//Cardinal Accounts Payable Job Aid
v 501 AP312: Entering a Purchase Order Voucher

Purchase Order (PO) Vouchers Overview

In Cardinal, Purchase Order (PO) vouchers associate vouchers to a contract through the PO. PO
vouchers are created by copying from a Receipt or a PO. In Cardinal, most online vouchers are copied
from the Receipt, except for professional services and SiteManager PO vouchers, which are copied from
the PO.

The benefits to creating vouchers from Receivers and POs include:

. A reduction in both time and effort by not having to re-key data to the voucher
. Automated tracking of amount and quantity remaining on the PO

o Automated cross-reference between POs and vouchers

. Vouchers can be created either from purchase orders or receiving documents

Table of Contents

CrEaLE 8 PO VOUCKET .....ciiiii ittt e e e oottt e e e e e et e e e e e e e e e e e bbb e e eeeeeeaaane 2
SpeedChart VS. MUlti-SpeeACNAITS .......ccoi i 14
Append (Add) Distribution Line(s) using Multi-SpeedCharts Functionality ................ccooevvviiiiiinieeeniennnn, 15
(@Y= 1 (= TP PP TP 19
INSEIt DISHHDULION LINES....i ettt e e e e e e e e e e e e e et r e e e e e e e aanes 22
Delete DIStDULION INES .....cooiiiiiiiieie ettt e e e e e e r e e e e e e e e reeeeeens 24
Change DiStHDULION LINES ... e e e e e e e e 25

PO ACLIVILY SUMMANY PAQgE ... ..ot e et e e e e e e e e e e et et s e e e e e e e ee ettt e e aaeaaeeannees 31

Rev 4/24/2019 Page 1 of 34




//;/ Cardinal
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Create a PO Voucher

501 AP312: Entering a Purchase Order Voucher

1. To create a PO voucher, you need the associated Cardinal PO number or Receipt ID, or other
information about the PO or Receipt in order to select the correct record. This may appear on the
supplier’s invoice. Most online vouchers are copied from the Receipt, except for professional
services and SiteManager PO vouchers, which are copied from the PO.

2. Navigate to the Voucher page using the following path:

Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry
Favoriies - IMain Menu - » Accounts Payable ~ > “ouchers ~ > Add/Update~ > Regular Entry
Voucher
Find an Existing Value Add a New Value
Business Unit| 50100 | Q
Voucher ID|NEXT
Voucher Sty[e| Reqular Voucher W
Supplier Name o)
Short Supplier Mame ')
Supplier ID Q
Supplier Location o}
Address Segquence Mumber e
Invoice Number
Invoice Date [#]
Gross Invoice Amount 0.00
Freight Amount 0.00
Misc Charge Amount 0.00
Estimated MNo. of Invoice Lines 1
Add
Find an Existing Value | Add a New Value
Note: Business Unit defaults for your agency (i.e., 50100 for VDOT). Voucher ID defaults to
NEXT, Voucher Style defaults to Regular Voucher. Do not change these values.
3.  Click the Add button.
Rev 4/24/2019
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501 AP312: Entering a Purchase Order Voucher

Favorites + | Main Menu - > Accounts Payable » > Wouchers » > AddUpdate» >  Regular Entry
| Mew Windaw | Help | Personalize
[ nvoice Informatien I Payments I Voucher Afiributes
Business Unit 50100 Invoice No Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date |D1/11/2017 [ Line Total 0.00 Session Defaults
Voucher Style Regular Voucher *Pay Terms 30 A% et 30 “Currency usola Comments(D)
Invoice Date 5] Basis Date Type Prompt Payment Miscellaneous T | Attachments (0)
i = Template List
Invoice Receipt Date 51 Freignt = P )
Olri E . Advanced Supplier Search
Goods & Services Receipt 5 Final Voucher Tow[ 0] Supplier Hierarchy
Date Difference 000 Supplier 360
Supplier ID [o} Control Group Q
ShortName Q Incomplete Voucher
Location
*Address
Responsible Org [10051 Q
Customer Account #
ROW Acquisition ID
Save | | Save For Later Calcuiate | | Print
DCDpy From Source Document

4.  The Invoice Information tab displays.

5.  Click the Expand icon next to the Copy From Source Document.

\ Save || saweForlaer | [ Cacume || Pt |
v Copy From Source Document
Non PO Receipt
PO Unit 50100 Q PO Number aQ [ CayPo | Copy Frong el EE T Go I
. Template
Invoice Lines (7 Voucher I First (0 g0fd (M Last
s SneedChart 0 [rea fonet (=]

6. Inthe PO Unit field, enter or select your Business Unit (50100 for VDOT).
7.  Click the Copy From drop-down button.

8. Select PO Receipt. Select Purchase Order Only if the invoice is for professional services or
SiteManager.

9.  Click the Go hyperlink.
Note: DO NOT click the Copy PO button.
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10.

11.
12.

13.
14.

501 AP312: Entering a Purchase Order Voucher

Favorites « | Main Menu « > Accounts Payable » > Vouchers» > AddiUpdate~ > Regular Eniry
Copy Worksheet
Business Unit 50100 Voucher ID NEXT Back to Invoice
w Receiver Lookup Criteria
PO Business Unit 50100 Q PO Number (0001143009 &
“PO Date Option [No Date v] PO Date Bl
Ship To a,
Receipt Unit a,
Receipt Number From Q Receipt Number To
*Recv Dt Opt[No Date v] Receipt Date 5
Receiver Line From Receiver Line To
Pro Number Q Packing Slip Q@ | Reset |
Carrier ID a, Bill of Lading a,
b Additional Search Criteria
Max Rows to Return | Search | Copy Selected Lines

The Copy Worksheet page displays. In the Receiver Lookup Criteria section
(or PO Lookup Criteria if copying from Purchase Order Only) search fields are displayed.

Enter the PO Number (related to the receipt) in the PO Number field.
If you do not know the PO number, but have the Receipt nhumber(s):
a. Click the Receipt Unit field and enter the Receipt Unit (your business unit).

b. Click the Receipt Number From field enter the Receipt Number. Cardinal allows you to
enter a range of Receipt Numbers if needed.

- Y
o MWWM”{MMM N ", .

Carrier 1D a, Bill of Lading

Additional Search Criteria

Max Rows to Return I Copy Entire Document I

Do not click the Copy Entire Document button.

Click the Search button.
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PO Business Unit 50100
Receipt Unit 50100

Favorites = | Main Menu + > Accounts Payable » > Vouchers ~ > Add/Update~ > Regular Entry
Copy Worksheet
Business Unit 50100 Voucher ID NEXT Back to Invoice
w Receiver Lookup Criteria
PO Business Unit 50100 Q PO Number 0001143009 Q
*PO Date Option | No Date v| PO Date Ei;l
Ship To Q
Receipt Unit Q
Receipt Number From Q Receipt Number To
*Recv Dt Opt| Mo Date v| Receipt Date Ei;l
Receiver Line From Receiver Line To
Pro Number Q Packing Slip Q | Reset
Carrier ID Q Bill of Lading Q
) Additional Search Criteria
Max Rows to Return Search Copy Selected Lines
Select Receiver Lines Find | View All Firg ‘4’ 1of2 '» Last

