* Enter a Description for the Invoice Lines.

* Enter Chartfield Information that will be consistent when utilizing the template.

¢ Click the Save button.
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Template Voucher

Message

One or more Lines for this Voucher does not reference a PO. Do you wish to continue?

(21210,25)
Yes No
Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary Consumption
Business Unit: DASM1 Invoice No: D12016Replenishment x
Voucher ID: 00059120 | Invoice Date: 01/22/2016 L
Voucher Style: Template Voucher Accounting Date: 01/22/2016 Receipt Date: = 01/25/2016 [3)
Vendor ID: DASM1 Q DEPT OF ADMINISTRATIVE SERVICES Session Defaults
ShortName: DAS-001 Q165 CAPITOL AVENUE Attachments (0)
Location: RPC Q' HARTFORD, CT 06106
2 e Comments(0)

*Address: 2
Advanced Vendor Search
Control Group: Q@ "Pay Terms: & |o00 A pue Now View Audit Logs
Invoice Lines: 0.00 Basis Date Type: Inv Date
*Currency: usplQ Non Merchandise Summary Penalty Details Britineee
Miscellaneous: =
Freight: =)
Total: 0~°°]

Copy From Source Document
Difference: 0.00 PO Unit:

Calculate PO Number:

Copy From: None v Go

Template

Template ID: REPLENISHMENT

Description: Petty Cash Replenishment

Olinactive ¥ Save as a Template Voucher

* After clicking the Save button a Message box displays. Click the Yes button.

* The Template ID and Voucher ID display. The Template ID is used to locate the template for future
use.

* Template Vouchers can be updated at any time. While they cannot be deleted or cancelled, they
can be inactivated by checking the Inactive checkbox on the Invoice Information page and saving the
template. The Inactive checkbox can be unchecked at any time to be re-activated.

* Inactivating a Template Voucher removes it from the lookup when creating vouchers from a

template.
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Non-PO Voucher from Template

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

Voucher

Find an Existing Value Add a New Value

Business Unit: DASM1 |Q
Woucher ID: NEXT

Voucher Style: Regular Voucher W
Short Vendor Name: Q

Vendor ID: Q

Vendor Location: Q

Address Sequence Number: 0/Q

Invoice Number:

Invoice Date: 1)

Gross Invoice Amount: 0.00
Freight Amount: 0.00
Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Find an Existing Value | Add a New Value

* To create a Non-PO Voucher from a template, select Regular Voucher from the Voucher Style drop
down list.
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Non-PO Voucher from Template

Invoice Information

Business Unit:
Voucher ID:
Voucher Style:

Vendor ID:
ShortName:
Location:
*Address:

Payments Voucher Attributes
DASM1

NEXT

Regular Voucher

Ll:;:sw
S-UUT
RPC
2

LPLAQL

Advanced Vendor Search

Control Group:

Invoice Lines:

*Currency:
Miscellaneous:
Freight:

Total:

0.00
usDlQ,

ad

=
a

Difference:

Invoice Lines

Line:
*Distribute by:
Ship To:
SpeedChart:

0.00

Calculate

1
Amount M
NONPOVCHR

jelye

*Pay Terms:

Consumption

Invoice No:
Invoice Date:

Accounting Date: 01/22/2016

DEPT OF ADMINISTRATIVE SERVICES
165 CAPITOL AVENUE
HARTFORD, CT 06106

& [ooo

>

Basis Date Type: Inv Date

Non Merchandise Summary

Copy From Source Document

PO Unit:
PO Number:

5

Receipt Date:

Q Due Now

Penalty Details

elye

Copy From: Template

Item:

Unit Price:
Line Amount:
Description:

Q vom:

Quantity:

0.00

Find | View All First ‘& 10of1 ‘' Last

Session Defaults
Attachments (0)

Comments(0)
View Audit Logs

Print Invoice

Q (=]

[J One Asset

e Enter the Vendor ID on the Invoice Information page.

¢ Select Template in the Copy From drop down menu.

¢ Click the Go link.
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Non-PO Voucher from Template

Voucher Template

Select Template to Copy

Template ID: REPLENISHMENT

" Petty Cash Replenishment

Back to Invoice

Business Unit: DASM1 Invoice Number:
Voucher ID: NEXT Vendor:
Invoice Date: ID:

DEPT OF ADMINISTRATIVE SERVICES
DASM1

Copy from template 3

Look Up Template ID
Help
Business Unit DASM1
Vendor ID DASM1
Template ID: | begins with Vv
Description
Look Up Clear Cancel | Basic Lookup
Search Results
View 100 First ‘& 1011 & Last
- Short Cha.rged Voucher
Template ID Description Vendor Business 2
ID
Name Unit
{REPLENISHMENT! Petty Cash Replenishment DAS-001 DASM1 00059120

* (1) On the Voucher Template page, click the Template look up icon to look up a Template.

* (2) Select the Template ID from the Search Results.

* (3) Click the Copy from template button.
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Non-PO Voucher from Template

Invoice Information Payments Voucher Attributes Consumption
Business Unit: DASM1 Invoice No: 012015Rea!emshmenizq 1
Voucher ID: NEXT Invoice Date: 0172272016 L
Voucher Style: Regular Voucher Accounting Date: 0172212016 Receipt Date: | 01/25/2016/[3)
Vendor ID: DASM1 Q. DEPT OF ADMINISTRATIVE SERVICES Session Defaults
. DAS-001 165 el
ShortName: Q. 165 CAPITOL AVENUE Attachments (0)
Location: RPC Q' HARTFORD, CT 06106 "
2 Comments(0)
*Address: 2 Q
Advanced Vendor Search
" : . /iew it
Control Group: Q, "PayTemms: = |ooo Q  pue Now View Audit Logs
Invoice Lines: 0.00 Basis Date Type: Inv Date
*Currency: usolQ, Non Merchandise Summary Penalty Details Print Invoice
Miscellaneous:
Freight: = 2
Total: 100.00 I
Copy From Source Document
Difference: 0.00 PO Unit: Q
Calculate PO Number: Q
Copy From: Template v Go
Invoice Lines Find | View All First ‘&' 10f1 ‘&' Last
=]
Line: 1 Item: QA yom: Q
*Distribute by: [Amount .4 Unit Price: Quantity:
Ship To: NONPOVCHR Q  Line Amount: 100.00
SpeedChart: Q. pescription: Replenishment
[Jone Asset
Calculate
Distribution Lines Personalize | Find | View 1 | 2] E& First ‘& 1-20f2 & Last
GLChart | Exchange Rate | Statistics | Assets [
go"ﬂ Line Merchandise Amt  Quantity *GL Unit Fund Dept SID Program Account Chartl
HE=E 0O 1 50.00 1 STATE |@ (11000 /@ [DAS23920 |@ (10020 |@ [13004  |Q (50780 Q
EE O 2 50.00 1 STATE |@ (11000 /@ [DAS23920 |Q [10020 /@ [13004  |Q@ (51873 Q
< >
fiSave | [<]Notify ||i* Refresh % Add 7] Update/Display
Invoice Information | Payments | Voucher Attributes | Consumption

* The Invoice Information page inherits the values from the template.

* (1) Update the Invoice Number, Invoice Date and Receipt Date.

CoreOP

* (2) Update the Total Amount, Line Amount, and Merchandise Amount and verify that the amounts

are balanced.

