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CORE Oklahoma

OVERVIEW

On a daily basis authorized state employees can make authorized purchases using state approved credit
cards. The credit cards are issued by Bank One and the transaction detail resulting from charges made
by employees are sent to Bank One from the participating merchants. Bank One furnishes a web site that
is accessible by authorized employees and that can be used to review and edit the transactions made by
each employee. After transaction have been reviewed and edited, they are downloaded on a designated
date to the State's mainframe computer and then loaded into the CORE system Voucher Build staging
tables. Each agency is responsible for creating vouchers for it's agency from the data in the staging tables
using the PCard Voucher Build Process. This guide contains instructions for creating the vouchers using
the Voucher Build process after they have been loaded into the staging tables. This guide does not
contain instructions for reviewing and editing transactions through the Bank One website; nor does it
include instructions for loading the transactions into the Voucher Build staging tables.
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Voucher Batch Request

Step 1
Navigate to Accounts Payable>Batch Processes>Vouchers>Batch Voucher Request and create a new Run

Control ID. Xou can use any name that has meaning to you. Once the new Run Control ID is created, you may re-use
it from month ¥ month.

a Batch ¥Youcher Request - Microsoft Internet Explorer e

File Edit View Favorites Tool Help

GBack ~ = - G at | P sexech  (GelFavorites  hMedia (4 | B S = a

Address I@ http:{ iwebdesy, oklaosf state. ok,

PeopleSoft.

&: 7201 {psp/fana/EMPLOYEE/ERP/C/ENTER _VOUCHER _INFORMATION. YCHR _BATCH_REQUEST, GEL

Hotne WD A Sign out

D Sourcing =] MewWindow | Heln
[> Engineering

[» Manufacturing Definitions

[» Production Caontral YoucherBatch Request

[> Configuration Modeler

I Product Configurations { Eind an Existing Value‘( Add a New Value |
[ Guality

[ Grants :

b Projos Run Control ID: [P CARD_vCHR_BLD)

[> Engagement Planning
[> Resource Management
[» Travel and Expenses
[+ Billing
[» Accounts Receivahle
=7 Accounts Payable
[ %ouchers
[+ Cantral Groups
[ Payments
~7 Batch Processes
~7%auchers
= Ba ' Reques
Document Talerance
Check
Budaget Checl;
Youcher Pasting
Reguest
Youcher Entry Event -
Reguest
Match Reguest
Create Selt-Billed
Inyoices
[* Payment
[ Intetfaces
Walidate Posting Setup
[ Review
[> Administration
[* Reports
Accounts Payable Home

= -l

iaStartl J m a @ |J @Ernie Stewar...l @Time Sheet ... I @PCard User's...I NOCP_0302_.., ”@Batch Youc... |<E£®N£ 4129 P

Add

Finid an Existing Walue | Add a Mew value
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CORE Oklahoma

Step 2
After clicking the Add button, the following page displays. The Voucher Process Option and the Voucher Batch
Interface Option will be disabled. Set the Voucher Edit Source to ‘All' sgthat both new and recycled vouchers will be
processed.

J Batch Voucher Request - Microsoft Internet Explorer _ =] x|
| He Edr vew Favorts Tods  Hep El
daBack = = - ) [5] 2} DhSearch [GFaworites ﬂm/@%-gglgn

-ﬁddr\ﬂ-s].ﬂhn:p Siviebdey oHacsf state.okius 7 201 fospisqa EMPLOYERIERP | CJENTER,_WOLk2dER_[NFORMATICH, YIHR_BATOH_RECUEST GEL J o J_Lr-ks e

PeopleSoft.

=

Aokl o Favortes

Shon oud

Mew Window | Help &

[ Voucher Batch Req Y Fracess Messagay/| Rerype Vouchers | Pre-EditEmors |

Fun ContralI:  PEARD VEHE 8 Renart Managsr Fun

‘ "U'l:I.HZIIEF it Sou

5 Hmum I [.%/{/ 5
| "l.l'mu:ner ProCess | Process Businass Uni =l Opdionzl Farameters

1 [Procurement Card = 2 =

| I{_!Ernl_@nm_l_@n:_l _'-IDC"@T £pe... I!Tﬂ

4:55 P
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Step 3

daBack - = ﬂm-ﬁtﬁmﬁ@sm:ﬁmﬁlﬁéﬁ_}% /

ez | &) it fiveebode obavst state.g

Aokl o Favortes

Bleweiindee | He

| *Reguest ID; [EHS_001 [P Card /
| "Voucher Process Option: [Frocess Businass Uni | Opfional Farameten |
| "oucher EitSource: I -

Custarmize | Find | i

1 [Procurement Card = 2 =

y gl

& [T o e
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Step 4

not need to be changed.