PO Number 0001143002
Receipt Number 0001883237

PO Date 07/29/2015
Receipt Date 02/03/2016

Ship To MARION AHGQ Pro Number
Carrier ID Packing Slip
Supplier ID 0000031474 Bill of Lading
W-L Construction & Paving Inc select Al [ Deselect Al
Select Receiver Lines Personalize | Find | View All | @] B First ‘4 10of1 '} Last
Main Information Contract Information
Select oot s jtemiD Description Quantity UOM  UnitPrice  merchandise  cypency R ST g“tym{f
SM-9.5AL (SURFACE
O 1 17452124000 MIXTURE, LIM 3.5100/ LTN 6783000 238.26 USD
< >
Select Al Deselect Al
15. The Select Receiver Lines (or Select PO Lines if copying from Purchase Order only) section
displays at the bottom of the page.
16. In the upper right corner of that section, the number of Receiver Lines (or PO Lines)
displays (1 of X). Click the View All link and use the scroll bar to view all receivers returned.
Note: For Purchase Orders with numerous Receipts, it is quicker to select Find and enter the
Receipt Number.
Rev 4/24/2019
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Select Receiver Lines Find | View 1 First ‘4’ 1-20f2 ‘»/ Last
PO Business Unit 50100 PO Number 0001143009 PO Date 07/29/2016
Receipt Unit 50100 Receipt Number 0001883237 Receipt Date 08/03/2016
Ship To MARION AHQ Pro Number
Carrier ID Packing Slip
Supplier ID 0000031474 Bill of Lading
W-L Construction & Paving Inc [ select Al [0 Deselect Al
Select Receiver Lines Personalize | Find | View All | B3] B I First (&' 10f1 Lastl
Main Information H Contract Information |
Select [Pt seq  emiD Description Quantity UOM  UnitPrice  perchar c y A4 Group g"ty'“(ﬁ
SM-9.5AL (SURFACE | | "
O 1 17452124000 MIXTURE, LIM 3.5100| LTN 67.83000 238.26 USD
< >
Select All (] Deselect All
PO Business Unit 50100 PO Number 0001143009 PO Date 07/29/2016
Receipt Unit 50100 Receipt Number 0001833232 Receipt Date 08/03/2016
Ship To MARION AHQ Pro Number
Carrier ID Packing Slip
Supplier ID 0000031474 Bill of Lading
W-L Construction & Paving Inc
Select Receiver Lines Personalize | Find | View All | @] B | First ‘¢ 10i1 *) Last |
Main Information ‘} Contract Information
Select E;:;eipt Seq Item ID Description Quantity UOM  Unit Price mrg‘t'\srdise Currency IPDrocurement G
O 1 17452124000 D O-5AL SURFACEMIXTURE. ™45 5555 Ln 67.53000 5373.66 USD
< >
™ setect A Deselect Al

17. Note that the page now shows two receipts for the same PO in this example.

18. In the upper right corner of each receiver, the number of Receipt Lines (or PO Lines)
displays (1 of X). Click the View All link and use the scroll bar to view all receivers returned.
For this scenario there is one line for each Receiver Line.
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Select Receiver Lines

W-L Construction & Paving Inc

Select Receiver Lines

Rgceipt

Select Life

<

M setectan O peselect Al

M seect au Deselect All

PO Business Unit 50100
Receipt Unit 50100

Ship To MARION AHQ
Carrier ID
Supplier ID 0000031474

Main Information || Contract Information

Seq Item ID

SM-8.5AL (SURFACE| _ 2
MIXTURE, LIM 35100[JLTN 67.83000 238.26 USD

@ 1 17452124000

PO Business Unit 50100
Receipt Unit 50100

Ship To MARION AHQ Pro Number
Carrier ID Packing Slip
Supplier ID 0000031474 Bill of Lading
W-L Construction & Paving Inc
Select Receiver Lines Personalize | Find | View Al | 2] & First ‘&' 10of1 ‘»/ Last
Main Information | Contract Information
Select E;\(;eipt Seq Item ID Quantity UOM  Unit Price mr;:&a:?dise Currency IPDrocurementGl
1-0.54
O 1| 742124000 P04 S URFACE MIKTURE 86.5300]|LTN 67.83000 5873.66 USD
< >

Find | View 1 First ‘4) 1-20f2 ‘»/ Last

PO Number 0001143009 PO Date 07/29/2016

Receipt Number 0001883237 Receipt Date 03/03/2016

Pro Number
Packing Slip
Bill of Lading
¥ select Al Deselect Al
Personalize | Find | View All | | [E First ‘&' 10of1 ‘*/ Last
Quantity UOM  Unit Price n:rg&‘z?dise Currency fgocurement Group gntynK

PO Number 0001143009 PO Date 07/29/2016
Receipt Number 0001833232 Receipt Date 08/03/2016

19. Note that the page now shows two receipt lines for each receiver in this example.

If the PO is for Professional Services, the PO will be set to Amount Only and the Merchandise
Amount field will be open for updates on the Copy Worksheet page. Otherwise, the PO will be
set to Quantity, and the Quantity field will be open for updates on the Copy Worksheet page as

shown.

20. VERY IMPORTANT: If the invoice received is to pay for a partial PO Quantity or Merchandise
Amount, you must adjust the Quantity or Merchandise Amount fields to match the invoiced
amounts on the Copy Worksheet page before copying the Receiver or PO to the voucher.

If the invoice is charging for an item that does not show up as being received here, contact the

Purchasing staff.
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Select Receiver Lines

PO Business Unit 50100
Receipt Unit 50100

PO Business Unit 50100
Receipt Unit 50100

Ship To MARION AHQ Pro Number
Carrier ID Packing Slip
Supplier ID 0000031474 Bill of Lading
W-L Construction & Paving Inc gelect Al [ Desslect Al
Select Receiver Lines Personalize | Find | View All | @] @ First ‘"4 10of1 '} Last
Main Information Contract Information
Select RSPt geq  ftemiD Description Quantity UOM  UnitPrice  erchandise ey pancy AT g“tym{f
Shi-9.5AL {SURFAC
E 1 17452124000 NIXTURE, LIM 2 LTN 67.83000 23826 UsD
< >
selectAll I peselect Al

Find | View 1 First ‘&' 1-20f2 ‘»' Last

PO Number 0001143002
Receipt Number 0001883237

PO Date 07/29/2018
Receipt Date 08/03/2016

PO Number 0001143009 PO Date 07/28/2016

Receipt Number 0001823282 Receipt Date 02/03/2016

Ship To MARION AHQ Pro Number
Carrier ID Packing Slip
Supplier ID 0000031474 Bill of Lading
‘W-L Construction & Paving Inc
Select Receiver Lines Personalize | Find | View All | @] @ First ‘4 10of1 ' Last
Main Information Contract Information
select  ReSPt seq itemD Description Quantity UOM  UnitPrice  ferenandise o cyrency Rrochenent Sl
@ 1 17452124000 EHQSAL (SURFACE MIXTURE LTN G67.53000 5873.66 USD
< >
select Al O Deselect Al
21. Adjust the Quantity or Merchandise Amounts as necessary.
22. Click the Select checkbox to the left of the Receipt Line (or PO Line) to be copied to the voucher.
23. Repeat this step for each receipt (PO) to be copied.
Note: If all receipt/PO lines should be copied, click the Select All hyperlink for each receipt/PO. To
uncheck all rows, click the Clear All hyperlink for each receipt/PO. To uncheck a checked row,
click the checkbox again.
Rev 4/24/2019
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Favorites = | Main Menu - > Accounts Payable » > “ouchers+ >

Copy Worksheet

Business Unit 50100

¥ Receiver Lookup Criteria

PO Business Unit 50100

*P0O Date Option | No Date
ShipTo

Receipt Unit

Receipt Number From

Koo olklp

*Recv Dt Opt|No Date

Receiver Line From
Pro Number Q,
Carrier ID Q,

) Additional Search Criteria

Add/Update ~

> Regular Entry
Voucher ID NEXT

Back to Invoice

PO Number 0001143008 e}

PO Date El]

Receipt Number To

Receipt Date El]
Receiver Line To
Packing Slip Q | Reset
Bill of Lading Q,

Max Rows to Return Search I |

Copy Selected Lines | I

Select Receiver Lines

PO Business Unit 50100
Receipt Unit 50100

PO Number 0001143009
Receipt Number 0001883237

Find | View 1 First ‘4’ 1-20f2 '}/ Last

PO Date 07/29/2016
Receipt Date 03/03/2016

select Al [0 Deselect Al

Personalize | Find | View Al | 2] E& First 4 1071 () Last
I Merchandise Procurement Group Unmz
Unit Price Amount Currency D aty (\
G67.83000 23826 USD
>

Once you have made adjustments and selected the appropriate lines, click the Copy Selected
Lines button above the Select Receiver Lines (or Select PO Lines) section to copy the selected