* (3) Click the Sav

e button.
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Non-PO Voucher from Template

Message

[ v | W

One or more Lines for this Voucher does not reference a PO. Do you wish to continue? (21210,25)

Core P

Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary Consumption
Business Unit: DASM1 Invoice No: 012016ReplenishmentZO
| voucher 1D: 00059121 | Invoice Date: 01/22/2018 1
Voucher Style: Regular Voucher Accounting Date: 0172212016 Receipt Date: | 01/25/2016/[3)
Vendor ID: DASM1 Q DEPT OF ADMINISTRATIVE SERVICES
ShortName: DAS-001 Q165 CAPITOL AVENUE
Location: RPC Q' HARTFORD, CT 06106
*Address: 2 Q
Advanced Vendor Search
Control Group: Q 'PayTerms: 5 (000 Q pue Now
Invoice Lines: 100.00 Basis Date Type: Inv Date
Penalty Details
CUTnCY: UsDIQ Non Merchandise Summary y
Miscellaneous: =
Freight: =
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit:
Calculate PO Number:
Copy From: Template v

Session Defaults

Attachments (0)
Comments(0)
Preview Approval

View Audit Logs

Print Invoice

Submit For Approval

* Click Yes to the message that displays.

* Core-CT generates a Voucher ID.
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Topics

e Approving a Voucher

* Creating SpeedCharts

* Deleting Vouchers

* Understanding Match Exceptions
 Understanding Budget Exceptions

Once the voucher has successfully matched, it must be approved. The voucher is then
routed to the worklist of the Voucher Approver. The approver’s responsibility is to
verify amounts, quantities, distribution coding, dates, and payment setup details.



Approving Vouchers

CoreCW

Navigation: Accounts Payable > Vouchers > Approve > Approval Framework-Vouchers

Favorites
-

Business Unit:
Voucher:

Invoice Date:

Total:
Misc Amt:
Freight:
Sales Tax:

Use Tax:
Entered VAT:

Line Information

Transaction Currency:

DASM1
00031745
05/30/2013

usD
150.00
0.00
0.00
0.00

0.00
0.00

Main Menu > Accounts Payable : Vouchers : Approve > Approval Framework - Vouchers

Charge Information

Invoice Number:

Vendor:

ID:

Terms:
Approval Status:

Added By:

rubbish removal service
CWPM LLC

0000010054

Due Immediately - No Discount

Pending

CORETRAIMER1

CORE-CT TRAINING USER
1D 1

Attachments (0

|&* Return to Search

t-| Previous in List

Approval | Line Information | Charge Information

4| Mextim List

B 4] [+ ]
Remit . . Scheduled to Gross Payment Payment
SetiD Remit Vendor Remitting Address Pay Amount Currency Name 1
STATE 0000010054 Remitting Address 10/29/2013 15000 USD CWPM LLC
< >
Submit

=] Motify

* Voucher Processors can submit a voucher for approval on the Approval History page of the
voucher. The voucher will then appear on the Voucher Approvers worklist.

* \oucher Approvers can submit a voucher for approval on the Approval History page of the voucher
and automatically approve the voucher. Automatic approval only occurs if the Voucher Processor did
not submit the voucher for approval.

* There are several ways to view Vouchers routed for approval after they are submitted:
e Click the FIN Worklist link on the upper right corner of the Home page.
* Navigate to Worklist > Worklist.
* Navigate to Accounts Payable > Vouchers > Approve > Approval Framework- Vouchers.
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Approving Vouchers

CoreCW

Voucher Approver

Start
— BUSINESS_UNIT=DASM1, VOUCHER_ID=00031745:Pending ey

MNew
Path
Voucher Approver
Pending
G} All Roles except MonState User El
Voucher Approver AWE
Approve Deny Add Comments Hold

[=* Return to Search | |t | Previousin List | 4~| MextinList | [Z] Motify

Approval | Line Information | Charge Information

* Voucher Approvers have the option to Approve, Deny, Add Comments or Hold a voucher.

* VVoucher Approvers are required to review the information on the voucher. If a correction is
needed, the approver is to ‘Deny’ it and enter corrective instruction in the Comments area. The

Voucher Processor will then make the necessary changes for review again by the approver.
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Approving Vouchers

Voucher Approver
I BUSINESS_UNIT=DASM1,VOUCHER_ID=D{}031?4*:Approved

Add Comments

| Return to Search | |12] Previousin List | 45| Mextin List | |[Z] Motify

Approval | Line Information | Charge Information

* \oucher Approvers may Approve, Deny, or Hold a voucher. If the voucher is denied or put on hold,
the approver must enter comments.

* Once the Voucher is approved, the voucher will be ready for the next step in the AP process:
AP_Budget Check.
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Approving Vouchers

Voucher Approver
BUSINESS_UNIT=DASM1, VOUCHER_ID=00031 774|Denied (@YiewHide Comments

Voucher Approver

Denied
0 All Roles except NonState User
Voucher Approver AWE
02/27/14 - 415 PM

Comments

All Roles except NonState User at 02/27/14 - 4:15 PM
duplicate PO / duplicate Voucher

Add Comments

2P Return to Search =] Notify

Approval | Line Information | Charge Information

* VVoucher Approvers should choose ‘Deny’ if the voucher needs immediate correction or deletion.
* If the voucher is denied, the approver must add a comment explaining why the voucher was
denied. Voucher Processors receive email notification that the voucher was denied. The voucher

status changes to Denied.

* Voucher Processors can modify the voucher according to the comment provided by the voucher
approver. Once the voucher is modified, the voucher will be re-routed to the approvers worklist.
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Voucher Approver

~ BUSINESS_UNIT=DASM1, vouc:HER_|D=000317?1Awaiting Further Approvals foysios e Comments

Voucher Approver

On Hold
All Roles except NonState User
—  Voucher Approver AWE
02/28014 - 9:22 AM

— Comments

All Roles except NonState User at 02/28/14 - 9:22 AM
Adjustment Youcher needed; wrong quantity ordered

Approve Deny Add Comments

e Approval “Hold” should be chosen if the approver does not plan to approve the voucher at the
current time. This informs other possible approvers not to approve it also.

e A voucher placed on Hold will remain on the approvers” worklist until it is approved or denied.

* Note: This step is not to be confused with the payment ‘Hold’ checkbox on the Payments page of the
voucher. That hold prevents the voucher from being paid.
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Topics

e Approving Vouchers

* Creating SpeedCharts

e Deleting Vouchers

* Understanding Match Exceptions
 Understanding Budget Exceptions

SpeedCharts allow State agencies to set up chartfield coding, assign them a name,
and use them repeatedly when entering chartfield information in Non-PO Vouchers.
SpeedCharts save data entry time and reduce errors by saving chartfield coding.

The Agency’s business office should verify valid chartfield combinations prior to
creating Speed Charts.

SpeedCharts are also used by Purchase Order (PO) staff for faster PO entry. Accounts
Payable users and PO users can share them as needed.

Example: SpeedCharts are created when a Non-PO Voucher is created repeatedly with
the same chartfield information.



Creating SpeedCharts

CoreCW

Navigation: SetUp Financials/Supply Chain > Product Related > Procurement Options

> Management > SpeedChart

SpeedChart

Eind an Existing Walue

Add a New Value

DASM1 | @

SpeedChart Key:

CER ASSIT2

User ID:
Primary Permission List:

Effective Date:

Add

07012015

el

Find an Existing Value | Add a New Value

2L

e Enter the SpeedChart Key name. The SpeedChart Key name should be short, but easy to identify.

e Enter the Effective Date. The effective date determines when the SpeedChart will be available for

use. Core-CT recommends entering the beginning of the fiscal year.