Click OK.

3 Batch Youcher Request - Microsoft Internet Explorer

File  Edit  Vig

-
x

w  Favorites  Tools  Help

:
(o Back - -)I - @ ot | @Search (G| Farvorites @Media )g| %' = = a

Address I@ htﬁp:,l',l'webdev.oklaosf.state.ok.us:?lﬁl,l'psp,l'fscpw'EMPLO 7

PeopleSoft.

Er

JERPc/ENTER._YOUCHER _INFORMATION, YCHR_BATCH_REQUEST. GBL

Home Add to Favorites

Mew Windaw | B

Process pcheduler Request

User D, ESTEWSART Run Control ID: EHS_001

Server Narme: |F'5UN>< Bl runDate- |U1I2BIEDDS El
Recurgence: I 'I Run Time: IT:04:21PM Resetto Current DatefTime

Selec] Description Process Hame Process Type Type *Format

¥ | woucherBuild AP YCHRBLD aApplication Engine  [web = [na =]

Ol | Cancel | Refrash |
[&] Done [ 4 mnternet
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Step 5

‘3 Babch Youcher Request - Microsoft Internet Explorer =] =]
| Fe Edk Wew Favorkes Toos Hel -
doBak » = - (D) 3] A} Search [GiFevorites @FMeda OB [y S O =] AL

Address ]ﬂhm;ﬁwebﬁ.ahamf.sme ks P02 fospfsde JEMPLCYEEERPICENTER _WOUCHER _INFORMATION, WIHR_BATCH_REQUEST. ZELFFofder=MYFRWIRITES j e JI_Lr-ks L

al=NE
My Fswaritas

= Batch Vauchear Baguest

fin 1 Priafiren

PCard Losd
Pricess Monilor

Woucher

Edit Favaritas

_ PeopleSoft.

£

Voot ki

MuRChsrng Conscls

;"\I‘umnurﬂuehm Y Frocess Meceages | Recvoled Vouchers | Pre-Edit Errors

Run Contral ID: - 007

I Podtal Ohjects

I* Employes Sal-Senice
[* Manager SetSerice
I* Demand Planning

[* Entergrise Planning

[* Praducticn Planning
I Custormers

I» Praducts

I* Pramotions

[ Custormer Conlracts

I» Order Management

I Qrder Pricing

I» Sustormer Returns

I lerms

I» Cost Accounting

[* Yendors

I* Purchasing

I Irmvantory

I+ eProcurerment

I Sourcing

[* Engingaring

I* Manufacturing Cefinifions
I Produckion Corrl

I» Canfiguration Kadalar
[* Product Configurations
b cuality

I Granls

I* Prajacts

I* Engagament Planning
[» Resource Wanagement
[» Traval and Expanzes

Regort Manager Emagaa.m.ufm.: _Fun_|

Procass Instanca: 13689

“Wicher Process Option:
Woncher Edit Source:

Select Values

I_II]H.'J LY

Interfaces

POARL el Cedd L] IIETTALES

[EHz_omt [Fland
| Pracass Business Unil ﬂ
Al i

EUSINESS  youches D Control GroupID Condract 1

Oplional Farameters

1 [F‘mcurement Card

=|4]

| Process Instance: 13589
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CORE Oklahoma

Step 6
After clicking Process Monitor you should see the following page:

Click the Refresh button every 10 seconds or so until
the Run Status changes to Success and the
Distribution Status changes to Posted.

After the Run Status changes to Success,
click on the Go Back to Voucher Batch Request hyperlink.

] Batch Youcher Request - Microsoft Internet Explorer

File Edit Yiew Favorites Tools

/ _
(P Back v = - @ at | @#arch (3] Favorites @Media 8 | %- S = ;1 / l /

Address I@ http: { hwebdery, oklaosf . state

PeopleSoft.

