9.2 Entering Adjustment Vouchers

Purpose: Use adjustment vouchers to adjust existing vouchers amount or to relate two
vouchers to each other. It can also be used to process credit and debit memos against a
voucher that has been posted and thus cannot be modified. This section discusses entering
adjusting information manually or copying the voucher that you want to adjust into the
adjustment voucher.

Audience: Finance/Accounts Payable staff.

@© You must have at least one of these local college managed security roles:

+ ZD Accounts Payable Inquiry
« ZZ\oucher Approval

* ZZ\Noucher Entry

« ZZ_AP_MANAGER

« ZZ_AP_SPECIALIST

You must also set these User Preference Definitions:

+ User Preferences: Voucher Entry

If you need assistance with the above security roles or User Preference Definitions,
please contact your local college supervisor or IT Admin to request role access.

€ Adjustment Voucher can be created to correct incorrect data entry if a voucher has
already been posted, but just needs to be adjusted. These vouchers can be linked to
the Regular voucher that needs adjustment. When Adjustment Vouchers are posted,
the accounting entries are updated.

For example: A supplier overcharged you for products you ordered. One of your
suppliers over charged you for your company's staff lunch meeting. Using an
Adjustment Voucher will help correct the amount.
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Entering Adjustment Vouchers

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

1. The Voucher search page displays.
2. Select the Add a New Value tab.
3. Select Voucher Style = "Adjustments".
4. Enter Short Supplier Name.
5. Enter Invoice Date.
6. Select Add.
Voucher

Find an Existing Value Keyword Search Add a New Value

Business Unit WA170 | Q
Voucher 1D |NEXT

Voucher Style [Adjustments v

Supplier Mame ExamSoft Worldwide Inc Q.

short Supplier Name[EXANSOFT w001 |Q
Supplier ID|0000044868 |3
Supplier Location|170 (e}
Address Sequence Number 11Q,
Invoice Mumber

Invoice Date |03/07/2019 ][5

Add

Find an Existing Value | Keyword Search | Add a New Value

¢ The Invoice Information page enables you to enter or view invoice information,
including invoice header information, non-merchandise charges and voucher line and
distribution information.

The Pay Terms page is populated with default payment terms. Some of the default
terms are: 30/60/90EM, Next Month, Net30 and EOM.

7. The Invoice Information tab displays.

8. In the Copy From Source Document section:
a. Enter Voucher ID.
b. Select Copy to Voucher.
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< Manager Self Service Regular Entry

Invoice o Invoice Total
Accounting Date 02072019 Line Total
*Pay Terms 0 = _— “Currency usojQ,
Miscel -
Basis Date Type Inv Date seellanecus -
o Freight 5
T —
ax Exemipt sales Tax s
st Worldwide Inc Entered VAT §E  Suppler Hierarchy
Supplier 1D Control Group Use Tax 3 | Suppler3g0
Shortha VAT Nonlnv
Location |1 r
Total
*Address 1 - .08
Incomplete Vioucher Difference 0.00
Save Save For Later Action ] Run Calculate Print
Copy From Source Document
Invoice Lines 3 Find | View Al First ‘4 1of1 '} Last
SpeedChart -
Line 1 , Ship ol ToCOnR Cone asset
*Distribute by| Amount - hip TO-CENTRL
ttem Description Sales/Use Tax
Quantity Related Voucher VAT and Intrastat
uom Packing Slip R
Unit Price
Line Amou
Distribution L Personaize | Find | view 41| &) B Fist 4 1011 b Lamt
GLChart || Exchan assets | [T
GLURR  Account Openitem E":: Fund v Program 1 Bud Rel o
& = WAl
< >
Save Save For Later

=] Motify || 3 Refresh

+ Add 2| Update/Display

9. On the Invoice Information page, whether you use the 'Copy to Voucher' button, the

system populates the Related Voucher field on the invoice line with the adjusted voucher's

voucher ID to link the adjustment voucher lines to the voucher that you are adjusting.

10. Enter Total.

11. Enter Description.

12. Enter Line Amount.

13. Enter Merchandise Amt.

14. Use the GL Unit field to enter the General Ledger business unit that will be charged with the

expense coded on the distribution line.
15. Select Save.
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< Manager Self Service Regular Entry

Invoice information || Payments || Youcher Afiributes

Business Unit

Voucher 10
Voucher Style

Invoice Date
Invaice Received
Ex

Supplier 1D

170 Invoice o
Accounting Date 02072013 (T
“Pay Terms 30 Q™

Basis Date Type v Date
[ Tax Exempt

0000044388 Control Group Q

Shorthame EXAMSOFT w001

LLocation 170
“Address 1

Save

3 Incomplete Voucher

Save For Later Action w

Copy From Source Document

Veucher ID
Invoice Lines
Line 1 SpeedChart
*Distribute by [Guantty ™ | Ship To |171-FRRIE
Quantity £0.0000 Related Voucher 00011007
UOM Ea Q

=y Packing Shp

Unit Price 2 000

Line Amount

Distribution Lines

Invoice Total Sales/Use Tax Summary
Line Total VAT Summary
~Currency 3 Non Merchandise Summary
Miscellaneous ¥ | Commentsio)
Freight F3 | Auachments (
Sales Tax F3 | Supler Herarchy
Entered VAT T Suppber 260
Use Tax 130.50 #2
VAT Noninv 0.00
Difference 0.00
Run Calculate Print
Copy From Worksheet
Find | View Al First 4 1of1 '} Last
Purchase Order =
Oone asset *
View/Edit Source SalesUse T

Asgsocate Recerve:
WIAT and nfrastat

Ororce Price
kil Calculate

Personalize | Find | View AR | B First ‘4 1of1 ® Last

GL Chart change Rate Assets
e Merchandise oo OLUNE | Aoocumt Openbism Ot Furd Dept Program Class Bud Ref Appe
&= 1 600000 (a0 ay (60322 2, a1 o, 148 Ja, 5@ ) 2o A ]
< >

T —

] Notify || 3 Refresh

Save For Later

+ Add 241 UpdateDwsplay

16. The Adjustment Voucher will be budget checked, approved and posted.

17. Process

complete.
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