¢ Click the Add button.
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SpeedChart 2
SetiD:  DASM1 SpeedChart: CERASSTZ 1 Eff Date: 0112212016 | *Status:
Description: Certification Assistance Otal Dercent: 100.00
Security Option Definition
® Universal (All Users) 3 ® Enter Percentages
aa O Enter Weights
() One Permission UOM: Q
Description: 4
Speed Charts Personalize | Find | View Al | 3] B First ‘4 1of1 ‘B Last
Percent Weight GL Unit Fund Dept SiD Program Account ChartField 1 ChartField 2 Bud Ref
1 100.00) 0.00000  [state |G [11000 |@ [das23557 |@ [12016 |@ [13004  |@ [51620 Q Q Q [2016 Q
< >
[Gl5ave |J=] Motify 5% Add || 5| Update/Display &1 Include History 7 Correct History

5

e (1) Enter a Description.

* (2) Verify Active is selected in the Status drop down list. Active must be selected in order to use
the SpeedChart for voucher creation.

* (3) Select a Security Option. Selecting Universal (All Users), allows all users in the business unit to
have access to the SpeedChart. Selecting One User allows only the creator to use the SpeedChart.
Selecting One Permission allows those listed to use the SpeedChart.

* (4) Enter the appropriate chartfield information that will remain the same.

¢ (5) Click the Save button.
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CoreOP

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

Invoice Information

Business Unit:
Voucher ID:
Voucher Style:

Regular Voucher

Payments Voucher Attributes Consumption
DASM1 Invoice No: 8987654
NEXT Invoice Date: 0172072016
D1/22/2016

Accounting Date:

e

Receipt Date: | 01/25/2016 @

Vendor ID: DASM1 “J  DEPT OF ADMINISTRATIVE SERVICES Session Defaults
- UAS-UUT
ShortMame: FINANCIAL SERVICES CETNER RECOVERY UNIT Attachments (0)
9 Location: MAIN Q. 165 CAPITOL AVE STE 5 NORTH Comments(0)
[ *Address: 3 % |/Q  HARTFORD, CT 06106

Advanced Vendor Search

Control Group: g “Pay Terms: %= 000 @ pue Now View Audit Logs
Invoice Lines: 0.00 Basis Date Type: Inv Date
“Currency: usD|Q Mon Merchandise Summary Penalty Details Print Invoice
Miscellaneous: =

Freight: =

Total:

Copy From Source Document
Difference: 0.00 PO Unit: Q
Calculate PO Number: Q PC
Copy From: [None V| Go
Invoice Lines Find | View All First ‘4’ 1of1 '*/ Last
=]
Line: 1 item: R uom: Q&
*Distribute by: [Amount v Unit Price: Quantity:
Shiclo NONPOWVCHR Line Amount: 0.00
SpeedChart: CER ASSIT2 Q Jpescription:
[Jone Asset

¢ SpeedCharts are only recommended for Non-PO vouchers. Do not use SpeedCharts when creating
a Purchase Order Voucher because the voucher distribution is copied from the Purchase Order

Receipt.

¢ (1) Enter the Invoice No, Invoice Date, and Receipt Date.

¢ (2) Enter the Vendor ID.

* (3) Enter the SpeedChart Key name or click the lookup icon to lookup the SpeedChart.
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Invoice Information Payments Voucher Attributes Consumption
Business Unit: DASM1 Invoice No: 9987654
Voucher ID: NEXT Invoice Date: 01/20/2016 B
Voucher Style: Regular Voucher Accounting Date:  |01/22/2016 Receipt Date: | 01/25/2016][5)
Vendor ID: DASMI Q. DEPT OF ADMINISTRATIVE SERVICES Session Defaults
ShortName: DAS-001 & FINANCIAL SERVICES CETNER RECOVERY UNIT Attachments (0)
Location: MAIN & 185 CAPITOL AVE STE 5 NORTH Comments(0)
*Address: 3 @, HARTFORD, CT 06106
Advanced Veendor Search
Control Group: q, PayTerms: # |ooo Q' Due Now View Aud Logs
Invoice Lines: 0.00 Basis Date Type: Inv Date
*Currency: usD|@, MNon Merchandise Summary Penalty Details Bl ns
Miscellaneous: =
Freight: &=
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit: Q
Calculate PO Number: Q
Copy From: [Mone v] Go
Invoice Lines Find | View All First ‘4’ 10f1 '}/ Last
(] [=]
Line: 1 Item: Q vom: Q
“Distribute by: = antity:
Ship To: NONPOVCHR Line Amount: 100.00
SpeedChart: CER ASSIT2 ™
[l one Asset
Calculate
Distribution Lines Personalize | Find | View all | 2| = First ‘4 10f1 ‘&) Last
GL Chart Exchange Rate Statistics Assets
E""‘" Line Merchandise Amt || Quantity *GLUnit  Fund Dept sID Program Account Chartl
F[= O 100.00] STATE |@ [11000 |, [DAS23857 |Q [12016 |@ [13004  |@ [51620 Q
< >
[il save ||[=] Motify || &% Refresh E% Add | Update/Display
Invoice Information | Payments | Voucher Attributes | Consumption

e The Chartfield information from the SpeedChart has been copied to the voucher.

e Update the dollar amounts in the Total field, Line Amount field, and Distribution Line
Merchandise Amount field.
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Creating SpeedCharts

Core P

Summary Related Documents Invoice Information Paymenits Voucher Attributes Error Summary Consumption
= DALl Invoice No: paa7854 x
Voucher ID: 00059122 Invoice Date: 01/20/2016 E
Voucher Style: Regular Voucher Accounting Date:  01/22/2016 Receipt Date: | 01/25/2016][5)
Vendor ID: DASM1 Q. DEPT OF ADMINISTRATIVE SERVICES Session Defaults
ShortName: DAS-001 & FINANCIAL SERVICES CETNER RECOVERY UNIT Attachments (0)
Location: MAIN Q. 185 CAPITOL AVE STE 5 NORTH Comments(0)
*Address: 3 Q@ HARTFORD, CT 06106 :
Preview Approval
Advanced Vendor Search
Control Group: Q *Pay Terms: ) 000 Q Due Now View Audit Logs
Invoice Lines: 100.00 Basis Date Type: Inv Date
*Currency: UsD|@, Mon Merchandise Summary Penalty Details T
Miscellaneous: = Submit For Approval
Freight: o]
Total: 100.00
Copy From Source Document
Difference: 0.00 PO Unit:
Calculate PO Number: Copy PO
Copy From: [None v co
Invoice Lines Find | View All First ‘4 10of1 ‘B Last
®l[=]
Line: 1 Item: Q vom: Q
*Distribute by: Unit Price: Quantity:
Ship To: NONPCOVCHR & Line Amount: 100.00
SpeedChart: CER ASSIT2 Q Description:
[Jone Asset
Calculate
Distribution Lines Personalize | Find | View All | & | EH First ‘&' 10f1 '/ Last
GL Chart Exchange Rate Statistics Assets
DCODY Line Merchandise Amt Quantity Source Type Category Subcategory Budget Date
F[= O 1 100.00 10000 L Q a @ 0112272016
[ 4 >
[l save ||[=]Notify | &% Refresh 5% Add | Update/Display

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary | Consumption

* Continue creating the voucher. Click the Save button. Core-CT will generate a Voucher ID.
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Topics

 Approving a Voucher

e Creating SpeedCharts

e Deleting Vouchers

* Understanding Match Exceptions
 Understanding Budget Exceptions

Most times it is easier to delete a voucher and create a new voucher rather than to
correct a voucher in error. A voucher can be deleted at any time prior to the voucher
post process. In order to delete a voucher it first must be unmatched. The Match
Workbench is the only way to unmatch a voucher.