Muttichanrel C

=3

Mews Window | Customize Page | E‘,

| Process List " Sewer List [

User ID: IESTEWART Q[ Type: I 'I Last: I 10 IMinutes Vl
Server: I j Name: I Q Instance:l to |

Run | Distribution | v| [” Save On Refresh

Status

Process List

Custorize | Eind [View &1l | 8 First (€1 cr 1 [ Last

Select Instance Seq. Process Type Process User Run Date/Time Run Status L) Details
Name atus

- 14006 Application Engine AP_VCHRBLD ESTEWART 011 8/2005 10:36:51AM C5T GQueued TfA Details

Go hack to Youcher Batch Regquest

& save] ([EldNatify

Process List| Server List
|g‘| Process Instance: 14006 |_|_|_|Q Internet
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Step 7

After clicking the Go Back to Voucher Batch Request hyperlink, it will access the page you started from when you
initially ran the Voucher Build process (also known as the Voucher Batch Process). The Proecess Messages tab
contains limited information and should be ignored. Click on the Pre-Edit Errors tab

/3 Babch Youcher Request - Microsoft Internet Bxplorer N i ¥ 5 ==l x|
| File Edk  ew Favorkes  Took  Help -
Back - = - GZ) [ A RSeach [GFavonites ﬂmﬁl&é-ég;};}/

Address ].ﬂ Bt ffvebday oHacst state.okuus: P02 fospyTsdew JEMPLOYEE/ERFCENTER _WOU

PeopleSoft.
= »

BATCH_REQUEST, GEL Fokdar=MYFAYIRITES

B | G et

Vool kitst

MuliChanngl Conscia

Shon oud

Mew Window | Help &

[ Voucher Batch Req Y Process Mecssagas || Reryeled Vouchers | Pre-Edit=mors |

Fun Conrol ;- 001 Beporthanagsr  Process Monitor Fun

T S —
| *Retuest ID: [EHz_001 [P Card ;
g'vmwherﬁuumonﬂmt [Frocess Businass Uni | Opfionzl Farameters |
| "Voucher Eiit Source: I -

Select Values : : : : Custamize | Fing | W Flest [ 4004 [B] Last

Unit

1 forow & [+ =]

Interfaces Cystarnize | Find | Tl Firsl L1
Moucher Batch interfaces

1 [Procurement Card = 2 =

¥ ol

[&] Process Instance: 13704 [T |4 rwemex
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Step 8
After clicking on the Pre-Edit Errors tab, the following page will display. It is used to view whether or not there are
pre-edit errors that prohibited the voucher(s) from being created. The fields to the right of the Examine Error
Messages and Go to Review Pre-Edit Errors hyperlinks will be populated when there are pre-edit errors. There can be
pre-edit errors for the agency’s PCard, the statewide contract PCard, or both. A line will display for each PCard with
pre-edit errors. In our example, there is one voucher that did not build because of pre-edit errors. If there are no pre-
edit errors, nothing will display below the Request Status box.

An example of a pre-edit error is a transaction with an invalid Vendor ID, Noucher defaulting cannot be processed

] Batch Youcher Request - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

(P Back v = - @ at | @Searchl @Favo%es @Media 8 | %- S = ;1/

Address |é_"| hitp: {fwebdev, oklansf state. ok, ug: 7021 {pspffsdey|EMPLOYEE /ERP/C/ENTER _WOUCHER _INFZRMATION, WCHR_BATCH_REQUEST, GBL?Folder=MYFAVORITES

PeopleSoft.

(=03

Mew Window | Help

/ Woucher Batch Reg | Process Messygel | Recycled Youchers | Pre-Egit Errors

User ID: ESTEWART

Refresh Log

Request ID: EHS_001 escription: F Card

Process Instance:

13704

. " . . Control Buyinig .
Business Unit Voucher ID  Origin Groun ID Vendor ID Auresment ID Invoice Number
1 Examine Error Messages  Goto Review Pre-edit Errors 01000 oooooo4r FCD oonooooooo 010_20030630_001
ESave QReturnto Search) ElNcltif‘y ) '&Refresh)
Woucher Batch Req | Process Messanes | Becycled Youchers | Pre-Edit Errors
A | 2l
|@ Process Instance: 13704 |_|_|_|Q Internet
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Step 9
Clicking the Examine Error Messages link accesses the following page. There are five tabs available. Clicking
on each tab will display the Pre-Edit errors for that tab and will offer a Correct Errors hyperlink to give you an
opportunity to correct the errors. In this example, the errors are an invalid Vendor ID and Vendor Location on the
Header Errors tab.

Click on the Cprrect Errors hyperlink.

