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Correcting Voucher Build Errors 1.0
Supplemental Job Aid
[bookmark: _GoBack]
Date: 02/04/2015

Target Audience: Departmental AP Processor

Purpose: This Supplemental Job Aid provides instructions on how to correct Voucher Build Errors.

Viewing and Correcting Voucher Build Errors:
The Departmental AP Processor will use the Voucher Build Errors page to view existing errors. From there, the Processor will navigate to the Correct Errors page where voucher information can be updated and saved to resolve existing voucher build errors.




Step 1: Navigate to the Voucher Build Error Detail page:
· Navigation: Main Menu  Accounts Payable  Vouchers  Maintain  Voucher Build Error Detail


Step 2: Search for vouchers with Build Errors using Business Unit and click Search.

Step 3: Review the listed errors and click the Correct Errors link. 

Step 4: Update the fields corresponding to the errors identified in the previous step to the correct values.



Step 5: Change the “Build Status” to “To Build” using the dropdown list.



Step 6: Click the Line Details button and then click the Save button.

The voucher is saved with updated information and is ready to be built during batch.
FI$Cal.226 – Correcting Voucher Build Errors 1.0
Updated: 2/4/2015		Page 1 of 4	       

image1.png
Top Menu Featl

The menu s no
to get started.

Recently Use(
under the Fave
at the top left

Breadcrumbs
navigation patt

access to the

Menu Search,
Main Menu, ng
ahead which i
much faster.

Inventory Policy Planning
‘Supply Planning

Grants.

Program Management
Project Costing

Proposal Management
Maintenance Management
Resource Management
Real Estate Management
Stafing

Travel and Expenses
Travel Administration
Billing

Accounts Receivable

eSettiements
Asset Management

o~

Control Groups £ AddUpdate

IT Asset Management

Banking
Cash Management
Deal Management
Risk Management
Financial Gateway
Excise and Sales TauVATIND
Commitment Contral

General Ledger

Review Accounts Payable Info 3
Reports »

—:I—

DM m

DD D m m

‘Voucher Build Error Detail
Consigned tiem Errors
Document Tolerance Exceptions.
‘Voucher Maintenance Search
Voucher Maintenance
‘Voucher Mass Maintenance
Selective Payment Update
‘Selective Withholding Update

2 Help




image2.png
Top Menu Featl

The menu s no
to get started.

Recently Use(
under the Fave
at the top left

Breadcrumbs
navigation patt

access to the

Menu Search,
Main Menu, ng
ahead which i
much faster.

Inventory Policy Planning
‘Supply Planning

Grants.

Program Management
Project Costing

Proposal Management
Maintenance Management
Resource Management
Real Estate Management
Stafing

Travel and Expenses
Travel Administration
Billing

Accounts Receivable

eSettiements
Asset Management

o~

Control Groups £ AddUpdate

IT Asset Management

Banking
Cash Management
Deal Management
Risk Management
Financial Gateway
Excise and Sales TauVATIND
Commitment Contral

General Ledger

Review Accounts Payable Info 3
Reports »

—:I—

DM m

DD D m m

‘Voucher Build Error Detail
Consigned tiem Errors
Document Tolerance Exceptions.
‘Voucher Maintenance Search
Voucher Maintenance
‘Voucher Mass Maintenance
Selective Payment Update
‘Selective Withholding Update

2 Help




image3.png
Voucher Build Error Detail
Enter any information you have and click Search. Leave fields blank for a istof all values.

Find an Existing Value

| @ Search Ciiteria ]
O o I —

L R o I —

org: [ETor —
B I T U —

uying Agreement 0z bsgrswin v |
e T —

[ Seareh || Glear_Jsasicsearcn g save Searen Grtera

Search Results

View Al First g 1110111 g Last
Business Unit Voucher ID TSE Run ID Origin  Control Group ID Vendor D Buying Agreement ID Invoice Number Invoice Date Gross Invoice Amount Transaction Currency Voucher Source.
8880 00000047 18770 (blank) (blank) EMP9990g15 (blank) BUILDODT  07/012014 4132 usD XML

8880 00000046 18473 EXV  (blank) EMP1083770 (blank) ‘TEADD0004869 05/1512014 380 usD PayBill

880 00000045 18473 EXV (blank) EMP1083770 (blank) ‘TEADD0003869 05/1512014 380 usD PayBill

8880 00000044 18473 EXV  (blank) 00000 (blank) ‘TEADD0002869 05/1512014 380 usD PayBill

880 00000043 18473 EXV (blank) 00000 (blank) ‘TEA0D0001869 05/1512014 380 usD PayBill

8880 00000042 18473 EXV (blank) 00000 (blank) AAH000001869 05/1512014 380 usD PayBill

880 00000035 18770 ONL (blank) 0000000015 (blank) CHKO5 0710112014 5678 usD XML

8880 00000034 18770 ONL (blank) 0000000015 (blank) CHKo4 0710112014 4567 usD XML

880 00000033 18770 ONL (blank) 0000000015 (blank) CHK03 0710112014 3456 usD XML

8860 00000032 18770 ONL  (blank) 0000000015 (blank) CHK02 07/012014 2345 usD XML

New Window | Help =




image4.png
Voucher Build Error Detail
Enter any information you have and click Search. Leave fields blank for a istof all values.