Example: A voucher can be deleted if a voucher has multiple errors. Errors may
include the wrong vendor, wrong quantity, or wrong amount.
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Deleting Vouchers

Core P

Navigation: Accounts Payable > Review Accounts Payable Info > Vouchers > Match

Workbench
Match Workbench
. v
Use Saved Search: | | Process Monitor
Business Unit [ equal to V| [DASM Q, 1
Match Status | equal to V| | Matched v
Voucher ID | equal to V| 00031700 @,
Vendor SetiD |equa\to V| [STATE a
Vendor ID | Al Values v
Max Rows to Retrieve: 2 300
1 ¢
SRl L ey Advanced Search & Save Search Criteria m Delete Saved Search Personalize Search

Search Results for Match Inquiry Type: Matched

Select to perform an Action on a row. Select All D Clear All

More Details

Personaiize | Find | View A1l | B | %

First K1 1074 IV gt

[@Select All [ Clear All

4

Elion: Undo Matching v Run

Financial
*‘E&% Match Match Type Business Unit Vouchers Vendor ID Sanctions Inveice Number Gross Amt  Currency
Status
atched Auto - Matched DASMI 00700 0000010042 Valid DeaSIH28 a06  usD

* (1) On the Match Workbench page enter the Business Unit. Select Matched from the Match Status

drop down list. Enter the Voucher ID.

® (2) Click Search. The search results will populate with the voucher details identified in the Voucher

ID field.
¢ (3) Select the Undo Match checkbox.

¢ (4) Select Undo Matching from the Action menu and then click the Run button.
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Deleting Vouchers

Navigation: Accounts Payable> Vouchers> Add/Update> Delete Voucher

Voucher Delete
Enter any information you have and click Search. Leave fields blank for a list of all values.

F'lld an Existing Value

+ Search Critenia

Business Unit: =V DASM1 @
Voucher ID: begins with (00031700

“Entry Status: = v v
Invoice Number: begins with

Short Vendor Name: | begins with
Vendor ID: begins with
Name 1: begins with

o

[ ] Case Sensitive
Limit the number of results to (up to 300): |3{]EI

Search | Clear | Basic Search [ Save Search Criteria

e The Voucher Delete page displays. On the Voucher Delete page verify the correct Business Unit
populates.

e Enter the Voucher ID.

¢ Click the Search button.
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S CRYVTT e Voucher Details |

Business Unit: DASM1 Voucher: 00031700
Vendor: 0000010043 COMNECTICUT NATURAL GAS CORP

ShortName: 060383260F-001

Voucher Information

Invoice: 040-0010364-0286 07/03/2013  Origin: 109 Header Budget Status: Not Chk'd
Date: 0719/2013 Group: Non-Prorated Budget Status: Valid
Gross Amount: 546.06 USD Entry Status: Postable
Related Voucher

| Delete |

(5] Save  [oh RetumloSearch <7 Notity

Delete Voucher | Voucher Details

Warning — Delete Confirmation (7030,12)

Press OK to delete the voucher. Press Cancel if you do nof want to delete the voucher.

70K fcancel

¢ Click the Delete button.

* A warning message will display to confirm deletion of the voucher. Click the OK button.




Deleting Vouchers

EEERTT T Voucher Details |

Businass Unit; DASM1 Voucher; 00031700
Vendor: 0000010043 COMNECTICUT NATURAL GAS CORP

ShortName:  060333860F-001

Voucher Information

Invoice: 040-0010364-0286 07/03/2013  Origin: 109 Header Budget Status: Mot Chk'd

Date: 071912013 Group: Non-Prorated Budget Status: Not Chk'd

Gross Amount: 546.06 USD Entry Status: Deleted

Related Voucher Close Satus: Open
hDelete |

[5 save o RetumioSearch =] Noty

Delete Voucher | Voucher Details

* The Entry Status will display Deleted.

* If the voucher has been budget checked a budget check process will automatically initiate to create
reversing entries to delete the voucher.
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Topics

 Approving a Voucher

e Creating SpeedCharts

e Deleting Vouchers

* Understanding Match Exceptions
 Understanding Budget Exceptions

The Accounts Payable Match process ensures that what was purchased is in sync with
what is being vouchered.

Troubleshooting is required to resolve match exceptions. A voucher cannot proceed
through Accounts Payable to payment until it has been successfully matched.
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Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

|Favgntes Main'Menu > Accountsv Payable > Voughers > Add/lipdate > Regular Entry
) Related Documents ~ Invoice Information ' Payments | Voucher Attributes ' Error Summary | Consumption
Business Unit: DASM1 Invoice Date: 01212014
Voucher ID: 00031757 Invoice No: 99970
Voucher Style: Regular Invoice Total: 157.00 UsD
Contract ID: Receipt Date: 012812014
Vendor Name: CWPMLLC Pay Terms: Due Now
SO L Voucher Source: Online
PO BOX 415
PLAINVILLE, CT 06062
| Entry Status: Posiahls Origin: 7
Match Status: Matched Approval Histor: Created: 01/282014
Approval Status: Approved Created By: CORETRAINER1
Post Status: Unposted Modified: 0172872014
Modified By: CTSUPERUSER
ERS Type: Not Applicable
Budget Status: Valid Close Status: Open
Budget Misc Status: Valid Audit Logs
*View Related | Payment Inquiry V] 6o
i) Save | (b RetumtoSearch [<] Nofify = % Refresh |4 Add
Summary | Related Documents | Invoice Information | Payments | Voucher Aftributes | Error Summary | Consumption

* There are several ways to view a Match Status of a voucher on the Regular Entry voucher pages:
the Summary, Invoice Information, and Error Summary pages.

* The Match Status of a voucher can also be viewed on the:
* VVoucher Inquiry page: Accounts Payable > Review Accounts Payable Info > Vouchers > Voucher.

e Match Workbench Details page: Accounts Payable > Review Accounts Payable Info > Vouchers >
Match Workbench.

e Match Exceptions Report: Accounts Payable > Reports > Vouchers > Match Exceptions.
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Favuvrites HainvMenu 3 Accnuntgrpavable > Voughers 3 ﬁ.dd,fuvpdate > Regular Entry
IE Related Documents Invoice Information Payments | Voucher Aftributes || Error Summary Consumption
Business Unit: DASM1 Invoice Date: 08/05/2013
Voucher ID: 00031713 Invoice No: INV23793
Voucher Style: Regular Invoice Total: 4701 usD
Contract 1D: Receipt Date: 071272013
Vendor Name: A& A OFFICE SYSTEMS INC Pay Terms: Due Now
909 MIDDLE ST Voucher Source: Online
MIDDLETOWMN, CT 06457
Entry Status: Postable Origin: 109
I Match Status: Exceptions Created: 0&/06/2013
pproval status: Fending Created By: MitchellPA
Post Status: Unposted Modified: 08/06/2013
Modified By: MitchellPA
ERS Type: Mot Applicable
Budget Status: Not Chk'd Close Status: Open
Budget Misc Status: Valid Audit Logs
*View Related ‘ Payment Inguiry Go
[5] save | [oh RefumioSearch [T Motify ¥ Refresh [ Add Update/Display
Summary | Related Documents | Invoice Information | Payments | Voucher Aftributes | Error Summary | Consumption

* Match Exceptions occur when vouchers do not match correctly to a purchase order, receipt, or

inspection.

e Click the Match Status Exceptions link to go to the Match Workbench page.
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Navigation: Accounts Payable > Review Accounts Payable Info > Vouchers > Match
Workbench

Match Workbench
Use Saved Search: | v| Process Monitor
Business Unit |equal to V| |DASM1 Q@
Match Status |equal to V| |Match Exceptions Exist V| I
Voucher ID | All Values v |
Vendor SetiD |equal to v| [STATE @
Vendor ID | All Values v|
Max Rows to Retrieve: 300
=3
Search Elaah Advanced Search @ Save Search Criteria ﬂ Delete Saved Search Personalize Search
Search Results for Match Inquiry Type: Match Exceptions Exist
Select to perform an Action on a row. WiSelect All [ Clear All

Eind | View Al | BV | 38 First K1 15015 D st

More Details E)
L |

Financial
Select Match Business Unit Vouchers Vendor ID Sanctions Invoice Number Gross Amt Currency
Status
Match Exceptions = )
O Exist DASM1 00031718 00000100115  Valid INV23793 470.91 usb
[ atchExceolons  pasws 00031740 00000100275  Vald STU0E200% 130768 USD

* The Business Unit should populate. If not enter your agency's business unit.