3 Batch Youcher Request - Microsoft Internet Explorer

File Edit Wiew Favorites Toaols Help

/ _
s Back - = - @ ot | @Search (G| Favorites @Media 8 | %v = = a / / /

fddress I@ http:/ fwebdew, oklaosf state, ok, us: 7021 /psp Fsdey/EMPLOYEE (ERP/c/EMTER _WOUCHER _INFORMATION, WCHR _BAPCH_REQUEST. GBL?Folder=fYFAVORITES

PeopleSoft.

Home Acd to Favarites | _Sign out

Mew Window | Help

= My Favorites
3 C st

—Eggr:de ll:JDSaeE:Preferences [ Header Errors " Line Errors | Distribution Line Errors | Schfduled Payment Detail / Misc Charge Frrors
Process Manitar
Youcher
Youcher Dielete
Edit Favarites

[ Portal Objects Vendor: 0000000000 TEST

[* Employee Self-Service

[ Manager Sel-Service

[ Demand Planning

[* Enterptize Planning

[» Praduction Planning

[ Customers

[» Products

[» Promotions Field Name Message

P Customer Contracts VEMNDOR_ID TSE Prompt thhle edit value notfouyn prompt takle. =]

Unit: 01000 Youcher: ooooooay

Invoice Date: 0302003 Invoice: 010_2000

Voucher Errors

Edit Type: Prompt Table Edit

[> Order Management =
[» Order Pricing

[> Custorner Returns L. WERDOR LOC TSE Prompt table edit, value notfouhd in prampt table. =]
[> ltemns - =]
[ CostAccounting
[> vendors

[ Purchasing

[ Inventary

[> eProcurement
[* Sourcing B save ) Return ta Search) [ Natify )
[* Engineering
[* Manufacturing Definitions Header Errors | Line Errore | Digtribution Line Errors | Scheduled Payment Detail | Mise Charge Errors
[> Production Cantrol

[ Configuration Madeler
[> Product Configurations
[» Guality

[> Grants

[> Projects

[ Engagemant Planning
[» Resource Management
[ Travel and Expenses ;l

&l [ [ [ nternet
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Step 10
Clicking the Correct Errors hyperlink accesses the following page. The error messages indicated that the Vendor
ID and Vendor Location were invalid; however, an invalid Vendor ID will automatically generate an invalid Vendor
Location error also. Correcting the Vendor ID will probably correct the Vendor Location. For purposes of this example,
change the Vendor ID to 0000001101 and click Save.

In this example the Build Status is To Build.

The next time you run the voucher build process
with the *All’ option ir/the Voucher Edit Source,
this voucher shoulg’be successfully created.

You can opt to gelete the voucher from the
staging tablesby clicking on the Update Bld Stat

However, you will then have to enter the voucher
manually/ Consider carefully before choosing the

.
x

] Batch Youcher Request - Microsoft Internet Explorer

File Edit View Favorites Tools Elp
GBack ~ = - G at | @S%rch G Favorites  fiMedia (%4 | %- S = a /
Address |@ http: {jwebdev. oklansf statd. ok, us: 7021 fpsp Fsdev/EMPLOYEE/ERPI/ENTER _YOUCHER _INFORMATION, YCHR_pATCH_REQUEST, GBLPFolder=MYFAYORITES

PeopleSoft.
(=03

/ Header '\ Payment

Update Bld Stat Header Errors

Unit: 01000 Voucher: /00000047 Group: Originc  PCD Bld Status: To Build

/ /

Line Errars

“fendor:  [0000000f00 (QJTEST-002 Build Code: |

Location: ;umj adaress: [ pounit:  [01000 PO [:332733734
Date: M B Agct. Date;I— (] Recv BU: I— Recv ID: I—
Imvoice:  [010_20030630_001 carrier: [

Terms: l— B PKSlpNo: |

Freight | = misc: [ & Bill of Lading: |

Sales Tax:l— = VAT: I— i I

Currency: l— Rate Type: l_ = I—

hI0ss: SUT Exempt [~ Contract: |

¥ Youcher Line

Line Flag: ttery(ID Description Quantity UOMUnitPrice  Extended Amt: |+ |
1 fAmt = | [ ] [ 19.000 pore