Ship To MARION AHQ Pro Number
Carrier ID Packing Slip
Supplier ID 0000031474 Bill of Lading
‘W-L Construction & Paving Inc
Select Receiver Lines
Main Information || Contract Information |
5 Receipt e -
elect Line Seq Item 1D Description Quantity uomM
SM-9.5AL (SURFACE
[} 1 17452124000 MIXTURE, LIM 2| LTN
£
receiver information to the Invoice Lines group fields.
Rev 4/24/2019
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Favorites ~ | Main Menu ~ > Accounts Payable~ > Vouchers» » Add/Update~ > Regular Entry

! Invoice Information ‘ Payments || Voucher Atfributes

Business Unit 50100 Invoice No [PO_107452 Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date 01/11/2017 [EH] Line Total 1,403.36 Session Defaults
Voucher Style Regular Voucher *Pay Terms 30 (6| Net 30 *Currency uso|Q Comments(D)
Invoice Date 01/08/2017 [ Basis Date Type Prompt Payment Miscellaneous [3 | Attachments (0)
Freight =] Template List

ClFnal vouen . ) Advanced Supplier Search
i i inal Voucher
Goods & Services Receipt 08/03/2016 Total 1,493.36| Supglier Hierarchy

Date Difference 0.00 Supplier 360

W-L Construction & Paving Incj
Supplier ID 0000031474 QL Control Group Q
ShortName [W-L CONSTRUCTI |Q Incomplete Voucher
Location MAIN QL
*Address 2 Cy
Responsible Org | 10081 Q
Customer Account #

ROW Acquisition ID

| Save | | saveForLater | | cacuate || Print |

w Copy From Source Document

PO Unit PO Number Gopy FO Copy From Go
Invoice Lines (7 Finnllvwewm I F\rstl 4 102 'J.ast
Line 1 [JCopy Down SpeedChart Q Purchase Order ] One Asset =
*Distribute by Ship To MARION AHQ a 50100/0001143008/111
Item (7452124000 Q. Description| 8M-9.5AL (SURFACE MIXTURE, LIM Associate Receiver(s)
Quantity|2.0000 Packing Slip [ Force Price
UOM|LTN Q Contract Info|00000000000000000000448 [ Adust PO Percentage |
Unit Price |§7.83000 44]1]20101125 [ Allocats by Percentags |
Line Amount 135.76| SR R
Multi-SpeedCharts
| calcumte |
Distribution Lines Personalize | Find | View All | & | B First ‘4 10f1 ‘% Last

GL Chart || Exchange Rate || Statistics || Assets |

DCGPY Line PO Percent Percent Merchandige Amt  Quantity GL Unit Account Fund Program Department Cost Center Tasl
El O 1 100.0000 100.0000 135.76 2.0000 50100 5013560 G, (04100 |Q 604003 G, 11034 C, (11180000 Q |72z
< >
[ Save | [ saveForLater |

25. TheInvoice Information page displays. The Supplier information, Goods & Services Receipt
Date, and the Invoice Lines sections are populated with the receiver data
(or PO data if Purchase Order is copied).

26. The Address value can be changed, but the Supplier ID should not be changed since it matches
the PO and Receiver.

27. On the invoice lines section to the right, the number of invoice lines displays (1 of x).
Click the View All link.
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Invoice Lines (% Find | View 1 First 4/ 12072 ‘& Last

Line 1 Ccopy Down SpeedChart Q Purchase Order [Jone Asset =
“Distribute by [Quantiy  v/] Ship To MARION AHQ a 50100/000114200911]
Item 7452124000 Q Description SM-0.5AL (SURFACE MIXTURE, LIM e
Quantity |2.0000 Packing Slip [Force Price
UOMILTN Q Contract Info [00000000000000000000448 | Adiust PO Percentage |
Unit Price [67.82000 44/1120001125 _————
. | Allocate by Percentage |
Line Amount 13578 —

Multi-SpeedCharts

‘ Calculate ‘

v Distribution Lines

Personalize | Find | View All | 2 | == First 4/ 10f1 ‘®/ Last
GL Chart || Exchange Rate || Statistics || Assets | =0

533; Line PO Percent Percent Merchandize Amt  Quantity GL Unit Account Fund Program Department Cost Center Tas|
E O 1 100.0000 100.0000 135.76 2.0000 50100 5013560 Q, (04100 |Q, 604003 Q, [11034 Q, |11180000 (@, 722
< »
Line 2 [Jcopy Down SpeedChart [e} Purchase Order [ One Asset =l
“Distribute by Ship To MARION A Q 50100{000114300811]
Item 7452124000 a Description|SV-8.5AL (SURFACE MIXTURE, LIM e —
Quantity |20.0000 Packing Slip OForce Price
UOMILTH Q Contract Info|00000000000000000000443 | Adjust PO Percentage |
Unit Price [67.23000 441120101125 -
. | Allocate by Percentage |
Line Amount 1,357.60| —
NMulti-SpeedCharts
| Calculate |
w Distribution Lines Personalize | Find | View All | 22 | B First 4/ 1of1 &/ Last
GL Chart || Exchange Rate || Statistics || Assets |
gg‘ﬂ Line PO Percent  Percent Merchandise Amt  Quantity GL Unit Account Fund Program Department Cost Center Task
[=] Od 1 100.0000 100.0000 1,357.60 20.0000 50100 5013560 Q, 04100 |, 604003 Q (11034 Q (11160000 |Q 72228
< >
| Save | | saveForLater |

28. Use the scrollbar on the side of the page to view all invoice lines populated.

VERY IMPORTANT: If you copied in PO/Receiver lines that you did not intend to copy to the
voucher, you must cancel the voucher and re-enter it, making sure to only select the needed
PO/Receiver lines on the Copy Worksheet page. Once an invoice line is copied into the voucher
from the PO/Receipt, you cannot delete that invoice line in the voucher.

29. Click the View/Edit Source hyperlink to verify PO and Receipt numbers for each invoice line
copied.
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|ate
eI t
/ I i >
| Statistc View Source PO/Receiver Information X
Help
brcent  Per Cq
Unit 50100 Voucher NEXT Line 1 "Line Match Option SV v
D.0000 R 1]
PO Number Receipt Number
PO Unit PO No. PO Line PO Schedule  Receipt Unitj Receipt Numbery Line  Schedule
£ E
opy Down 50100 0001143008 1 1 50100 0001383237 1 1 ne A
j } PO/Receipt Comments
00
| oK ]| Cancel || Refresh
1,357.60 .
|
it

30. The View Source PO/Receiver Information pop-up window displays. It is important to ensure the
PO No./Receipt Number is attached to the vouchers to ensure the PO activity summary is
correctly represented.

31. Click OK to return to the Voucher Information page.

Rev 4/24/2019
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Invoice Lines (7

“Distibuts by

I' " Distribution Lines I

GL Chart || Exchange Rate | Stafistics | Assets | [F0)

“Distibuts by
Item |7452124000 Q

Quantity 20,0000 Packing Slip

Line Amount 1,357.60
Multi-SpasdCharts
| calculate |

I' " Distribution Lines I

GL Chart || Exchange Rate | Statistics || Assets | [F0)

Favorites « Main Menu - > Accounts Payable~ > Wouchers ~ > AddiUpdate~ > Regular Entry

Line 1 [copy Down SpeedChart Q
Ship To|MARION AHQ Q

Item 7452124000 Q Description [SM-0.5AL (SURFACE MIXTURE, LIM
Quantity [2.0000 Packing Slip
UOMILTN Q Contract Info | 00000000000000000000443
Unit Price [67.35000 44[12010]125
Line Amount 135.76
Multi-SpeedCharts
| Caleulate |

Eg% Line PO Percent Percent Merchandise Amt Quantity GL Unit Account Fund Program Department Cost Center Tasl
=0 1 100.0000 100.0000 13576 2.0000 50100 5013560 Q04100 | 504003 Q11034 Q (11160000 |G 722
>
Line 2 [Jcopy Down SpeedChart Q

Ship To|MARION AHQ Q
Description |SM-8.5AL (SURFACE MIXTURE, LIM

UOMILTN Q Contract Info[00000000000000000000445
Unit Price [67.85000 44120101125

Eg% Line PO Percent Percent Merchandise Amt  Quantity GL Unit Account Fund Program Department Cost Center Task
= o 1 100.0000 100.0000 1,357.60 20.0000 50100 5013560 Gy 04100 | (604003 Q 11034 Q |11160000 |Q [72228
< >
| Save | | saveForiater |

Find | View 1 First ‘4) 1-20f2 '} Last
[Jone Asset =l

Purchase Order
50100]0001143009]1]1
Associate Receiver(s)

CForce price
| Adjust PO Percentage |

| Allocate by Percentage |

Personalize | Finll\"iewAHI@\ = I Eist 1 1oid 'ILasl

Purchase Order

[Jone Asset =l
50100]0001143009(1]1
Associate Receiver(s)

[Force price
| Adjust PO Percentage |

| Allocate by Percentage |

Persnnanze|Finl|ViewAu|@\ @I First ‘4 10f1 'ILast

32. One invoice line on a voucher may have one or more Distribution Lines as copied from the PO.
On the Distribution Lines section to the right, the number of lines displays (1 of x).