* Select Match Exceptions Exist and click the Search button to display all vouchers that have match
exceptions.

* The Vendor SetlD should always be STATE.

* The Search Results will display all vouchers with match exceptions. Click the Match Exception Exist
link to view match exceptions.
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Match Rule: RULE_vzo00  Match Level: Standard

The sum of all quantity on Youchers being matched and those already
matched for the Farchase Order schedule is greater than PO schedule guantity
plus the Receipt quantity percentage tolerance.

N IO

Match Rule: RULE_w400 Match Lewvel: Standard

The total of all Youchers being matched and already matched is greater than ;l

the Purchase Order amount plus the amount of the extended percentage

tolerance. ll
[Match Rule: RULE_RGI0 Match Lewel: Standard

Lnmatched Receipts exist within the system but could not be matched 1o
Yoaucher, or the Receipts have heen assianed to anather Voucher bheing
matched in this same matching run contral.

b b

[match Rule: RULE_RS00 Match Lewvel: Standard

The total received gquantity ofvoucher line for same receiver is greater than the
receiver accepted gquantity, minus the quantity previodsly invoiced.

e bl

Match Rule: RULE_RY950 Match Lewvel: Standard

woucher line invaiced total quantity is not equal to the sum of all receiver
accepted gquantities that are associated with this voucher line.

B I

* The Match Rule identifies the type of Match Exception. The letter before the number identifies where
the matching error occurred. For example: Rule_V400, the V identifies the matching error occurred on
the Voucher. RULE_R950, the R identifies that the matching error occurred on the Receipt.

* Listed below are definitions of Common Match Exceptions.

* RULE_V200: The quantity on the Voucher is more than the quantity on the Purchase Order/Receipt.
The voucher quantity is more than the Purchasing/Receiving quantity tolerances.

* RULE_V400: —The voucher is over the Purchase Order amount tolerance .
* RULE_R600: — The voucher created does not match any receivers.

* RULE_R900: — The voucher quantity is more than the quantity on the receipt, or the voucher is a
duplicate.

* RULE_R950: — The receipt is out of sync with the voucher. The Purchase Order line may have
additional receivers.
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Summary Related Documents Invoice Information Payments Voucher Attributes Consumption

Business Unit: DASM1 Invoice Number: INW23793
Voucher ID: 00031718 Invoice Date: 08/05/2013
Style: Regular Voucher Total: 470.91 uso

Personalize | Find | View 21 | BV | 3 First B 4 054 T Laa

Invoice Line Errors
Line Field Name Message

1450 LTD vchr amt greater than recv amt w rule amt tol

[Z] Save [t Retumio Search| =] Mofify | |{* Refresh | [Byeadd| (5 UpdateDisplay|

Summary | Related Documents | Invoice Information | Payments | Vioucher Attributes | Error Summary | Consumption

Summary | Related Documents | Invoice Information ' Payments  Voucher Attributes m Consumption
Business Unit: DOCHMA Invoice Number: TEST MATCHIMNG LOCATION
Voucher ID: 00324447 Invoice Date; 0412312014

Style: Regular Voucher Total: 10.00 UsD

Personalize | Find | View A1 | BV | 3 st T g ofq I Last

Line Field Hame Message
1RULE_H200 PO Vendor/Location == Voucher VendoriLocation
Z| save [oh RewmtoSearch =] Notify i Refresh Enod| [F-Updateispia

Summary | Related Documents | Invoice Information | Payments | Youcher Aftributes | Error Summary | Consumption

* Rule_450: The voucher amount was changed after saving. Voucher Processors should delete the
voucher, change the receipt to the appropriate amount, and create a new voucher.

* Rule_H200: The Purchase Order and Voucher location and/or addresses are not in sync. Voucher
Processors should change the Purchase Order according to the address on the voucher.
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Managing Vouchers

Topics

 Approving a Voucher

e Creating SpeedCharts

e Deleting Vouchers

* Understanding Match Exceptions
 Understanding Budget Exceptions

Budget checking is a automated batch process that confirms the availability of funds
to support an expenditure.

Budget Exceptions occurs when the wrong chartfield are entered or a budget has
exceeded the funds available.
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Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry

Related Documents | Invoice Information '~ Payments || Voucher Affributes '~ Error Summary || Consumption
Business Unit: DASM1 Invoice Date: 0212112014
Voucher ID: 00031775 Invoice No: 12123434
Voucher Style: Reqular Invoice Total: 12535 s
Contract ID: Receipt Date: 0272812014
Vendor Name: SUBURBAN STATIONERS INC Pay Terms: Due Now
B9 HIGH ST Voucher Source: Online
MIDDLETOWN, CT 08457
Entry Status: Postable Origin: ZZz
Match Status: Matched Approval History Created: 0212812014
Approval Status: Approved Created By: CORETRAINER1
Post Status: Unposted Modified: 027282014
Moified By: CTSUPERUSER
ERS Type: Mot Applicable
Budget Status: Valid Close Status: Open
Budget Misc Status: Valid Audit Logs
*View Related ‘ Payment Inquiry MR
5| save [oh RetumtoSearch =] Moty ;% Refrash |4 Add
Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary | Consumption

o After the voucher is Budget Checked the Budget Status displays on the Summary page of the
voucher.

e The Budget Status of the voucher prior to Budget Check displays Not Checked. After the voucher
is successfully Budget Checked the Budget Status will display “Valid'.

* Note Budget Misc Status will always display as ‘Valid’ and is not applicable to Core-CT.
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Understanding Budget Exceptions

CoreOP

Related Documents  [mvoice information ~ Payments | Voucher Afiibules | Error Summary || Consumplion
Business Unif: DASMI Invoica Diate: 004
Voucher I0: 00031775 Invosce No: 12423414
Voucher Style: Reqular Invoice Total: 125.35 LSO
Contract I0: Recaipt Date: 022872014
Vendor Nama: SUBLIRBAN STATIONERS INC Pay Terms; Due Now
083 HIGH 31 Voucher Source: Cinline
MIDDLETOMM, CT 06457
Entry Status: Postabie Origin: I
Match Status: Maiched Approval History Created: 02282014
Approval Status: Approved Created By: CORETRAINERY
Post Status: Unposted Modified: Q28201
Modifed By: CTSUPERUSER
ERS Type: Mot Appiicable
Budpet Status: Close Stafus: Cipan
Budget Misc Status: Valid Audit Logs
"View Related _Fgmmt Inqury ¥l o
il Save b RewmioSeamch =] Noldy % Reesh |4 Aad
Summary | Retaled Gocuments | invaice information | Payments | Vioucher Aftnbutes | Eirol Summary | Consumpion

e If the voucher fails Budget Check the Budget Status will display Exceptions. Budget Check

Exceptions must be resolved before the voucher is posted and paid.

e Click the Exceptions link on the Summary page of the voucher to go to the Budget Exceptions

page.
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Understanding Budget Exceptions

Navigation: Commitment Control > Review Budget Check Exceptions > Accounts
Payable > Voucher

Voucher
Enter any information you have and click Search. Leave fields blank for a list of all values.