¥ Distributions

[ Chartfields Y jfnre Chartfields | AssetsData | WAT
Quantity ginount — GLUnt  Account U FundType 25 Dept  BudRef CFDAZ Program Project Over Uni
1| /| 9.000 [01000 | | Q| Q19 Q| Qljps Q] Q| Q| [ <
ﬁSave /QReturn to Search) ElNotify ) |_|
al | .
istor | 1 & © | @t B Bp.. | .. | @ [Foe BT | E | $o | £ | [E SN 705w
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Step 11

After correcting the pre-edit errors and saving your changes, you will need to return to the Voucher Build page. (There
currently is no link back to that page from your current location (see tip below). To return to the Voucher Build page, go
to the menu and navigate back to the Voucher Batch page (i.e. Accounts Payable>Batch
Processes>Vouchers>Voucher Batch Request. You may wish to add this to My Favorites.) After navigating back to the
Voucher Build page you should see the following page. Click on the Recycled Vouchers tab.

/3 Batch Youcher Request - Microsoft Internet Explorer

-
x

File Edit Wiew Favorites Toaols Help

aBack ~ = - @ ot | @Search (G| Farvorites @Media 8 | %' = = a

Address I@ http: | fwebdev, oklansf . state.ok,us: 7021 /psp/fsdew/EMPLOYEE JERP c/ENTER _MCUCHER _IMFORMATION, WCHR_BATCH_REQUEST. GEL

PeopleSoft.

=

Home | Worklist |  MultiChannel Console | Add to Favorites | Sign out

Mew Window | Help =]

/ Voucher Batch Req ' Process Messages | Recycled Youchers | Pre-Edit Errors

Run Control ID: 001 Report Manager  Process Monitar Run
*Request ID: [EHS_001 [P card
“foucher Process Option: | Process Business Unit ﬂ Optional Parameters
“Woucher Edit Source: All o

Select Values

DMSIESS  VoucherID  Control Group D Contract D SeiD  Origin  Vendor ID
1|u1nuu = F =]

Customnize | Find | B

Youcher Batch Interfaces

1 |F'rocurement Card =l = =]
1

=
1 | »

&) [ 4 mnternet

TIP: Before clicking the Examine Error Messages and Go to Review Pre-Edit Errors links noted page 10, open a new

window. Then the voucher screen can be closed after the corrections are made. You may need to click the refresh button
to retrieve the revised data.
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Upon clicking on the Recycled Vouchers tab, the following page displays. It is used to view whether or not a built
voucher has recycle voucher exceptions. If the fields to the right of the Examine Error Messages and Correct
Errors hyperlinks are populated, then a voucher has been created with errors that need correcting. Recycle voucher
exceptions can occur for the agency’s PCard, the statewide contract PCard, or both. In our example, voucher
#00000048 has recycle voucher exceptions. If there are no recycle voucher exceptions, nothing will display below the

Request Status box.

An example of a recycle error is a transaction with an invalid chartfield. An invalid chartfield does not preclude the
voucher from being built, but is must be corrected before the voucher can have a postable status. To examine the
recycle error messages, click on the Examine Error Messages. To review and correct the recycle errors, click on the
Correct Errors hyperlink. For our example, click on the Examine Error Messages hyperlink.

] Batch Youcher Request - Microsoft Internet Explorer

File Edit View Favdites Tools Help

(P Back v = - @ @ at | @Search (3] Favorites @Media 8 | %- =) ggg

Address I@ http:,l',l'webdev.&klaosf.state.ok.us:?021,l'psp,I'Fsdev,l'EMPLOYEE,I'ERP,I’C,I'ENTER_VOU ER _INFORMATION, WCHR,_BATCH_REQUEST.GBL

PeopleSoft,

(=03

Home

Mew Window | Help

[ Woucher Batch Req ) Prockss Messages | Recycled Vouéhers | Pre-EditErors |

User ID: ESTEWART Run Control ID: oo
RequestiD:  EHS_001 Description; Selnsiey
Process Instance: 13704

Customize | Find | Wiew All

orrect Errors  Unit Voucher Origin  Group Vendor Buy Agree ID Invoice Invoice Date  Gross An

Ezamine Error Messang -
1 Examine Error Messages  Caorrect Errors 01000 00000046 PCD oooooot101 010_20030630_001 06/30d2003