33. Click the View All link and use the scroll bar to view all Distribution Lines populated.
In this example, only one distribution line exists for each invoice line.

34. Distribution Lines ChartField values can be changed as needed. The PO/Receiver will remain

attached to the invoice line and each distribution line.

35. If you do not need to make any changes to the distribution lines, go to step 39.

36. If changes are needed to the distribution lines, see the sections below for instructions:

SpeedChart vs. Multi-SpeedCharts
Append (Add)

o 9

C. Overwrite
d. Insert
e. Delete

f. Change

Rev 4/24/2019
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SpeedChart vs. Multi-SpeedCharts

Invoice Lines (% Find | View1  First ‘4 1-20f2 '}/ Last
Line 1 [Copy Down I SpeedChart 11160000 QI Purchase Order [lone Asset &=
“Distribute by[Quantty V] Stip To MARION Ard Q 50100/0001 1220084
Item 7452124000 Q Description [SM-8.5AL (SURFACE MIXTURE, LIM Associate Receiver(s)
Quanity 20000 Packing Slip O Force Price
UOM|LTN Q Contract Info| 00000000000000000000448 | Adust PO Percentage |
Unit Price 6753000 44112000125 —_—
) | Allocate by Percentage |
Line Amount 1385.76 _—
Multi-SpesdCharts
| Ccalculate
w Distribution Lines Personalize | Find | View All| & | B st @101 ® Last
GLChart | ExchangeRate | Stafistics | Assels | [
Sgﬁ"_l Line PO Percent Percent Merchandize Amt  Quantity GL Unit Account Fund Program Department Cost Center Tasl
=0 1 1000000 100.0000 135.76 2.0000) 50100 [5013560 Q, [04100]Q, [Bos0oa  |@ [11034 Q 11160000 |Q 72
£ >
- Use single SpeedChart to change the distribution line for single line voucher entry.
Line 2 []Copy Down SpeedChart Q Purchase Order [Jone Asset o=
“Distribute by StpToMARONARG _1Q 1000001143009/
lem 7452124000  |Q Description [Sh-2.5AL (SURFACE MIXTURE, LIM Associate Receiver(s)
Quantity[20.0000 Packing Slip [Force Price
UOM |LTN Q Contract Info [00000000000000000000443 | Adust PO Percentage |
Unit Price (67.33000 4412001125 ———————
_ | Alocate by Percentage |
Line Amount 1,357.60 e
I Mult’l—SpeedChartsl
I Calculate '
w Distribution Lines Personalize | Find | View All | £ | E First 4 1of1 ¥/ Last
GLChart | Exchange Rate | Sfatistics || Assets | [0
Em Ling PO Percent  Percent Merchandise Amt  Quantity GL Unit Account Fund Program Department Cost Center Task
E 0 1 100.0000 100.0000 1,357.60 200000, 50100 Q (04100 |, 604003 Q Q (11180000 |Q
{ >

Use the Multi-SpeedCharts link to append additional line(s) or overwrite the distribution line

with multiple distribution lines on the voucher line. The Multi-SpeedChart functionality is
useful when keying AP Transmittal forms that have multiple accounting lines with different
SpeedCharts. Fund/Program and Department/FIPS (if SpeedChart is a project) ChartFields
populate after the SpeedChart is entered, and you do not have to rekey these ChartFields
when entering multiple distribution lines.

making updates to the distribution lines.

Rev 4/24/2019
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501 AP312: Entering a Purchase Order Voucher

Append (Add) Distribution Line(s) using Multi-SpeedCharts Functionality

Line 2 [1Copy Down
“Distribute b ﬁ
Item 7452124000 Q
Quantity 20,0000
UOM TN Q
Unit Price 6783000
Line Amount
[ Cakulate |

1,357.60

" Distribution Lines

Copy .
Down Ling PO Percent Percent
E[E O 1 1000000 100.0000

SpeedChart Q
Ship To|MARION AHQ Q,
Description |SM-9.5AL {SURFACE MIXTURE, LIM

Packing Slip

Contract Info| 00000000000000000000448
44/1]20101125

GLChart | ExchangeRate | Stafisfics | Assefs |

Merchandise Amt  Quantity GL Unit Account
1,357.60 20.0000 50100
<

Purchase Order
50100]0001143008(1/1
Associdte Receiver(s)

Force Price
| Adjust PO Percentage |

| Mlocate by Percentage |

Personalize | Find | View All | &l | @

Fund Program Department

Q o0 Q koo |Q

&=

Clone Asset

First 4/ 10f1 &) Last

Cost Center Task

Q [11160000 |Q

- Change the Distribute by field to Amount in order to open the Merchandise Amt field on
the distribution line for keying. AP Transmittal forms with multiple accounting lines distribute
by Amount, rather than Quantity.

- Click the Multi-SpeedCharts hyperlink.

Rev 4/24/2019
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501 AP312: Entering a Purchase Order Voucher

OOy T

Packing STp| I [ TForce Price

UOM |LTN Q Contract
Multiple SpeedCharts

Multiple SpeedCharts

Business Unit: 50100
Voucher ID: NEXT

Line Number: 2

—

Invoice Line Amount: 1,357.600

Remaining Amount: 0.000

SpeedCharts Process Option

@Append ) overwrite

SpeedChart Selections Personalize | Find | View All | 2 | = First ‘4 1-20f2 &' Last
*SpeedChart Key Amount to Distribute
1[11180010 Q| EI
2[11180070 Q| [+ [=]
oK Cancel || Refresh
<

T T — T e—

- The Distribute By field is Amount.

- In the SpeedCharts Process Option section, the indicator defaults as Append. Do not
change it.

- In the SpeedChart Key field, enter the SpeedChart value desired for the additional
distribution line. The magnifying glass icon can be used to search through a prompt for
existing SpeedCharts. The Amount to Distribute field can be left blank, and the amounts
can be adjusted on the Invoice Information page.

- If needed, click the (+) button to add additional distribution lines.

