9.2 Entering Template Vouchers

Purpose: Use this document to improve data entry efficiency by creating template
vouchers in ctcLink.

Audience: 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.

If you receive multiple similar vouchers from a supplier, you can set up a Template
Voucher to improve data entry efficiency. You can use a voucher for a particular supplier as
a model for other vouchers that you will enter in the future for that supplier by creating a
template voucher. Creating a template voucher saves you lots of keystrokes. A template
voucher is never paid or posted. It is a model for other vouchers. After you create and save
the template voucher, it is available for use during the entry of other vouchers for the
specific supplier.

Entering Template Voucher

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

1. The Voucher search page displays.
2. Select the Add a New Value tab.
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3. Enter Business Unit.

Notice Voucher ID defaults to "NEXT"; after you create and save your voucher, the system
will assign a unique and permanent Voucher ID.

Select Voucher Style = "Template Voucher".

Enter Supplier ID. Confirm Supplier Location.

Enter Invoice Date.

Enter Gross Invoice Amount.

Enter the tax details; otherwise, you have to make the voucher tax exempt.

Select Add.

< Manager Self Service Voucher

Voucher

Eind an Existing Value Keyword Search Add a New Value

Business Unit
Voucher D NEXT
Woucher Style| Template Voucher ~|

s

© W NO U,

Supplier Name |ExamSoft Worldwide Inc a
Short Supplier Name |EXAMSOFT W-001 |Q
Supplier ID [J000044868_]Q,
Supplier Location[[70__— @
Address Sequence Number 13,
Invoice Mumber

Invoice Date|06/01/2017 |[5]

Gross Invoice Amount 250.00]
Freight Amount! 0.00
Sales Tax Amount| 25.00]
Entered VAT Amount 0.00
Misc Charge Amount 0.00

PO Business Unit QL

PO Mumber &}
Tax Exempt Flag []
Estimated Mo. of Invoice Lines 1
Add

11. The Invoice Information tab displays. Use it to enter or view invoice information, including
invoice header information, non-merchandise charges, and voucher line and distribution

information.
12. The Pay Terms field displays the default payment terms. These terms are populated from

the Payables default hierarchy.
13. Select the Template link.
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< Manager Self Service Regular Entry

Inveice Information | Payments | Voucher Atiributes
Business Unit WA170 Invoice No Invoice Total Sales/Use Tax Summarny

Voucher ID NEXT Accounting Date 0207/2019 W Line Total

*| an - o i

Voucher Style Template Voucher Pay Terms 00 o T Currency

i Miscellaneous

Invoice Date [08/01/2017 W Basis Date Type Inv Date Freight

Invoice Received W D.[” Exempt Sales Tax

Exam Soft Worldwide Ino Entered VAT

Use Tax 0.00
Supplier 10300 = Control Group « var o Advanced Supplier Search
Shorthame |EX. T W-00{a, ool Supplier Hierarchy
Location|170 3 Supplier 260
Total
"Address |1 a ! 260.00
Incomplete Voucher Difference 0.00
Save Save For Later Action " Run Calculate Print
Copy From Source Document
Invoice Lines 7 Find | View All First 4 1of1 ‘b Last
Ship To |170-CENTRL
Lne 1 e Dy 4 +] =
r Ry Hewn D One Asset
*Distribute by Ameunt " Description
Sales/Use Tax
tem < Packing Slip
Quantity involoe Line VAT
uom Calculate
Unit Price
Line Amount 225.00
Distribution Lines Personalize | Find | View all | &2 | B Fist ‘4 1of1 ' Lx
GLChart | Exchange Rate || Statistics || Assets | [TTTH
Copy - - A Oper .
Down  -ine Merchandise Amt  Quantity GL Unit  Account Openitem Unit Fund Dept Program Class Bud Ref
+ = O 1 22800 WA170|Q % %, %, Q, ) a
< >
Save Save For Later

14. The Template Voucher Details window displays.

15. Enter Template ID so that you can easily search and reference this template in the future.
16. Enter Description.

17. Select OK.

3 Advanced Supplier Search

VAT 0.00

Template Voucher Details

Help
Incog
Save as a Template Vioucher

— Template 1D |Templated 1

Description ITem plate 01 description

Cancel Refresh

—

18. The Template Voucher Details window disappears.

19. Use the Distribute By list to select the distribution method: Amount or Quantity. If
Distributed By is Quantity then enter the desired information into the UOM and Quantity
field.
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20. Select the Description field. Use the Description field in the Invoice Lines grid to enter a
description of the charges related to vouchers created using this template. Enter the desired

information into the Description field.

21. Enter ChartField details in distribution line details. If you have multiple lines then enter

distribution details for each lines.

22. Select the Add a New Row [+] icon if needed. Enter the desired information into the field.

23. Next, save the voucher template and proceed to creating a new voucher by using the

voucher template. Select Save.