Find an Existing Value

| @ Search Ciiteria ]
O o I —

L R o I —

org: [ETor —
B I T U —

uying Agreement 0z bsgrswin v |
e T —

[ Seareh || Glear_Jsasicsearcn g save Searen Grtera

Search Results

View Al First g 1110111 g Last
Business Unit Voucher ID TSE Run ID Origin  Control Group ID Vendor D Buying Agreement ID Invoice Number Invoice Date Gross Invoice Amount Transaction Currency Voucher Source.
8880 00000047 18770 (blank) (blank) EMP9990g15 (blank) BUILDODT  07/012014 4132 usD XML

8880 00000046 18473 EXV  (blank) EMP1083770 (blank) ‘TEADD0004869 05/1512014 380 usD PayBill

880 00000045 18473 EXV (blank) EMP1083770 (blank) ‘TEADD0003869 05/1512014 380 usD PayBill

8880 00000044 18473 EXV  (blank) 00000 (blank) ‘TEADD0002869 05/1512014 380 usD PayBill

880 00000043 18473 EXV (blank) 00000 (blank) ‘TEA0D0001869 05/1512014 380 usD PayBill

8880 00000042 18473 EXV (blank) 00000 (blank) AAH000001869 05/1512014 380 usD PayBill

880 00000035 18770 ONL (blank) 0000000015 (blank) CHKO5 0710112014 5678 usD XML

8880 00000034 18770 ONL (blank) 0000000015 (blank) CHKo4 0710112014 4567 usD XML

880 00000033 18770 ONL (blank) 0000000015 (blank) CHK03 0710112014 3456 usD XML

8860 00000032 18770 ONL  (blank) 0000000015 (blank) CHK02 07/012014 2345 usD XML

New Window | Help =




image5.png
Voucher Build Error Detail

Business Unit: 8860 Voucher ID: 00000047 CorrectErrors
Header Errors Personalize | Find | View All | &1 First Bl 13 013 B Last
Field Name. Message
Address Sequence Number ‘TSE Prompttable edit value notfound in prompttable.
‘Vendor ID TSE Prompttable edit value notfound in prompttable.
'Vendor Location ‘TSE Prompttable edit value notfound in prompttable.
Invoice Line Errors. Personalize | Find | View All | &1 | First B 1 o1 B ast
Line  Field Name Message

[& Retum o Search ||+ Previousin List |48 Nextin List | [ Notty |

New Window | Help | Personalize Page




image6.png
Voucher Build Error Detail

Business Unit: 8860 Voucher ID: 00000047 CorrectErrors
Header Errors Personalize | Find | View All | &1 First Bl 13 013 B Last
Field Name. Message
Address Sequence Number ‘TSE Prompttable edit value notfound in prompttable.
‘Vendor ID TSE Prompttable edit value notfound in prompttable.
'Vendor Location ‘TSE Prompttable edit value notfound in prompttable.
Invoice Line Errors. Personalize | Find | View All | &1 | First B 1 o1 B ast
Line  Field Name Message

[& Retum o Search ||+ Previousin List |48 Nextin List | [ Notty |

New Window | Help | Personalize Page




image7.png
Quick Invoice

“Invoice Number: Bumooor ] [ cawae ]
Busiess Unt: 680
o . “Invoice Date: ootz w 1.
Voucher style:  Prepaid Accounting Date: priaote 18 [ cdiCombmatons ]
“Buid Status: Prepaid Ret: | — P
Vendor: [EMP9399815|@  Invoice Address: [ a Atachments 0)
Locat: MAN o RemitngAdur L e
4132 Control Group: [ a e Serauts
000 Terms: ¥ Override Session Default
T curency: o FevEe
0.00 ¥ Tax Exempt
41, 32{ Fetch Voucher Lines.
- oo FromVoucher Line: [— [ trepems ]
ToVoucher Line: | —
| > Copy From Source Document |
| P Voucher Build Association |
[@save [ Retumio search | [T Noty ][4 Refresh | (B A3 || Upcatemispiay |

New Window | Help | Personalize Page




image8.png
Quick Invoice

“Invoice Number: Bumooor ] [ cawae ]
Busiess Unt: 680
o . “Invoice Date: ootz w 1.
Voucher style:  Prepaid Accounting Date: priaote 18 [ cdiCombmatons ]
“Buid Status: Prepaid Ret: | — P
Vendor: [EMP9399815|@  Invoice Address: [ a Atachments 0)
Locat: MAN o RemitngAdur L e
4132 Control Group: [ a e Serauts
000 Terms: ¥ Override Session Default
T curency: o FevEe
0.00 ¥ Tax Exempt
41, 32{ Fetch Voucher Lines.
- oo FromVoucher Line: [— [ trepems ]
ToVoucher Line: | —
| > Copy From Source Document |
| P Voucher Build Association |
[@save [ Retumio search | [T Noty ][4 Refresh | (B A3 || Upcatemispiay |