Fiml an Existing Value
w Search Criteria

Commitment Control Tran ID: | begins with Vv

Commitment Control Tran Date: | = W [#4]
Business Unit: = v IDASM1 @,
Voucher ID: begins with W @

Process Instance: = W :

Process Status: = hd [%

o ETOTS oT WaTTT S
Limit the number of results to (up to 300): |3ﬂﬂ Only Warnings Exist

Process Unsuccessiul

1 1 : Provisionally Valid
Search | Clear |Basic Search [5F Save § Unrecorded Errors Exist

* On the Find an Existing Value page enter the Business Unit. Select Errors Exist on the Process Status
drop down menu.

¢ Click Search.
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Understanding Budget Exceptions

) Line Exceptions

Business Unit: DASM1 Voucher ID: 00009690
“Exception Type Override Transaction i =
Maximum Rows| 100 More Budgets Exist
Search Advanced Budqet Criteria
# st 1 ]
' Budget Chartields
Detail:  Business Unit Ledger Group | Exceptionv More Detail+ Ouerride BUdg | 1angfer
p Budpet Over Inf

1 @, STATE KK_APPROF § No Budget Exists More Detail 0 GoTo.. ,'El
2 ® STATE KK_PRNH Mo Budget Exists More Detail O |coTo.. A
3 @L STATE KK_ALLOT Mo Budget Exists More Detail 0 GoTo.. E

[5] save | (ot RetumtoSearch =] Notify

Voucher Excepfions | Line Exceptions

* A voucher copied from a Receipt rarely displays Budget Exceptions, because the funds have already
been encumbered from the Purchase Order. The most common Budget Exceptions are from Non-PO
Vouchers are:

* No Budget Exists: No budget matches the coding entered. Voucher Processors should go back to
the voucher, verify the coding, and make the necessary changes.

* Exceeds Budget Tolerance: There is not enough money in the budget for the chartfield string
entered. Funds must be added to the budget, or verify the chartfield coding on the voucher is
correct.

* Click the Go To... link to display more information on Budget Exception.

* Once any corrections are made, save the voucher and it will get picked up in the next AP_Budget
Check batch process.
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Payments

Topics

e Understanding Offsets Payments

The State of Connecticut has identified a list of collection authorities who connect
with Core-CT to report vendors who owe them. The Internal Revenue Service,
Department of Revenue Services, and Department of Labor are three collection
authorities that report vendors in Core-CT.

These collection authorities receive money that a State agency would pay to a vendor.
Until the debt owed to the State is fully satisfied, all payments to the vendor will
continue to be ‘Offset’.

Example: An agency created a voucher to pay a vendor. The vendor owes federal taxes
to the Internal Revenue Service. IRS sent this information to Core-CT with details of
the taxes owed by the vendor. When the State Pay Cycle runs, instead of creating a
payment to the vendor from the agency, it is redirected and paid to the IRS. The
vendor will receive a letter stating that the payment was ‘Offset’ to the IRS.
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Understanding Offsets

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

Summary | Related Documents ' Invoice Information oucher Attributes ) Error St Yo (G pti

Business Unit: DDSM1 Invoice No:
Voucher ID: 00217733 Invoice Date:
Voucher Style: Regular Voucher
Total Amount: 555.80
*Pay Terms: )00 Due Now = r
Payment Information Find | ViewAll Fis 1) 102 D 12at]
+ | -
Payment: 1
*Remit to: 0000016730 7| Gross Amount: J00] usp Payment inquiry
Location: MAIN Discount: .0 usD Discount Denied
*Address: 1 Late Charge

Express Payment
= 7 Payment Comments(0)
Net Due: ELIEV IS
230 STAGG ST Holiday/Currency
STRATFORD, CT 06615 Discount Due:
Accounting Date:

DUCT CLEAN CORP Scheduled Due:

*Bank: FLEE? Pay Group: | v Vendor Bank
*Account: *Handling: [oF i -
*Method: CHK Check *Netting: | Not Applicabl v
L/C ID: 5 Hold Reason: | [JHold Payment
[[] separate Payment
Message: DDS-NORTH REGION, PODDSM1-0000030780
Message will appear on remittance advice
Schedule Payment
*Action: ] hedule V' payment Date:
Pay: | v Reference:
[7) Save | [Gb RetumtoSearch| =] Nolify % Refresh [BhAdd)| [FUpdate/Dispia

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary | Consumption

* The Total Amount of the services rendered by this vendor is $555.80.
* If the vendor has an open lien that is pending, all or part of the payment will be redirected to the
collecting authority. In this case you will see two Payment Information group boxes. This is a clue that

an offset payment has occurred.

* In Payment Information group box the Gross Amount is $0. This is the amount paid to the vendor.
The Handling code is “OF”, for Offset.
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Understanding Offsets

Summary Related Documents Invoice Information Voucher Attributes Error Summary Consumption

Business Unit: DDSM1 Invoice No: 2189
Voucher ID: 00217733 Invoice Date: 077222013
Voucher Style: Regular Voucher
Total Amount: 555.80
n ScheduleRaymenis
*Pay Terms: 000 Due Now = L=

Payment Information Find | View All First 4020 Bt
=
Payment: 1
*Remit to: 0000016730 = Gross Amount: 000 ysp
Location: AIN Discount: 0:00| psp Discount Denied
*Address: 1 Late Charge
DUCT CLEAN CORP Scheduled Due: 07292013 Express Payment
e
Net Due: 071222013 Payment Comments(0)
230 STAGG 8T Holiday/Currency
STRATFORD, CT 06615 Discount Due: _
Accounting Date: 07/31/2013
Payment Options
*Bank: FLEE2 Pay Group: | v Vendor Bank
*Account: VEN1 *Handling: |0F @, Messages
*Method: CHK Check *Netting: | Not Applic v
LiC ID: 5 Hold Reason: | = [JHold Payment

[ Separate Payment

Message: |DDS—NORTH REGION, PODDSM1-0000030730

Message will appear on remittance advice.

07r31/2013
Z0014811531

“ Payment Date:
Pay: | “ Reference:

[5] save | [ot Retum toSearch | =7 Motity | [ Refresh | |Eladd.| (= Update/Display)

Summary | Related Documents | Invoice Information | Payments | Voucher Aftributes | Error Summary | Consumption

¢ In the Scheduled Payment group box, the Payment Date and Reference information displays.

* Click the next page button to view the second Payment Information group box.
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=]
Payment: 2
*Remit to: DRSM1 @  Gross Amount 55600 ysp  payment ingui
Location: MAIN Discount: 000" ysp Discount Denied
*Address: 1 Late Charge
DEPT OF REVENUE SERVICES Scheduled Due: 07/29/2013 Express Payment
—————r Payment Comments(0)

Net Due: )
25 SIGOURNEY STREET Holiday/Currency
HARTFORD, CT 06106 CRscount ue:

Accounting Date: 073172013

*Bank: GIRO Pay Group: | v Vendor Bank
*Account: GIRO *Handling: 0C Messages
*Method: GE Giro-EFT *Netting: | Not Applicable v Layout

LC ID: 7 Hold Reason: | v Hold Payment

¥ Separate Payment
Message: DDS-NORTH REGION, PODDSM1-0000030780

Message will appear on remittance advice.

*Action: ,(:\,‘Cj e v Paymem Date: 0713112013
Pay: | V' Reference: 121874
[Ej] Save @f' Retumlo Search =] Notify £ Refresh EleAdd| | F:-Update/Display

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary | Consumption

* On the second Payment Information group box the Gross Amount displays $555.80. DEPT OF
REVENUE SERVICES will receive the Gross Amount of $555.80.