&l save 2 Return to Search) +E Nextin List) :"—Z

Woucher Batch Req | Process Messanes | Recycled Youchers | Pre-Edit Errors

A | |
@ [ [ |4 meermet

TIP: If the voucher built and is not in recycle status, use the navigation Accounts Payable>Vouchers>Entry>Regular Entry.
Find the existing value by searching for the vendor ID #0000001101 or #0000001105 to review the voucher and enter the
PC pay group.
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Clicking on the Examine Error Messages hyperlink accesses the following page. There are five tabs available to
you. As with the Pre-Edit errors, clicking on the different tabs will reveal the recycle exceptions for that tab and provide
a Correct Errors hyperlink to allow you to review and correct the errors. Once all of the recycle exceptions are
corrected and saved, the voucher will no longer appear on the Recycled Vouchers tab of the Voucher Build page. The
Header Errors taR reveals that, while there are no header errors, there are voucher line and distribution line errors.
Click on the Line

3 Batch Youcher Request - Micsosoft Internet Explorer

File Edit Wiew Favorites /Tools  Help

o
=Back ~ = - @ ﬁ | @Search @{avorites @Media 8 | %' = = ;1

fddress I@ http:,I',I'WBbde\;/DklaosF.state.ok.us:?D21,|'p R/Fsdew/EMPLOYEE [ERPIC/EMTER _WOUCHER _INFORMATION, WCHR_BATCH_REQUEST. GBL?Folder=MYFAVORITES

PeopleSoft.

A to Fay s | Sign out

Home

=
Mew Window | Help

/ Header ErMirs ' Line Errors | Distribution Line Errors ) Sxheduled Payment Detail " Misc Charge Errors |

Unit: 01000 Youcher: nooooo4g
Imvoice Date: 0B/3002003 Invoice: 010_20030630_00
Vendor: 0oaooa1101 AUTHORITY ORDER-PCARD

Youcher Errors

Edit Type: Application Edit Error Count: 2 Carrect Errars

Field Narme Message

WOUCHER 1D Distribution Line edit errors exist. |
B H

WVOUCHER 1D Woucher Line edit errors exist. ﬂ

ﬁ Sawe QReturn to Search) ElNotify’ )

Header Errorg | Line Errors | Distribution Line Errors | Scheduled Payment Detail | Misc Charge Errars

[&] Done [ 4 mnternet
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Step 14

Atfter clicking on the Line Errors tab, the following page displays. It reveals that there are distribution line errors
(as we learned from the Header Errors tab). Click on the Distribution Line Errors tab.

'Euatch ¥oucher Request - Microsoft Internet Explorer Ny : _Iﬁ‘ EI
| Fie Edt  “ew Favorkes Tools  Hel -
doBak » = - (D) 3] A} iSearch [GiFavorites (EFMeda I.-é,-&g_:%

m]ﬂhm;ﬁwem.aﬁaoﬁf.sute ks 7021 fpepifade [EMPLOYEEERPC/ENTER _YOUCHER _INFORMATION, MCHR_BATCH_REQUEST GEL 7 Folder=MYFAYORITES j e JI_Lruks i

_ PeopleSoft.

= *

Voot ki

MuRChsrng Conscls

/" HeaderErars | Line Errors Y Distribution Line Errors )* Scheduled Payment Dedail | fist Charge Emors

Unit; 01000 voucher:  0oD0O00Z3
Iwoice Date: OB 003 e 04 0_20030630_0M
Wandor: oompog1101 BUTHORITY ORDER-PCARD
olcher Line Eifors
Liree: 1 Edit Type: Application Edil Error Count: 1 Copact Emors
Field Hame Massage
VOLCHER_ID Drislribulion Ling edil arrors eist =1
=l
=
[Eivme ; _ _ : HEEE) : _ [T & e
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Step 15

/Z} Batch Youcher Request - Microsoft Internet Explorer = 81x

File Edit Wiew Favorites Toaols Help |

aBack ~ = - @ ot | @Search (G| Farvorites @Media 8 | %' = = a /

fddress I@ http:/ fwebdew, oklaosf state, ok, us: 7021 /psp Fsdey/EMPLOYEE (ERP/c/ENTER _WOUCHER _INFORMATION, WCHR_BATCH_REQUEST. GBL?FoldersMYFAVORITES

PeopleSoft.