New Window | Help | Personalize Page




image9.png
Quick Invoice

BUILDOO1 [ cawae ]
Business Unit: 8860
ominois g [ emtmoe ]
Voucher: 00000047
oiR0is g [ EdtCombinatons ]
Voucher style: Prepad
Buld Status: ToBu 5 [ -
Erior
To Build
o Delete TISHAL KOTICK
Vendor: QUOOO0O0T7 Q. invoice Address: [ 1& po poxeszers
tion: [ — Remitting Addr: [ o wheream!
Location: Q Cook Attachments (0)
L GER 94279 Comments()
Payments
Line Amount: 4132 Control Group: L A ‘Session Defaults
: : I Quermide Session Default
Wisc Amt 000 Q Review Erfors
Freight: 000 currency: o
Sales Tax: 000 ¥ Tax Exempt
Totat 4132 | Fetch Voucher Lines
From Voucher Line: N— [ tnepemis ]
Difference: 000
ToVoucher Line: N—

| > Copy From Source Document

| P Voucher Build Association

[@save (& Retmiosearch |

New Window | Help | Personalize Page




image10.png
Quick Invoice

BUILDOO1 [ cawae ]
Business Unit: 8860
ominois g [ emtmoe ]
Voucher: 00000047
oiR0is g [ EdtCombinatons ]
Voucher style: Prepad
Buld Status: ToBu 5 [ -
Erior
To Build
o Delete TISHAL KOTICK
Vendor: QUOOO0O0T7 Q. invoice Address: [ 1& po poxeszers
tion: [ — Remitting Addr: [ o wheream!
Location: Q Cook Attachments (0)
L GER 94279 Comments()
Payments
Line Amount: 4132 Control Group: L A ‘Session Defaults
: : I Quermide Session Default
Wisc Amt 000 Q Review Erfors
Freight: 000 currency: o
Sales Tax: 000 ¥ Tax Exempt
Totat 4132 | Fetch Voucher Lines
From Voucher Line: N— [ tnepemis ]
Difference: 000
ToVoucher Line: N—

| > Copy From Source Document

| P Voucher Build Association

[@save (& Retmiosearch |

New Window | Help | Personalize Page




image11.png
Quick Invoice

invetee Number: BULDON [ came ]
BusinessUnit. 5860
ice Date: oroizoid | T —
Voucher: o000er “invoice Date: s
joucher style: Prepai ino pate: prmaot: ] [ EdtCombinaons ]
v ) . Accounting Date: LT
*Build Status: Prepaid Ref: L “auonmy
E— . TISHAL KOTICK
Vendor: 0000000077 1@ invoice Address: & popoxasers
Locaton: T E—
N Cook.
FL GER o479 ey
- : —— camens
Line Amount: 4132 ControlGroup: Q o s
Misc Amt: 000 Terms: o a Override Session Default
Frewi: o cumner: [o— R
Sales Tax: 0.00 ¥ Tax Exempt
Total: 41 34 Fetch Voucher Lines.
. From Voucher Line: —  — T —
Difference: 0.00 om
ToVoucher Line: | —

| > Copy From Source Document

| P Voucher Build Association

Invoice Lines Personalize | Find |2 | First B 1 0r1 B Last
Line Information || PO/Receiver Information
Voucher Unit Merchandise stribut
tne ™ Dsuueny e Cuantily o [uow [UnE  |Merchan Distribution
= 1] v | | [ oo EAle [iza0g [ 4137 [lesio701 | Distoutol
[@save (& Reumtosearen |[EINotiy || Refresn | (B9 ). Upaatemispiay |

New Window | Help | Personaize Page =




image12.png
Quick Invoice

invetee Number: BULDON [ came ]
BusinessUnit. 5860
ice Date: oroizoid | T —
Voucher: o000er “invoice Date: s
joucher style: Prepai ino pate: prmaot: ] [ EdtCombinaons ]
v ) . Accounting Date: LT
*Build Status: Prepaid Ref: L “auonmy
E— . TISHAL KOTICK
Vendor: 0000000077 1@ invoice Address: & popoxasers
Locaton: T E—
N Cook.
FL GER o479 ey
- : —— camens
Line Amount: 4132 ControlGroup: Q o s
Misc Amt: 000 Terms: o a Override Session Default
Frewi: o cumner: [o— R
Sales Tax: 0.00 ¥ Tax Exempt
Total: 41 34 Fetch Voucher Lines.
. From Voucher Line: —  — T —
Difference: 0.00 om
ToVoucher Line: | —

| > Copy From Source Document

| P Voucher Build Association

Invoice Lines Personalize | Find |2 | First B 1 0r1 B Last
Line Information || PO/Receiver Information
Voucher Unit Merchandise stribut
tne ™ Dsuueny e Cuantily o [uow [UnE  |Merchan Distribution
= 1] v | | [ oo EAle [iza0g [ 4137 [lesio701 | Distoutol
[@save (& Reumtosearen |[EINotiy || Refresn | (B9 ). Upaatemispiay |

New Window | Help | Personaize Page =




image13.png
I1$Cal

cial Information System for California