- Click the OK button.
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501 AP312: Entering a Purchase Order Voucher

Line 2 [Jcopy Down SpeedChart Q
*Distribute hy Ship To|MARION AHQ Q
Item 7452124000 Q Description |SM-9.5AL (SURFACE MIXTURE, LIM
Quanity 20,0000 Packing Siip
UOMLTN Q Contract Info
Unit Price 67.33000 4412001123
Line Amount 1,357.60)

Multi-SpeedCharts

Calculate

Purchase Order

50100|0001143002111
Associate Receiver(s)

Force Price
| Adiust PO Percentage |

| Allocate by Percentage |

Personalize | Fin

Fund Program

(02700 |, [604003

 Jo2700 | [60400s

o Jos100 | [eos00s

Distribution Lines
GL Chart || Exchange Rate | Statistics || Assets \

53‘5; Line PO Percent Percent Merchandise Amt  Quantity GL Unit Account
=0 11000000 100.0001 1,357 60 200000 50100 5013560
FE O 2 100.0000 0.00 50100
=l 0O 3 100.0000 0.00 50100

£

&=

[one Asset

B

First ‘4 1-30r3 2 Last

Department Cost Center Task

Q 11034 Q 11160000 |Q (72228
Q. Q (11190010 | Q
Q Q (11190070 | Q

>

The Invoice Information page displays. Click the View All hyperlink to see all the

distribution lines. The Distribution Lines Amount (or Quantity if open) is changed here only
if you are adding distribution lines and need to distribute the amount for additional distribution

lines.
Lne 2 [ Copy Down SpeedChart Q Purchase Order [Jone Asset =l
*Distribute by | Amount v Ship To MARION AHQ Q

Item 7452124000 Q
Quantity |20.0000

Description SM-9.5AL (SURFACE MIXTURE, LIM

Packing Slip
UOM|LTN Q Contract Info| 00000000000000000000445
Unit Price [67.88000 440112010125
Line Amount 1235760

Multi-SpeedCharts
| Calculate |

w Distribution Lines
GLChart | ExchangeRate | Stafisics | Assets | [0

Copy Ling

Down PO Percent Percent Merchandise Amt  Quantity GL Unit Account
=0 1 100.0000 220978 300.00 100.000| 50100 5013560
=0 2 100.0000 36.8297 500.00 50100 5013790
=0 3 100.0000 410725 557.60 50100 5012550

<

50100/0001143008(1[1
Associate Receiver(s)

Force Price
| Adust PO Percentage |

Allocate by Percentage

Perzonalize | Find | View 1 | @l @

Fund Program

@ 04100 |, [6o400s
@, [04100 |, [60400s
@, [04100 |, [6o4n0s

First 4/ 1-30f3 b Last

Department Cost Center Task
Q |11034 Q |11160000 |Q 72228
Q |11035 Q |11180010 |Q, 72228
Q 11035 G, (11190070 |Q 72228

2

After distributing the invoice line amount to the multiple distribution lines and populating the
remaining Chartfields, click the Allocate by Percentage button to allow the system to

distribute the Quantity to each distribution line.

Rev 4/24/2019
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Line 2 Clcopy Down SpeedChart Q Purchase Order [ One Asset =l
Distr Ship To|MARION AHQ Q
Distribute by [Amount ] 5010010001143009/111
tem[7452124000 |, Description|[S-3.5AL (SURFACE MIXTURE, LIM Assatiate Receiver(s)
Quantity | 20.0000 Packing Slip Force Price
UOMILTN Q Contract Info|00000000000000DA000044E | Adjust PO Percentage |
Unit Price 67.88000 4411200125

Line Amount 1,357.60
Multi-SpeedCharts

| Calculate

w Distribution Lines PersonalizelFind\\ﬂemlIQ First ‘4 1-30f3 '} Last
GLChart || Exchange Rate | Statistics | Assets | [

S‘gﬁ‘ Line PO Percent Percent Merchandise Amt  Quantity GL Unit Account Fund Program Department Cost Center Task
[=] | 1 100.0000 22,0073 300.00 44186 50100 5013560 Q04100 |Q 604003 Q |11034 Q [11160000 |Q 72228
[=] O 2 100.0000 36.8207 500.00 7.3650) 50100 5013790 Q04100 | 604005 Q |11035 Q (11180010 |Q 72228
[=] O 3 100.0000 41.0725 357.60 32145 50100 5012550 Q04100 | 604005 Q |11035 Q (11190070 |Q (72228
< >

- You may need to click the Calculate button on the Invoice Line to balance the line after
making updates to the distribution lines.
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Accounts Payable Job Aid
501 AP312: Entering a Purchase Order Voucher

Invoice Lines (7

Find | View1  First & 1-20f2 (*) Last
Line 1 Clcopy Down SpeedChart Q Purchase Order [Oone Asset Cl
*Distribute by ShipToMARIONAHQ |Q £0100/0001142008] 1

Item 7452124000 Q Description $hi-0.5AL (SURFACE MIXTURE, LIM Associate Receiver(s)
Quantity |2.0000 Packing Slip [rorce Prica
UOMILTN Q Contract Info |00000000000000000000445 | Adust PO Percentage |
Unit Price 67,8800 A4|200125 —_————

Line Amount 135.76

| Alocate by Percentage |
I Wulti-SpeedCharts I

| Calculste |

" Distribution Lines Personalize | Find | View All| 2| B om0 roft 0 Last
GLChart | Exchange Rate | Statistcs || Assets | [0

Copy .

Down Line PO Percent Percent

Merchandise Amt  Quantity GL Unit Account Fund Program

EE 0O 1 100.0000

Department

Cost Center Tasl
100.0000 135.76

20000 50100 5013560 Q 04100 |Q, 604003 Q [11034 Q (11160000 |Q 722
L4

>

Rev 4/24/2019

From the Invoice Information page, click the Multiple SpeedCharts link.
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Multiple SpeedCharts

Multiple SpeedCharts

Business Unit: 50100
Voucher ID: NEXT

Line Number: 1

Distribute By: Cuuantity
Invoice Line Quantity: 2.0000
Remaining Quantity: 0.0000

SpeedCharts Process Option

SpeedChart Selections Personalize | Find | View All | 2] @ First ‘4 1 of1 "B/ Last
*SpeedChart Key Quantity to Distribute
|1 11150180 x|a) =
I 0K || Cancel || Refresh |
L4
Quantity |20 0000 Do ales Bl | 1 = s

- Click the Overwrite indicator under the SpeedCharts Process Option section.

- Enter the SpeedChart Key desired for the new distribution line. The magnifying glass can be
used to search through a prompt for existing SpeedCharts.

- If needed, click the (+) button to add additional distribution lines.

- Click the OK button.
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501 AP312: Entering a Purchase Order Voucher

Invoice Lines (7

<

Purchase Order
50100)000114300911
Associate Receiver(s)

U Force Price
| Adiust PO Percentage |

| Allocate by Percentage |

Find | View 1

Personalize | Find | View All | | @

First 4/ 1-20f2 (%) Last
[ one Asset E

First 4/ 10f{ b/ Last

Line 1 [JCopy Down SpeedChart Q
*Distribute by Ship To MARION AHQ Q
Item 7452124000 Q Description SM-3.5AL (SURFACE MIXTURE, LIM
Quantity 2.0000 Packing Slip
uoMLTN Q Contract Info|Q0000C00000000000000443
Unit Price 6783000 441112010125
Line Amount 136.76
Multi-SpeedCharts
Calculate
W Distribution Lines
GL Chart || Exchange Rate | Statistcs | Assets |
Eg&; Line PO Percent  Percent Merchandise Amt  Quantity GL Unit Account
= O 1 0.00 50100

Fund Program

@, (04100 @ 504002

Department

Ql

Cost Center Tasl

o [itEme |

>

- The Invoice Information page displays. Update or add any other required fields in the
Distribution Lines. The Distribution Lines Quantity (and/or Amount if the voucher line is
distributed by Amount) is changed here to distribute the invoice line account as needed.

- You may need to click the Calculate button on the Invoice Line to balance the line after
making updates to the distribution lines.