< Manager Self Service Regular Entry

Invoice Information || Payments || Wouches Atributes
Business Unit WA1T0 Invoice Ne Invoice Total SalesUse Tax Summary
225,00 VAT Summary
Voucher ID NEXT Accounting Date 0307/2019 i bnefotal 22800
. - - y S0
Voucher Style Template Vousher Fay Terms 00 A ooe immei Currency uso|Q_
Miscellanecus 7
Invoice Date 08/01/2017 W Basis Date Type Inv Date Freight "
Invoice Received D‘.“ Exempt Sales Tax ]
Examsoft Worldwide Inc Enered VAT -
Supplier 10/00 Control Group Use fax oo
AT
Shorthame | EXAN 00/ Hominy
Location 170 :
Total
"Address 1 ot 250.00/
Incomplete Voucher Difference 0.00
Save Save For Later Action [ o R Caleul P
Copy From Source Document
Invoice Lines | View All s 101 Last
Ship To c Cl
Line 1 [Jcopy Down P CENTEL 2 O (=
One Asset
*Distribute by Ameurt ] Description|wizgets |
Sales/Use Tax
Item Packing Slip
Guantity Inveice Line VAT
uom Caloulate
Unit Price
Line Amoun t 225.00
Distribution Lines Personalize | Find | View All | L2 B8 First ‘& 1 of1 ‘& Last
GL Chart | Exchange Rate || Statisis || Amets | [FT9
Copy |, jarchandiss Amt | Quantity “GL Unit  Ascount ltecn Oper  .opd Dept  Program c
Down Lift  Merchandise Amt Cuantity GL Unit  Account Openite Uit Fund Dept Progra cl Bud R
D - O 1 225 00 |was7old (1000070 ] 1501
< >
Save Save For Later

24. Return to the Voucher search page.

25. Enter the desired information into the Supplier ID field.

26. Select the Add button.
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< Manager Self Service Voucher

Voucher

Find an Existing Value | Keyword Search Add a New Value

Business Unit WA170 |
Woucher ID [NEXT

Voucher Stylslﬂl:-gulsr\-‘:umer e

Supplier Name ExamSoft Worldwide Inc a
Short Supplier Name [EXAMSOFT W-000,
Supplier ID
Supplier Location 170 Q
Address Sequence Mumber 1)

Invoice Number

Invoice Date W
Gross Invoice Amount 0.00
Freight Amount 0.00
Sales Tax Amount 0.00
Entered VAT Amount 0.00
Misc Charge Amount 0.00
PO Business Unit Q
PO Number Q

Tax Exempt Flag I:‘

Estimated Mec. of Inveice Lines 1

27. The Invoice Information tab displays.
28. Select the Expand section button.

29. Select the Copy From list. Use the Copy From list to select the template voucher.
30. Select the Go link.

< Manager Self Service Regular Entry

Invoice Information | Payments || Moucher Attributes

70 Invoice No Invoice Total Sales/Use Ta

Business Unit W

. 0.00 VAT Summan
Voueher 1D NEXT Accounting Date 0207/2018 W Line Total oo Mon Merchan
Voucher Style Reguler Voucher *Pay Terms 00 < B I ——— Currency usoid ion et
Husimmed Miscellaneous 3 | Session Defa.
Inveice Date W Basis Date Type Inv Date Freight = Comments(0)
5
Inveice Received W Orax Exempt Sales Tax ] Attachments (
= Templste List
ExamSoR Werldwide Inc Enlered VAT - B i .
SRR e = Advanced
Use Tax 0.00 7 feanesa Sy
Supplier ID|0000044888 Q Contrel Group = Supplier Hien
VAT 0.00
Shorthame |[EXAMSCFT wW-00{a, Honlny Supplier 360
Location[170 a
s o —
Incomplete Voucher Difference 0.00

Save Save For Later Action [ Run Caleulste Print

DCnpy From Source Document

PO Unit o PO Number Q Copy PO Copy Fro

Invoice Lines 7

Find | View All  First 4
hip To [170-CENTR
Line 1 [ copy pown Ship ENTRL Q O
r 1 One Ass
*Distribute by| Amount " Description
[ : Sales'Use Ti
Item 3 Packing 5lip
Quantity Invaice Line
uom Q Calculs
Unit Price
Line Amount 0.00
Distribution Lines Parsonslize | Find | View All | £ 7] Fint ‘4 1¢
GL Chart | Exchange Rate || Statisics | Assets | [FTH)
S:F?_“ Line  Merchandise Amt Cuantity *GL Unit  Aecount Openitem g:"ﬂ" Fund Dept Program Class
J= 0 1 0.00 wa170/a, e Q Q a 1 aQ
<
Save Save For Later

9.2 Entering Template Vouchers Page 5



31. Use the Voucher Template page to select a template to copy. Use the Template ID field to
enter or search for the ID you assigned to the voucher template.