* The Handling code is “OC”, for Offset Complete. This means that the offset is complete for this
payment. The Method is GIRO because DRS is another state agency.

* Note: There are two payment references for this voucher. One is for SO to the vendor and one is for
$555.80 to the collection authority, DRS. Remember, even though the vendor’s payment was fully
offset, there is a payment reference for SO.
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Inquiries and Reports

Topics

 Voucher Activity Report

* Voucher Inquiry

* Payment Inquiry

e  PO/AP Interface Inquiry

e  Month End/Fiscal Year End Reporting

Inquiries extract information in Core-CT modules for viewing purposes. Accounts
Payable inquiries allow users to view vendor, voucher, payment and interface
information.

Catalog of Online Reports are delivered or custom reports designed to provide real
time access to financial data.

Enterprise Performance Management (EPM) is a data repository for Core-CT. Data
stored in reporting tables are extracted by creating queries. EPM data is refreshed
from the Core-CT system as of close of business the previous day. Therefore, EPM is
not ‘Real Time.” It will not include today’s data.
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Voucher Activity Report

Navigation: Accounts Payable > Reports > Vouchers > Voucher Activity

Voucher Activity Report
Run Control ID: Voucher_Activity Report Manager  Process Monitor Run
Language:
Report Request Parameters
Business Unit: [DASM1 @,
Account: ' Q
Dept: Das23110 @
Post Status:
Due Date: ' 7]
Budget Date From: 07/0172013 |3y Budget Date To:  |06/2772014 i)
Report Request Parameters Personaice
Fund SID Progam  ChartField1  ChartField2  Bud Ref PCBUS  project Activity Source Type
1000Q, [ @ | Q | Q | Q [ Q[ Q| Q | Q |
{ >
|
) Sae | [GhReumloSearch | Previousinbist | | | Nextinbist (<] Nokfy LAl ) Updatelisplay

* The Voucher Activity Report displays a detailed listing of posted or un-posted vouchers for specific
date(s) or date range. The run control page is used to specify agency AP Business Unit, Account and
Department.

* In this example the Business Unit, Department, and Fund are entered as parameters.
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Voucher Activity Report

Core W

C Report ID: CT_APRI149 State of Connecticut Page No. 2
-I ; ' 'O . Run Date 0624/2014
O re VOUCHER ACTIVITY
Run Time 9:39:38AM
Business Unit: DASM1  Account Department:  DAS23110 GL Business Unit STATE PostStatus: P
Fund Code 11000 SID! Program Project: Activity :
Budget Date: 07/01/2013 through 06:27/2014 Source Type Category
Business Vouch I Budget Purchase Vendo Vendor Budget Expended Amt Total Paid Amt
oucher Invoice endor
Unit Reference  Order Name Date (By Criteria) (All Codes)
DASM1 00035319 INV43030 2014 0000008046 0000010011 A & A Office Systems Inc 12/09/2013 115.00 115.00
DASM1 00035766 828547917 2014 0000008989 0000010037 West Group 12232013 206.26 618.82
DASM1 00035878  Middletown Boar¢ 2014 0000009611 0000000083 Town Of Middletown 12302013 255.00 255.00
DASM1 00036209 MEETING DEC 2 2014 0000072889 Leslie A Williamson Jr 01/09/2014 250.00 250.00
DASM1 00036211 MEETING DEC 2 2014 0000132960 Victor Schoen 01/09/2014 250.00 250.00
DASM1 00036212 MEETING DEC 2 2014 0000117230 Emanuel N Psarakis 01/0972014 250.00 250.00
DASM1 00036283 'MEETING DEC 2 2014 0000073089 Matthew Borrelli 01/102014 250.00 250.00
DASM1 00036286 INV47136 2014 0000008046 0000010011 A & A Office Systems Inc 01/102014 115.00 115.00
Total Expended Amount: $12,336.69
Grand Expended Amount: $12,336.69

* The Voucher Activity Report is ideal for grouping vouchers by Business Unit, in a date range, or a

fiscal year.

* The Report displays an Expended Amount (By Criteria) and Total Paid Amount (All Codes) for each

voucher.

* The Report is used to investigate potential issues and problems when running summary level

reports (e.g. Trial Balance).
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Voucher Inquiry

Navigation: Accounts Payable > Review Accounts Payable Info > Vouchers > Voucher

Voucher Inquiry

Search Name ALL

From To
Business Unit DASM1 2 DASMA 2
Voucher ID -
Invoice Id S *,
Vendor SetiD STATE A

Short Name

Vendor Name 1

Vendor Name 2

Vendor ID

Vendor Location

Entry Status ~

Accounting Dt 1) )
Invoice Date () )

etored Dat Payment Not Applied
ntere ate POStEd
Origin SetID

Origin . Unposted
Control Group ID =,

Contract ID

Lease Number

PO Business Unit

Purchase Order

Item 1D

*Amount Rule [Any ~
Amount

Currency

*Vouche a [Ail Vouchers ~]
Post Status | i
Approval Status [ b
Voucher Source ~
User ID

GL Business Unit

Account Manually Overridden
e Match Dispute

VAT No Match Exceptions Exist

rocess Instance ‘ V] E Malcheq

Sanctions Status | v Not Appllcable
Overridden - Credit Note
Max Rows 300 Search Clear To Be Matched

* Voucher Inquiry is for users with a Voucher Reviewer role that do not have access to the Voucher
entry page to view the matched, approved, and posting status of vouchers. Voucher processors and
approvers use Voucher Inquiry as a tool for daily management, identifying vouchers that are not
processing through to payment.

* The Business Unit must be entered in the From and To fields. Search criteria can be entered to
narrow down the search results.

* Important: Enter a date range unless searching for a specific voucher, otherwise performance
issues will occur.
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Voucher Inquiry

Core P

Navigation: Accounts Payable > Review Accounts Payable Info > Payments > Payment
-'Vouclwf S-tyie | Al Vouchers v

Post Status | Posted v|

Approval Status Approved v

Voucher Balance No Balance Remains v

Voucher Source hd

User ID

GL Business Unit

Account

Department

VAT No

Process Instance

Match Status [Matched v]

Sanctions Status v|

Max Rows Search Clear

“Sort By:
*Sort Asc/Desc:

[Voucher ID

[Ascending

00) B rewt £ 14000

ol e — el T N T e—
DASM1 00037096 163275 02/04/2014 0000156335 Postable B Not Applicable [:s o DASM1X1213-003
DASM1 00037061 TAXINTERCEPT01292014 02/03/2014 0000010089 Postable <3 Matched i3] ol 061367424F-001
DASM1 00037063 TAXINTERCEPT01292014 02/0372014 0000043905 Postable .53 Not Applicable ) W 061157755F-001
DASM1 00037083 10667, 10690 02/0372014 0000016698 Postable B Not Applicable B % W 061200608F-001
DASM1 00037069 TAXINTERCEPT01202014 02/032014 0000010650 Postable <3 Not Applicable i) o 060772160F-001
DASM1 00037105 8103658760 01/31/2014 0000010280 Postable -3 Malched B i3 i) 341270056F-001
DASM1 00037072  T477168 01/31/2014 0000118365 Postable B Not Applicable B i) i) 421249917F-001

* The search results display in the Voucher Inquiry Results group box.

* A Payment Information icon will appear if the voucher has been paid.
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Voucher Inquiry

Business Unit: DASM(1 Voucher ID: 00037096 Invoice Number; 163275
Vendor Name: STUART E PARKER Vendor Location: MAIN
Gross Invoice Amount: 1,189.00 Transaction Currency: UsSD

B rist ot D Lag

Payment  Applied : :
Bank Bank  Bank : Applied Payment Payment Payment Voucher Paid
) Code Accout ﬁ,"’“’me m"‘“’ Voucher D Dae Amount Curency Amount yment tatus
OTTM1  FLEE2  VEN1 14328916 02072014 1,189.00 USD 1,189.00 Paid

* After clicking the Payment Information icon, the payment details page displays.
* In this example there is only one Payment Reference ID. The Payment Status displays Paid.