Rev 4/24/2019
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Insert Distribution Lines

501 AP312: Entering a Purchase Order Voucher

Favorites + | Main Menu « > Accounts Payable »
Supplier 1D (0000031474 |
ShortName [W-L CONSTRUCTI | QY
Location [MAIN s}
*Address |2 (X
Responsible Org [10051 Q,
Customer Account # I:l

| Save

w Copy From Source Document

Save ForLater |

PO Unit

Invoice Lines (2

Line 1 O Copy Down

*Distribute by

> Wouchers = > AddlUpdate~ > Regular Eniry

Control Group Q
L_lIncomplete Voucher

PO Number Copy PO

SpeedChart |

Ship To[MARION AHQ e

| Calkulste || Print |
CopyFrom[None V| o
Find | Wiew 1 First ‘&) 1-20f2 "B Last

Purchase Order =]

[Jone Asset

3 50100]0001143008[1]1
Item [7452124000 |Q Description \SM-Q.SAL (SURFACE MIXTURE, LIM\ Associate Receiver(s)
Quantity :Mounil Packing Slip CForce price
UomM [LTN @
| Contract Info |00000000000000000000443 | Adjust PO Percentage |
Unit Price |67.23000 | 44|1]20/01125 |ml
Line Amount 135.76 SECHEE Y TERETEE
Multi-SpeedCharts
| Calculate |

w Distribution Lines

Personalize | Find | View Al | 2| [
GL Chart || Exchange Rate || Statistcs | Assets | =50

First ‘4 1of1 b/ Last

DCOW Line PO Percent Percent Merchandise Amt Quantity GL Unit Account Fund Program Department Cost Center Tasl
El O 1 100.0000 100.0000 13576 2.0000) 50100 I /@, 04100 | @, (699001 o | o [11120010 Ja [
< >

Click the (+) button in the Invoice Lines section, next to the Distribution Lines where you
want to insert a line.

I
Supplier ID [0000031474

SF

Q

Control Group

Q
==
Script Prompt: |‘

virginia.gov needs some informaticn

tespol Enter number of rows to add: o

nce |
tomen
W ACC

The line defaults to 1. Change this number if you need to add more than one line.
Click the OK button.
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Iulti-SpeedCharts

| cakcuate |

Distribution Lines Personalize | Find | View Al | €U B Rt 12012 O Last
GL Chart || Exchange Rate I Statistics I Aszsels ‘
[?g\ﬂ Line PO Percent Percent Merchandise Amt  Quantity GL Unit Account Fund Program Department Cost Center Tasl
E| g 1 100.0000 100.0000 13578 2.0000 50100 5013560 i, 04100 |G, 593001 ), 10004 Q, (11120010 @
= O 2 100.0000 0.00 50100 Q Q Q Q, Q
< >

- A second line displays which allows you to make entries as appropriate.

Wuli-SpeedCharts

Calculate

7 Distribution Lines PersonalizelFindl\flewAlll|@ First 4/ 1-20f2 '} Last
GLChart | Exchange Rale | Siasics | Assets | [

Sg‘% Line PO Percent Percent Merchandise Amt  Quantity GL Unit Account Fund Program Department Cost Center Tas|
E 1 100.0000 100.0000 135.76 2.0000 50100 5013560 Q04100 |Q, /594001 Q, 10004 Q 1120010 |Q
|£| Iﬂ ]:[ I 3 100.0000 0.00 50100 5013560 Q04100 | @, 593001 Q10004 Q |11120010 QI
{ >

- Check the Copy Down box if you want to copy that line’s ChartField values to the new
distribution line(s). The Copy Down function is used only if the AP Transmittal has multiple
accounting lines with the same SpeedChart but different secondary charges (Agency Use 1,
FIPS, Activity, and Department). All fields from the first line are copied to the following lines.
The Copy Down function should not be used if you are changing the SpeedChart, or the
Fund or Program ChartFields.

- The Distribution Lines Quantity (or Amount if open) is changed here only if you are adding
distribution lines and need to distribute the amount for the additional distribution lines.

- You may need to click the Calculate button on the Invoice Line to balance the line after
making updates to the distribution lines.
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Delete Distribution lines

501 AP312: Entering a Purchase Order Voucher

*Distribute i Ship To|MARION AHQ Q
by [Quanity V] 50100[0001 1430081/
Item|7452124000 Q Description|SM-9.5AL (SURFACE MIXTURE, LIM | Associate Receiver(s)
Quantity[2.0000 P e — =
UOMLTN Q Delete Confirmation
Unit Price |67.88000
Line Amount 135.76 Delete current/selected rows from this page? The delete will occur when the transaction is saved
Multi-SpesdCharts N
| cancel |
Calculate —_—

W Distribution Lines
| GL Chart || Exchange Rate || Siatistics || Assets |

Personalize | Find | View All | | @

Frst 4 12012 ) Last

DC{?&: Line PO Percent Percent Merchandise Amt  Quantity GL Unit Account Fund Program Department Cost Center Tasl
[=] 1 1000000  100.0000 135.76 2.0000 50100 5013560 @ (04100 |@, (99001 |@ [10004 @ (11120010 J@ [ ]
O 3 100.0000 0oof | 50100 [5013%0 Q [4100]@ [asoot |@ [10004 & [t1z0010 J& [ |
< >
- Select the (-) button in front of the line you want to delete.
- A Delete Confirmation message displays.
- Click the OK button.
Invoice Lines (7 Find | View 1 First ‘4 1-20f2 '} Last
Line 1 CIcopy Down SpeedChart Q Purchase Order Clone Asset [][=]
“Distribute by [Quantty V] Stip To[WARION A a 5010010001143009 11
Item 7452124000 Q Description SM-2.5AL (SURFACE MIXTURE, LIM Associate Receiver(s)
Quantity|2.0000 Packing Slip [JForce Price
UOMLTN Q Contract Info|00000000000000000000423 [ Adiust PO Percentage |
Unit Price 5728000 441112010125 |7m|
Line Amount 135.76 Bl fo
Multi-SpeedCharts

Calculate

w Distribution Lines
GL Chart “ Exchange Rate || Statistics H Assels |

DCOW Line PO Percent Percent Merchandise Amt  Quantity GL Unit Account Fund Program
= 1 100.0000 100.0000 135.76 2.0000 50100 5013560 Q04100 @ 699001
<

Personalize | Find | View Al | @ | @

First 4 10f1 M) Last

Department Cost Center Tasl

Q. [10004 Q [z |q

>

- The selected line is removed.

- You may need to click the Calculate button on the Invoice Line to balance the line after

making updates to the distribution lines.

Rev 4/24/2019
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Change Distribution Lines

Line 2 [JcCopy Down SpeedChart Q, Purchase Order [ One Asset =]
“Distribute by [Quantly v/ Ship To|MARION AHd Q £0100]0001443009]1/1
Item 7452124000 Q Description Shi-3.5AL (SURFACE MIXTURE, LIM Associate Receiver(s)
Quantity 20.0000 Packing Slip [ Force Price
UOMLTN Q Contract Info|00000000000000000000445 | Adjust PO Percentage |
Unit Price [67.83000 441120001125 -—

) | Allocate by Percentage |
Line Amount 1,357 60 e

Multi-SpeedCharts

Calculate

v Distribution Lines Personalize | Find | View All| & | B Fmst 0 10f1 ) Last
GLChart || Exchange Rate | Statistics | Assets |

DCOW Line PO Percent  Percent Merchandise Amt  Quantity GL Unit Account Fund Program Department Cost Center Task
E| O 1 100.0000 100.0000 1,367.60 20.00001 50100 Q) |04100 (G (504003 Q Q11160000 |
£ >

- If you need to make a change to a Distribution Line, click the field that you need to change.
- Make the necessary adjustments.

- You may need to click the Calculate button on the Invoice Line to balance the line after
making updates to the distribution lines.
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r CARD' NAL' Home Worklist Add to Favorites
Al ~ | search % | Advanced Search
Favorites - ‘ Main Menu ~ > Accounts Payable~ » Vouchers~ > Add/Update~ > Regular Entry
| New Window | Help | Personalize
! Invoice Information || Payments | Voucher Atimbutas
Business Unit 50100 Invoice No|PO_107452 Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date|01/11/2017 e} Line Total 1,493.38 Session Defaults
Voucher Style Regular Voucher *Pay Terms |30 Q5 et 30 *Currency usoQ Comments(0)
Invoice Date |01/0%/2017 e Basis Date Type Prompt Payment Miscellaneous F Atachments (0)
. . Freight 5 | Template List
Invoice Receipt Date
P 5 3 Advanced Supplier Search
Goods & Services Receipt [03/03/2016 | OIFinal voucher Total 1353 Supplier Hierarchy
Date Difference 0.00 Supplier 360
W-L Construction & Paving Inc
Supplier ID 0000031474 Q Control Group Q.
ShortName W-L CONSTRUCTI | @ Incomplete Voucher
Location MAIN Q
*Address 2 Q
Responsible Org 10081 Q
Customer Account #
ROW Acquisition ID
| Save | | Save For Later [ Cacuate || Pt |
v Copy From Source Document
PO Unit PO Number Cony FO Copy From Go
Invoice Lines (¢ Find | View 1 First '4' 1-20f2 ‘b Last
Line 1 [ Copy Down SpeedChart Q Purchase Order [Oone Asset 310
“Distribute by Ship To|MARION AHQ a 50100/00011420091]1
Item 7452124000 Q Description|SM-9.5AL (SURFACE MIXTURE, LIM Associate Recelver(s)
Quantity 2.0000 Packing Slip CForce Price
uomLTN Q Contract Info|00000000000000000000448 | Adjust PO Percentage |
Unit Price |67.22000 44|1]200[125 ‘m‘
Line Amount 135.76 AR PO
WMulti-SpeedCharts

37. You can pay more than one PO on a single voucher, as long as they are all for the same supplier.
If you need to copy receipts for additional POs, go to the Copy From Source Document section
as many times as needed.