32. Enter the desired information into the Template ID field.

33. Select the Copy from template button.

< Manager Self Service Voucher Template

Voucher Template

Business Unit WA170 Invoice Number
Voucher D MNEXT Supplier ExamSoft Worldwide Inc
Invoice Date ID 0000044868

Select Template to Copy

Copy from template
Template ID femplate01  [2, Template 01 description

Backto Invoice

34. The Invoice Information tab displays.

35. Select the Invoice No field. Enter the desired information into the Invoice No field.

36. Select the Invoice Date field. Enter the desired information into the Invoice Date field.
Enter the rest of your details in this Voucher, if you have any. OR you can change your any
details here because this data is coming from template Voucher which have created earlier.

37. Select Save.
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Invoice Information | Payme

ucher

Business Unit WATTD
Voucher ID NEXT
Vioucher Style Regular Voucher

Invoice Received W

Supplier 1D 0000044588
ShortName EXAMSOFT W-00 |0
Location |170 Q,
*Address 1 Q

Save Save For Later

Copy From Source Document
PO Unit ¢
Invoice Lines (7

tine 1 [Jcopy Down
*Distribute by Amaunt v
Hem Q
Quantity
uom Q
Unit Price
Line Amount 22500
Distribution Lines

GL Chart || Exchange Rate || Statistic || Awme

Invoice Ho [ ]

Accounting Date 0207/2019

*Pay Terms 00 a® Due Immedi
Basis Date Type Inv Date

Tax Exempt

Control Group Q

Incomplete Voucher

PO Number a Copy PO

Ship To [170-CENTRL aQ
Description Widgets

Packing Slip

_n I Sales/Use Tax Summary
Line Total VAT Summary
*Currency Non Merchandise Summary
Miscellaneous ] | Sessien Defauls
Freight = Commaents{0)
Sales Tax agpp| F | Atachments (0}
Entered VAT Template List
- A noed 1]
Use Tax 000 & dvanced Supplier Search
VAT oo Supplier Hierarchy
Honlny Supplier 360
Total 250.00
Difference 0.00
Run Calculate Frint
Copy From| Template v Go
Find | View All Fist ‘4 1of1 '} Last
=
Done Asset
Saleslse Tax

Pensonalize | Find | View All | 2] R

Invoice Line VAT
Calculate

First ‘& 10f1 ‘b Last

g':::‘ Line  Merchandise Amt Quantity *GL Unit  Account Openitem E:I‘" Fund Dept Program Class Bud Ref
+] = D 1 225.00 WA170(3, (1000070 [«} @, (7170 |Q, 001 |9 10501 (=3 Q Q
<

Save For Later

38. Notice that the Voucher ID field changes from NEXT to a number generated by the system
when you save your information.

Summary | Eelsted Docu

ents | Invoice Information | Payments

Error Summary

Business Unit WA170 / Invoice No 3875209
Ac -

Voucher ID 00020089
Voucher Style Regular Voucher

Invoice Date [0207/2019 W
Invoice Received W
Examsolt Worldwide Ing
Supplier ID|0000044888 Q
ShortHame [EXAMSOFT W.00/q
Location 170 Q
*Address 1 Q
Save

Copy From Source Document
PO Unit
Invoice Lines ¢

Line 1 Dcm Down

“Disriote by

em Q
Quantity
uom Q
Unit Price
Line Amaunt 225.00

Distribution Lines

GL Chart || Exchange Rate Asats
COPY Line  Merchandise Amt  Guantity *GL Unit  Account Openltem
== 0O 1 225.00 wa170/®, (1000070 Q Q
<
Save

counting Date 0207/2019 w

*Pay Terms 00 o F

Basis Date Type Inv Date

Tax Exempt

Control Group a

e E—

PO Number AD

Ship To [170-CENTRL a
Description Widgets

Packing Slip

Invoice Total
Line Total
*Currency
Miscellanecus
Freight
Sales Tax
Entered VAT
Use Tax 0.00
WAT .00
Honlny
Total 250.00]
Difference .00
Run Caloulate Print

Copy From| Template e

Find | View All

Pencnalize | Find | view anl | 2] B3

Oper
oo Fund Dept Program
7170 |&, [o01 @ [10501 a

Sales/Use Tax Summary
VAT Summary

Non Merchandise Summary
Session Defaults
Comments{0)

Attachmants (0}

Template List

Advanced Supplier Search
Preview Approval

Supplier Hierarchy
Supplier 380

Submit Approva

Go

First ‘& 10f1 ‘b Last

+] =
DDne- Asset

Sales'Use Tax

Inwoice Line VAT
Calculate

Firt ‘& 10f1 ‘b Last

Class Bud Ref

39. Process complete
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