¢ Click the Payment Reference ID.
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Payment Inquiry

Core P

Navigation: Accounts Payable > Review Accounts Payable Info > Payments > Payment

Payment Inquiry

Search Name [ALL Q@
From To

Vendor Name [ Q@ [ Q
*Amount Rule [Any v

Amount [

Currency Q@

Bank SetlD [oTTM™1 @

Bank Code [FLEE2 e}

Bank Account VEN1 Q@

Bank Account # '

Reference [14328916

Payment Date [ [
Payment Method [System Check v

Pay Cycle [ Q@

Seq Num Q@

Payment Status [ \7]

Remit SetiD STATE @

Remit Vendor [ Q@

Settle By v

Settlement Status v

Max Rows 300 Search Clear
[[] show Chart *Chart Type: [Bar Chart v
| sorting Criteela
1st sort: [Bank Account v [ ——— —
2nd sort: [Payment Reference ID v Cliosscenites

Payment Inquiry Result Personaize | Find | View A | 81 | # Fiest K g 011 I (el

O Single Payment Vouchers

Additional Info  ~ Vendor Details |~ Financial Gateway

Payment Payment Creation Payment Payment Reconciliation -
Source  peference ID  Method =y A Date  Status  Status Reconcile Date
VCHR 14328016  System 1,189.00 USD 02/06/2014  02/07/2014  Paid Reconciled 05/02/2014

Check

* After clicking the Payment Reference ID, the Payment Inquiry page displays.

* The Payment Inquiry is used to view: specific payment reference information, payments made to a

vendor, and payments from a specific bank account, payment method, or handling code.

* Important: The Bank SetID is always ‘OTTM1’ when searching for payments.

* Clicking the Payment Reference ID will display further payment information.



Core P
PO/AP Interface Inquiry

Navigation: Accounts Payable > Review Accounts Payable Info > Interfaces > Purchase
Order

PO Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values.

_ an Existing Value
v Search Criteria

Business Unit: =V IDASM1 @
PO Number: [begins with V/[0000008124

Purchase Order Date:| = v | 5

Vendor ID: begins with || @

Short Vendor Name: | begins with ‘|| Q@

Limit the number of results to (up to 300): (300

Search Clear | Basic Search [gF Save Search Criteria

* The PO Inquiry page is used to view voucher and receiver information for each line of a purchase
order.

¢ Enter the PO Number.

¢ Click the Search button.
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PO/AP Interface Inquiry

Purchase Order

Business Unit: DASMI PO No.. 0000008124

PO Date: 03122013 Match Rule: STANDARD

Vendor ID: 0000010003 Location: MAIN CONNECTICUT LIGHT & POWER CO

Line Number: 1 Sched Num: 1

Item10: Description ELEC SVC; ACCT# 51530802081 FOR 30 TRINITY ST, KARTFORD, CT 06106-1634
Merchandise Amt: 8523774 USD

POQty: 1.0000 Match Status PO: Partial

Pesonaze | Fud | Vew | 9 | = i
AUt Vowher  Lne EotySabs oo MakchSoms 0O ey UOM Qunlty BURey Reeptho Receptline Reinge Faied Dtibuton

DASMI 00028090 1 Poslable  Open  Matched His76U0 R 1.0000DASM! 0000006290 ! N
DASMI 00026721 1 Postable  Open  Matched PAIICAT . 10000DASM1 0000006597 1 N
DASM1 00029325 1 Postable  Open  Malched 10096US0 R 1.0000DASM1 0000007117 1 N

2 fy 3o Mg

BURev Restho  Recpilie Resige oo Anot ey UM Revdy  AcelQy

DASH  DOOOOOR0 1 Mahed  ETOUSD YR 1.0000 1000
DASHI  DOOOOOGRST 1 Mihed  1ZIBUO W 10000 1000
DASMI  O0OTHYT 1 Mided  ORRU W 10000 10000

BURTV  RTVID RTVLine Status  RetumAction Disposifion  Reason Code UOM Retun(ty ShipQty

S Rmiseams ) boky

* The PO/AP Interface Inquiry displays all vouchers created against this PO along with receiver
details.
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PO/AP Interface Inquiry

Vendor Current Balances

Search Name |ALL Q@
From To

Business Unit [DASM1 Q@ [DASM1 @
Vendor SetlD [STATE Q@

Vendor ID 0000000064 Q@ (0000000064 @
Vendor Location [ <

Currency [usp Q

Max Rows [ 300 Clear

*Sort By: [vendor 1D v| *Sort Asc/Desc: [Ascending v Sort Display

Vendor Current Balances Personaiize | Find | View A1 | B | 3 Firt £ g0r4 I (ot
Business Transaction Unapplied Payable

Vendor ID Short Vendor Name Unit Currency Gross Amount P t Balance

0000000064 066001870F-001 DASM1 usD 21500 215.00 B

(=7 Notify | £ Refresh

* The Vendor Current Balance Inquiry displays the Gross Amount of that an agency owes to a vendor.
In this example, the Gross Amount is 215.00 for Vendor 0000000064.

* If the Gross Amount is negative, the vendor owes the agency for one or more credit amounts. The

agency should ensure that all credits are applied to any voucher being created. If no future vouchers
are to be created, the agency should demand a refund from the vendor.
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Month End/Fiscal Year End Reporting

OSC and Core-CT Production Support periodically check for vouchers that are not
progressing through to payment. Agencies should manage their vouchers on a
monthly basis. This will prevent excessive cleanup at fiscal year-end.

The FY End Job Aid on the Core-CT website provides a checklist and corresponding
reports and queries to help resolve voucher payment issues.
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Month End/Fiscal Year End Reporting

Cleanup Checklist

To Find Vouchers...

v

& NormarcHED o

I

?NMAPPRWED —
E’M}r VALID (Budget Checked) ~—

g ONHOLD

gh"ﬂ]" PAID T

gmm BUTNOT POSTED »

@' VENDORS WITH A -
CREDIT BAL ONACCT

» If youareusing Control Groups, be sure
they are not only paying. but posting.

» Be sureyour Reversal Vouchers have
reversed the vouchers they were intended to
Teverse.

INQUIRY -Match Workbench or
REPORT-Match Exceptions

INQUIRY -Voucher Inquiry or
EPM QUERY-CT_CORE FIN AP VCHRS UNAPPRVD

INQUIRY -Voucher Inquiry or
Review Voucher Exceptions (in Commitment
Control)

EPM QUERY-CT CORE FIN AP VCHRS ON HOLD

INQUIRY -Voucher Inquiry or
EPM QUERY-
€T CORE FIN AP VCHBUDCKD UNPD

EPM QUERY-
CT CORE FIN AP VCHRS PD UNPST
EPM QUERY-

RE FIN AP I REDIT

» Review any vendor with a credit balance on
account. No vendorshould have a negative
balanceat FYE.

» Be sure credit Adjustment Vouchers were
taken. Otherwise. they mustbe deleted and
will have to be re-entered next FY.

* Agencies should use this list to manage their vouchers on a monthly basis; this will prevent

excessive cleanup at fiscal year end.
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Questions?

More Information?

Contact: Zakiah Owusu

Email: Zakiah.Owusu@ct.gov

Want to Register for another class?
Contact your Training Registration Contact

Agency Training Registration Contacts
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