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O V E R V I E W  
 

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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V o u c h e r  B a t c h  R e q u e s t  
 

Step 1 
Navigate to Accounts Payable>Batch Processes>Vouchers>Batch Voucher Request and create a new Run 
Control ID.  You can use any name that has meaning to you.  Once the new Run Control ID is created, you may re-use 
it from month to month. 
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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’ so that both new and recycled vouchers will be 
processed. 
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Step 3 
Enter your 5 digit Business Unit, a Request ID, and Description and click Run. The request ID and description are for 
informational purposes only. You may enter anything that is meaningful to you. The business unit will be used to 
retrieve the data from the voucher build staging tables and create the vouchers for your agency.  The Optional 
Parameters hyperlink will not be used. 
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Step 4 
After you click Run, the following page displays. The Server Name should be PSUNX. The other fields on the page do 
not need to be changed. 

 
Click OK. 
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Step 5 
Upon clicking OK, you will return to the Voucher Batch Req tab. Click on the Process Monitor hyperlink. 
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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. 
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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 Process Messages tab 
contains limited information and should be ignored. Click on the Pre-Edit Errors tab. 
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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. Voucher defaulting cannot be processed 
correctly because Vendor ID is part of the Payables Control and Defaulting Hierarchy. To examine the Pre-Edit error 
messages, click on the Examine Error Messages.  To review and correct the Pre-Edit errors, click on the Go to Review 
Pre-Edit Errors hyperlink.  For our example, click on the Examine Error Messages link. 
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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 Correct Errors hyperlink. 
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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 in the Voucher Edit Source, 
this voucher should be successfully created. 
 
You can opt to delete the voucher from the 
staging tables by clicking on the Update Bld Stat 
hyperlink and selecting the Delete option. 
However, you will then have to enter the voucher 
manually. Consider carefully before choosing the 
Delete option. 
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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. 

 

 
 
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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Step 12 
 

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. 

 

 
 
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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Step 13 
 

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 tab reveals that, while there are no header errors, there are voucher line and distribution line errors. 
Click on the Line Errors tab. 
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Step 14 
 

After 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. 
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Step 15 
 
After clicking on the Distribution Line Errors tab, the following page displays. Click on the View All hyperlink 
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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. 
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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 lines 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 lines 
B.  Change the chartfield on both distribution lines 

 

 
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. 
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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. 
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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. 

 

 
 