Note: The PO Unit field under the Copy from Source Document field is not open for entry when
copying additional receipts or POs into the voucher. You need to populate the Copy From field
and click the Go hyperlink to open the Copy Worksheet page. The PO Unit is then entered on the
Copy Worksheet page.
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501 AP312: Entering a Purchase Order Voucher

Favorites » Main Menu +

> Accounts Payable v > Vouchers» > Add/Update~ > Regular Entry

Business Unit 50100
Voucher ID NEXT
Voucher Style Regular Voucher
Invoice Date |01/08/2017 El

I Invoice Receiet Date 01/12/2017 | I

Goods & Services Receipt 08/03/2016 [
Date

Supplier ID 0000031474 Q
ShortName W-L CONSTRUCTI |Q
Location MAIN Q
“Address 2 Q
Responsible Org 10081 Q|
Customer Account #

ROW Acquisition ID

Save | | saveFor Later

" Copy From Source Document
PO Unit

Invoice Lines (2

Line 1 DCopy Down

“Distrvute by [Guzniy ]

[ Invoice Information || Payments || Voucher Atiibutes

Invoice No PO_107452 Invoice Total Mon Merchandise Summary
Accounting Date 01/11/2017 B Line Total 1493.36 Session Defaults
*Pay Terms 30 QR et 30 *Currency UsolQ, Comments(0)
Basis Date Type Prompt Payment Miscellaneous & Attachments (0)
Freight B = Template List

W-L Construction & Paving Inc

Difference 0.00 Supplier 360
Control Group Q,
Incomplete Voucher
Calculate | | Print |
PO Number T e Copy From[fne V] o
Find | View 1 First ‘4 1-20f2 '} Last
SpeedChart Q Purchase Order [ one Asset =
Ship To MARION AHQ Q

Item 7452124000 Q Description SM-8.5AL (SURFACE MIXTURE, LIM Associate Receiver(s)
Quantity |2.0000 Packing Slip [Force Price
UOMILTN Q Contract Info 0000000000000D00000D448 | Adjust PO Percentage |
Unit Price [57 83000 44/1/20/0/125 [ Alocate by Percentage |
Line A ) iocate by Fercentage

| New Window | Help | Personalize Page | B

Advanced Supplier Search

I Total 1,493.36 I Supplier Hierarchy

O Final voucher

£0100]00011430091[1

38. After copying in all Receipts or POs related to the vendor’s invoice, and adjusting Distribution
Lines as necessary, complete the following fields:

- Invoice Receipt Date: The date the invoice was received.

- Responsible Org: This value defaults, however, can be changed if needed.

- Customer Account #: This number can be added if referenced on the invoice.

- Total: The value only requires an update when the Copy Selected Lines functionality is used
multiple times. If that is the case, enter the invoice total.

Rev 4/24/2019
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| cakuate |

I Distribution Lines Personalize | Find | View Al | & | B Firt (0 1071 ) Last
GL Chart || Exchange Rate || Stafistics | Assels
E&Eﬁ Ling PO Percent Percent Merchandise Amt  Quantity GL Unit Account Fund Program Department Cost Center Task
][] O 1 100.0000 100.0000 1,357.60 200000 50100 ), 04100 O, 604003 aQ C, 11160000 (@
< >
| Save || saeForlater |

39. Scroll to the bottom of the page.
40. Click the Save button.
41. Record the Voucher Number assigned by Cardinal.

42. The voucher should be in balance and the Difference equal to 0.0, but there may be instances
when the invoice is not balanced.

A difference of 1 or 2 cents usually indicates a rounding difference between the invoice amount and
POf/receipt amount. The difference field is displayed on the Invoice Information page.

Rounding differences are easily corrected by selecting the Invoice Information page. On the
Invoice Lines section, select the Distribute by drop-down and change to Amount.
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Accounts Payable Job Aid

501 AP312: Entering a Purchase Order Voucher

Favorites ~ | Main Menu ~ > Accounts Payable - > Vouchers~ » AddUpdate~

Regular Entry

Summary l Related Documents I Invoice Information H Payments ” Woucher Atiributes H Error Summary

Invoice No PO_107452
Invoice Date 01/08/2017

Business Unit 50100
Voucher ID 00835320

Voucher Style Regular Voucher
Supplier ID 0000031474

Payment Details Personalize | Find | View All | | =] First &) 1of1 W& Last
o Scheduledto  Payment - Remit Remitting Payment Gross Payment o
Actions Payment Status Pay Reference Remit SetlD Supplier Address Method Amount Paid Amount Payment Currency
vActions [ Not Selected for Payment 02/11/2017 STATE 0000031474 JEFT 1,493.36 uso
Voucher Line - PO Information Personalize | Find | View All | | E First '4' 1-20f2 b Last
Invoice line  Match Line Option PDVBusineEs Purchase Order Line Number Schedule Number ltem ID Guantity Unit of Measure Unit Price
Unit Vouchered
B Full Match 50100 0001143008 1 17452124000 2.0000 LTN 67.83000
B2 Full Match 50100 0001143009 1 17452124000 20.0000 LTN 67.83000

'oucher Line - Receiver Information

Invoice line  Receiving Business Unit Receipt Number Receipt Line Receiver Shipping
Sequence
o] 50100 0001833237 1 1
B2 50100 0001833232 1 1
| Save |

|=] Motify || Refresh |

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

Quantity Entered

| New Window | Help | Personal

Persnnalize|Finn[\ﬂewAn|@|@ First ‘4 1-20f2 '}/ Last

Unit of Measure Applied Receiver Merch Amt Merchandise Amount Received

2.0000LTN 135.760 238260

20.0000 LTN 1357 600 5873.660

|4 Add || #] Update/Display |

Rev 4/24/2019

Review the Related Documents page for accuracy and completeness.

Click the Related Documents tab. The Related Documents tab appears after the voucher is
saved.

Verify that all POs and Receivers related to the Supplier Invoice are listed.
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Favorites + |

Main Menu = > Accounts Payable ~ > Vouchers ~ > Add/Update~ > Regular Entry

Business Unit 50100
Voucher ID 00535320

Voucher Style Regular

Supplier Name ‘W-L Consfruction & FPaving Inc
PO Drawer 927
WVA10053309
EVAADE4332
Chilhowie, VA 24318

Entry Status Postable

Invoice Total

Match Status gegqy Voucher Source
Approval Status Pending Origin
Created On

Created By

Last Update

I Budget Status Not Chk'd I Modified By
ERS Type

Budget Misc Status “alid Close Status

*View Related [ Payment Inguiry

wv| Go

|[=] Notify || 24 Refresh |

f Summary | Related Documents || Invoice Information || Paymenis || “oucher Attributes || Error Summary

Invoice Date 01/0%/2017
Invoice No POC_107452

1,493.35 usoDr

Pay Terms Net 30

Cnline

CNL

011122017 6:53AM
HECTOR.ARANA
D1/M12/2017 9:42AM
HECTOR.ARANA

Mot Applicable
Cpen

|Ef Add || & Update/Display |

Summary | Related Documents | Inveice Information | Payments | Voucher Attributes | Error Summary

46. Cardinal batch processes run periodically during the daily batch processing:

- Matching: compares the voucher/invoice to the purchase order and receipt.