=

Home

Mew Window | Help

/ Header Errors | Line Errors Y Distribution Line Errors % Scheduled Payment Detail |} Misc Charoe Errors

Unit: 01000 Voucher: oooooo4s
Imvoice Date: 0B/30/2003 Invoice: 010_20030630_001
Vendor: oooooo1101 AUTHORITY ORDER-PCARD

Youcher Line Errors

1af 1 Last

Distribution Line Errors

Eind | View All First 1of2 A Last
Line: 1 Edit Type: Prompt Thi Error Count: 2 Caorrect Errors
Field Name Message
ACCOUNT ITSE Frompt table edit; value not faund in prompt table. il
CLASS_FLD ITSE Frompt table edit; value not faund in prompt table. il

ﬁ Sa\.ré QReturn to Search) ElNotify )

Header Errors | Line Errars | Distribution Line Errors | Scheduled Payrment Detail | Misc Charge Errors

[&] Dane [ 4 mnternet
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CORE Oklahoma

Step 16

Clicking on the View All hyperlink allows the user to view the voucher line distribution line errors. There are
invalid values in the Account and Class_Fld fields for both distribution lines of this voucher. Click on the Correct
Errors hyperlink.

/Z} Batch Youcher Request - Microsoft Internet Explorer =8l

File Edit Wiew Favorites Toaols Help / i

$=Back ~ = - @ ot | @Search [Ge] Favarites @Media 8 | %' = = ;1 /

fddress I@ http:/ fwebdew, oklaosf state, ok, us: 7021 /psp Fsdey/EMPLOYEE (ERP/c/EMTER _WOUCHER _INFORMATION, WCHR _BATCH_REQUEST. GBL?Folder=MYFAVORITES j 6}60 Links **
PeopleSoft. s s S

=
Mew Window | Help =]

/ Header Errors | Line Errors Y Distribution Line Errors % Scheduled Payment Detail |} Misc Charoe Errors

Unit: 01000 Voucher: oooooo4s
Imvoice Date: 0B/30/2003 Invoice: 010_20030630_001
Vendor: oooooo1101 AUTHORITY ORDER-PCARD
Youcher Line Errors First 10f 1 Last
Line: 1 Amount: 18.00
Distribution Line Errors Find | Miew 1 First last
Line: 1 Edit Type: Prompt Thi Error Count: 2 Correct Errors
ini 2a First 12 of 2 Last
Field Name Message
ACCOUNT ITSE Frompt table edit; value not faund in prompt table. il
CLASS_FLD ITSE Frompt table edit; value not faund in prompt table. il
Line: 2 Edit Type: Prampt Thi Error Count: 2 Caorrect Errors
Details ' Eitst L misne) D st
Field Name Message
ACCOUNT ITSE Prompt table edit; value not found in prompt table. él
CLASS_FLD ITSE Prompt table edit; value not found in prompt table. él
(S Ve O R M e e El
@ javascript:submitAction_wind{dacument. wind, '$1CField 1 0fhviewall$0'); ,_ l_ ,_ |ﬂ Internet
COR214 P Card Voucher Build Manual Page 20 of 23

Revised: May 7, 2008



CORE Oklahoma

Step 17
Clicking on the Correct Errors hyperlink accesses the voucher screen. Note that the voucher is in Recycle status.
Built vouchers in recycle status have an In Error,checkbox next to each voucher line and voucher distribution line and
are checked for voucher lines and distribution lings that have exceptions. In our example below, both distribution lines
associated with voucher line 1 have exceptions. The necessary corrections are as follows:

A. Add an Account to both distribution li

B. Change the chartfield on both distribution lines
3 Batch Youcher Request - Microsoft Internet Explorer

File  Edit Favorites  Tools, Help

&Back - = - &3 o | @gearch [Ge] Favarites @r‘%adia ®| Ehy- é = e \

Address I@ hkkp:ffwebdey oklaosf . state, Qf. us: 7021/ psp,Fsdew [EMPLOYEEJERP/C/ENTER _WONCHER _TMFORMATION.VCHR_BATCH_REQUEST GEL*Folder=MyFAVORITES

Wiew

PeopleSoft. T T

=13
ey Yindo

X

Style: Regular Entry Status: Recycle Cormments i) in B
Unit: 01000 Youcher ID: UDDDUU48 Grnup' I J Budget Status: \MNot Chik'd Post Status] Unposted

\

‘ PO Unit: [01000 PurchaseOrd;/ |22§2222222 Copy FO_| WOrkshez&OpyOptlun [None \ =l

Advanced Wandor Searfh ¥oice Ho: ID']D 20030630_001
vendor: Innuunm 101 pjce Date: IDEI3UIEDD3 J ccty Date:
: ?E.

