Columbia University Finance Training

Job Aid: Creating a Non-PO Voucher

A Non-PO Voucher can be used to pay for invoices for goods and services where Requisition/Purchase Orders are not
required and for Check Requests, Employee Reimbursements, Advance Reconciliations, and Petty Cash.

Creating a Non-PO Voucher
1. Click the Buying and Paying tile and then click the Voucher Entry tab.
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Or, click the NavBar > Main Menu >Accounts Payable > Vouchers > Add/Update > Regular Entry.
2. Click the Voucher Style dropdown and select Regular Voucher.

Find an Existing Value Add a New Value
Business Unit: COLUM |G,
‘oucher 1D: MEXT
Voucher Style: Reqular Voucher v
Supplier Name: JAPAN PUB TRADING COLTD Q
Short Supplier Name: JAPAN PUB Q,
Supplier ID: 0000000016 |3
Supplier Location: ACH-01 Q.
Address Sequence Number: 1Q,
Invoice Number: 1234556
Invoice Date: 1112016 |
Gross Invoice Amount: 1000
PO Business Unit: Q,
PO Mumber: Q
Estimated No. of Invoice Lines:

Add

In the Supplier ID field, enter or search for the desired Suppler ID for the vendor you are paying.
Enter the Invoice Number.

Enter the Invoice Date.

Enter the Gross Invoice Amount.

Click the Add button. The Voucher form appears on the Invoice Information tab.
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Completing the Voucher Form

ILE
Invoice Information Payments Voucher Attributes
Business Unit COLUM Invoice No[123456 Inveice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date [11/01/2016 31 Line Total 1,000.00 Session Defaults
Voucher Style Regular Voucher *Pay Terms 00 Q% pue Now Currency UsD Comments(0)
Invoice Date 11/01/2016 Basis Date Type Inv Date Attachments (0)
Invoice Received 11/01/2016 Total 1,000.00 Template List
*Service Location| US v Difference 0.00 Advanced Supplier Search
Supplier Hierarchy
Supplier 360

Procurement EDM

Supplier ID 0000000015 Q Control Group QQ
ShortName JAPAN PUB Q Incomplete Voucher
Location ACH-01 Q,
*Address |1 Q

1. Inthe Header section, enter the Invoice Received date.
2. Click the Voucher Type dropdown and select Invoice.
3. Enter the ChartFields in the Distribution (ChartString) Line or you can select a SpeedChart to enter a preset
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Invoice Infermation | Payments | Voucher Affributes

Enter a Description of the good or service.

Click Save.

Click the Action dropdown and select Budget Checking.

Click Run and Yes to the message. To view Budget Status, click the Summary tab.

EelatedDocuments Invoice Information | Bayments || Voucher Attributes || Error Summary
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Business Unit COLUM Invoice Date 11/01/2016
Voucher ID 02422163 Invoice No 123456
Voucher Style Regular Invoice Total 1,000.00 usD
Supplier Name JAPAN PUB TRADING COLTD Pay Terms Due Now
1-2-1 SARUGAKU-CHO Voucher Source Cnline
CHIYODA-KU TOKYO 101-0064
TOKYQ 101-0064 JPN Origin ENG
Entry Status Postable Created On 12/09/2016 11:50AM
Match Status g paicn Created mag2
By
Approval Status i
oo Pending Last Update 12/09/2016 11552AM
Post Status Unposted Modified By mag2

ERS Type NotApplicable
Close Status Open

Budget Status alid
Budget Misc Status ‘alid
*View Related | Payment Inguiry v
[Gt Returnto Search | |[=] Notify ||i% Refresh E} Add Update/Display

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

8. Return to the Invoice Information tab and click the Procurement EDM link to upload the Invoice and any other
required information.
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Summary Related Documents. Invoice Information Payments Voucher Aftributes. Error Summary
Business Unit COLUM Invoice No 123456 Invoice Total
Voucher ID 02422163 Accounting Date 11/01/2015 Line Total 1,000.00
Voucher Style Regular Voucher *Pay Terms 00 Q5 Due now Currency usD
Invoice Date |11/01/2016 [t Basis Date Type Inv Date
Invoice Received 11/01/2016 5 Total 1,000.00
*Service Location | US v Difference 0.00
*Voucher Type | Invoice v
JAPAN PUB TRADING COLTD
Supplier ID [0000000015 a Control Group Q
ShortName JAPAN PUB Q
Location ACH-01 Q,
*Address |1 Q
View Documents
_ o] Action 2 Run Calculate

Print

TNEW I

Non Merchandise Summary
Session Defaults
Comments(0)

Attachments (0)

Template List

Advanced Supplier Search

Supplier Hierarchy
Supplier 360 8

Procurement EDM

| Preview & Submit For Approval |

9. Click the Preview & Submit for Approval button. The Preview Approval Screen appears. Click the Submit for

Approval button.

Preview Approval

Business Unit COLUM Total 1,000.00

Submit For Approval

Voucher ID 02745405
Approval Status Pending

Departmental Approval

Departmental Approval

Mot Donrtnd

St
BUSINESS_UNIT=COLUM, VOUCHER_ID=02748405, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Initiated EE%W
a
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h

Getting Help
Please contact the Finance Service Center
http://finance.columbia.edu/content/finance-service-center

You can log an incident or request a service via Service Now
https://columbia.service-now.com

Or, you can contact the Service Center by phone: (212) 854-2122
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