501 AP312: Entering a Purchase Order Voucher

- Budget Checking: verifies that funds are available for the voucher and deducts the voucher

amount from the budget.

- Submit for Approval: sends voucher to approvers’ worklists.

Favorites v ‘ Main Menu v > Accounts Payablev > Vouchersv > Add/Updatev >

[ Summary || Related Documents || Invoice Information || Payments || Voucher Attributes |

Invoice Date 01/09/2017
Invoice No PO_107452
Invoice Total 1,493.35

Business Unit 50100
Voucher ID 00635320

Voucher Style Regular

Supplier Name W-L Construction & Paving Inc
PO Drawer 927
VA10053309
EVAADG4332
Chilnowie, VA 24319

Entry Status Postable Pay Terms Net 30

Rreview Approval Voucher Source Online

Regular Entry

Error Summary

usD

47.

Post Status Unposted

Budget Status Valid

Budget Misc Status Valid
*View Related [ Payment Inquiry

[Gh Returnto Search | [[=] Notify | [ Refresh |

v| Go

Match Status patched
Approval Status Pending Origin ONL

Created On 01/12/2017 6:58AM
Created By HECTOR.ARANA
Last Update 01/12/2017 9:42AM
Modified By HECTOR.ARANA
ERS Type Not Applicable
Close Status Open

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

The statuses on the voucher update if the voucher does not have any errors.
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PO Activity Summary Page

The PO Activity Summary page gives a visual representation of activity that has occurred against a
purchase order. The activity that occur against a purchase order includes receiving, invoicing (creating

the voucher), and matching (comparing vouchers with the purchase order and receivers).

1. To seethe PO Activity Summary navigate using the following path:

Main Menu > Purchasing > Purchase Orders > Review PO Information > Activity Summary

PO Activity Summary

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

Find an Existing Value

Search Criteria

Business Unit{= | 50100 Q
PO Number| begins with s [|0001143003

Purchase Order Date ]
Purchase Ordsr Reference| beging with W
Supplier ID| begins with s Q

[l case Sensitive
Limit the number of results to (up to 300). |300

[——
Search | Clear | Basic Search Er Save Search Criteria

Favorites - Main Menu + > Purchasing» > Purchase Orders » > Review PO Information = > Activity Summary

2. Enter the Business Unit.
3. Enter the PO Number.
4, Click the Search button.
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Activity Summary

Business Unit 50100
Purchase Order 0001143009

Merchandise Amount 21%,700.00 USD
Merchandise Receipt 6,111.92 USD
Merchandise Returned CIED USD
Merchandise Invoice 1,493.36 USD
Merchandise Matched 1.493&5 USD
Lines
| Details | Receipt | Invoice || Matched || RIV | [F=B
Line Item Itern Description

7452124000 SM-89.5AL (SURFACE MIXTURE, LIM
2 [ 7452126000 SM-12.5A (SURFACE MIXTURE) SM-

(G Refurnto Search || Notify |

Favorites « | Main Menu + > Purchasing~ > Purchase Orders +

Personalize | Find | View Al [ B ] First ‘&) 4-20f2 '}/ Last

Review PO Information~ > Activity Summary

PO Status Dispatched

Supplier W-L Consfruction & Paving Inc
Supplier Location MAIN

uom Manufacturer ID Mfg Itm ID €
LTN
LTN

< >

5. The Activity Summary page displays. The following key summary items show at the top of the

page:

- Merchandise Amount: the amount of the purchase order.

- Merchandise Receipt: the amount of the purchase order that has been received.

- Merchandise Invoice: the amount of the purchase order that has been vouchered.

- Merchandise Matched: the amount of the purchase order that has been matched against a

voucher.

6. The Details Tab under the Lines section displays the Purchase Order details.

7.  Click the Receipt tab under the Lines section to view the Receipt details.
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Activity Summary

Business Unit 50100
Purchase Order 0001143009
Merchandise Amount 21870000 USD

Merchandise Receipt 56,111.92 USD
Merchandise Returned 000 UsD
Merchandise Invoice 1,49335 USD
Merchandise Matched 1,49335 USD

Lines
Details || Receipt Matched || RIV | =0

Line Item Item Description

1 [ 7452124000 SM-9.5AL (SURFACE MIXTURE, LIM
2 [ 7452128000 SM-12.5A (SURFACE MIXTURE) SM-

[EF Return to Search | [[=] Notify

Favorites - | Main Menu - > Purchasing + > Purchase Crders~ >

Review PO Information » >  Acfivity Summary

PO Status Dispatched

Supplier W-L Construction & Paving Inc
Supplier Location MAIN

Personalize | Find | View All | (2 | ] First ‘4 1-20f2 '*' Last

uoM Qty Received Accep?etz Qu;)nﬂietz Open Amount Cu

LTN 90.0400 90.0400 1909.9500  129,648.085 UL

LTN 0.0000 0.0000 1200.0000 83,940.000 UE
£ >

8.  This purchase order has been partially received.

9. Click the Invoice tab in the Lines section to view the Voucher details.

Activity Summary

Business Unit 50100
Purchase Order 0001143009
Merchandise Amount 219,700.00 USD

Merchandise Receipt 6,111.92 USD
Merchandise Returned 000 UsD
Merchandise Invoice 1,493.36 USD
Merchandise Matched 1,493.36 USD

Lines
Details Receipt Invoice atched RTw =

Line ltem Iltem Description

1 [ 7452124000 SM-0.5AL (SURFACE MIXTURE, LIM

2 [ 7452126000 SM-12.5A (SURFACE MIXTURE) SM-

[E* Return to Search | |[=] Notify

Favorites | Main Menu + > Purchasing ~ > Purchase Orders ~

> Review PO Information ~ >  Aclivity Summary

PO Status Dispatched

Supplier W-L Construction & Paving Inc
Supplier Location MAIN

Personalize | Find | View All | @l E First ‘4 1-20f2 '}/ Last

ed Un-invoiced

W) lity Amount Currency
LTN 100 134,266.640 USD
LTN 100 83,940.000 USD

< |

10. Use the scroll bar to move to the right. Only one voucher has been created against this purchase

order in this example.

11. Click the Invoice icon to see the Voucher ID.
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Favorites = Main Menu - > Purchasing » > Purchase Orders = > Review PO Information = > Activity Summary
Unit 50100 PO No. 0001143009 Line 1 ftem ID 7452124000

Invoice Personalize | Find | View All | 2] = First ‘&' 1-20f2 &' Last
sched Num AP Unit  Voucher Line Quantity Invoiced Amount Invoiced

1 50100 2 20.0000 1357.600 [+] [=]
1 50100 DOB35820 1 2.0000 135.760 [+] [=]
Activity Summary

|a* Return to Search [=] Notify

12. Click the Activity Summary link to go back.

Favorites = | Main Menu - > Purchasing + » Purchase Orders » > Review PO Information - > Activity Summary

Activity Summary

Business Unit 50100
Purchase Order 0001143008

Merchandise Amount 219,700.00 USD

Merchandise Receipt 6,111.92 USD
Merchandise Returned 000 UsD
Merchandise Invoice 1,483.36 USD
Merchandise Matched 1,483.36 USD

Lines

Details || Receipt || Invoice || Matched | RIV

Line Item Item Description

1 [ 7452124000 SM-B.5AL (SURFACE MIXTURE, LIM

2 [ 7452126000 SM-12.5A (SURFACE MIXTURE) SM-

[EF Return to Search | [[=] Notify |

PO Status Dispatched

Supplier 'W-L Consfruction & Paving Inc
Supplier Location MAIN

Personalize | Find | View All | | E First '4

uom ity Matched Amt Matched Currency
LTN 22.0000 1,493.360 USD
LT 0.0000 0.000 USD

1-20f2

Y Last

13. Click the Matched tab in the Lines section to view the Matching details. The voucher created has

been matched against the purchase order.
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