Name: IAO P-001
Location: |nn1 Q
*Address: I 1 Q)

ALUTHORITY ORDER-FCARD
AGEMNCY PREFEREMNCE

[ Invoice Information '\ Payments " Youcher Athibutes '} Accounting Information |

opranizooa ]

Mon hierchandise Sdmmary

OKLAHOMA CITY, QK 99799

First (4] 1011 |

1  *Distin | A SpeedChart |_| Wiew POJReceiver
Description Quantity UOM UniyPrice Extended Amt

[ I_ Q| | 1900 | In Error

First 1-2 of 2

Y Stefistics Assets
| ity * i 4 Sub- Class¥
n Err Amount Quantity *GL Unit Budget Date Account Account Fund Tyhe Fundin Dept Bud Ref CFDA#®
1 | a.00 | [oto00 @ [oesaov2o0z B N Q| Q| U EITTIEY | Qljos Q]
: 7 | 10.00 | [oro00 &/ [oei3ozoos | B | Q| Q| Qljisan1 Q] Qo Q|

After making the changes, click Save. (Once the voucher is saved, the In Error boxes are no longer checked
even if all the necessary changes are not made). Enter the pay group PC on the payments tab of the voucher.

COR214 P Card Voucher Build Manual Page 21 of 23
Revised: May 7, 2008



CORE Oklahoma

Step 18

In this example, there was a voucher that did not build because of pre-edit errors and a voucher that built with recycled
vouchers exceptions. The pre-edit errors were corrected on page 10 and the voucher was corrected on page 19.

After correcting the recycled voucher, we returned to the Voucher Build page. (There currently is no link back to that
page from your current location (see tip on page 13). To return to the Voucher Build page go to your menu and
navigate back to the Voucher Batch page (i.e. Accounts Payable>Batch Processes>Vouchers>Voucher Batch
Request. You may wish to add this to My Favorites.) Navigating back to the Voucher Build page displays the following
page. Click on the Recycled Vouchers tab.

] Batch Youcher Request - Microsoft Internet Explorer

.
x

File Edit View Favorites Tools  Help

(P Back v = - @ at | @Search (3] Favorites @Media 8 | %- S = ;1

Address I@ http: ffwebdew. oklaosf . state. ok, us: 702 1 /psp ffsdey ERIPLOYEE JERPYC/EMTER _WOUCHER _INFORMATION. WCHR_BATCH_REGQUEST. GEL?Folder=MYFAVORITES

PeopleSoft.

(=03

Home Add to Favorites | Sign out

Mew Window | Help )

| Voucher Batch Req \__Process Messages | Recycled Vouchers ) Pre-Edit Errars |

Run Control ID: 001 Report Manager  Process Monitar R
*‘Request ID: |EH=_001 |P card
“Woucher Process Option: IProcess Business Unit j Optional Parameters
“Woucher Edit Source: All i

Customize | Find 3
ﬁﬁ;iﬁ VoucherID  Control Group ID Contract ID SetlD Origin ~ Vendor ID
1 |u1nuu Q) 1 [=]

e
Custamizs | Find | 5

Youcher Batch Interfaces

1 IF'rocurement Card j LI ;I
|

=
4 | »

@ [ [ e meermet
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CORE Oklahoma

Step 19
Clicking on the Recycled Vouchers tab accesses the following page. There are no longer any Recycled Vouchers
exceptions because the errors were corrected.

Step 20
We must now rerun the Voucher Build to build the Pre-Edit Error voucher. Click on the Voucher Batch Req tab and

begin with Step 4 on page 8.

F Batch Voucher Request - Microsoft Internet Explorer I - & =] x|
| He Edr vew Favorts Tods  Hep El
tock - = - @D [ A Dsearch [HFavorites Preda F - Dol L

Mdrm]ﬂhn:p:ﬁwebiav.ahansf.state ks 7021 fospf sdesw EMPLOYEEIERF) CENTER Y

_ PeopleSoft.

=

Hew Window | Help

{ woucher Batch Req | Process Messages | Recycled Viouchers | Fre-EditEmars |

User i ESTEWART Run Control ID; oo
Reguest ID: EHS_0m Descriglion: 2 Card

Process Instamce: 13706

& savel LiRetunto Search | | 43 MextinList | (= EfInmire | 5 Redresh |

Woucher Balch Req | Process Messades | Recyclad Vauchars | Fre-Edit Errors

a | [x]
[E)oone [T [ e
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