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Accounts Payable:
Voucher Entry, Maintenance, Approval and Reporting Tools

Course Overview

The Accounts Payable User Guide provides an overview of the voucher lifecycle in SWIFT. Lessons and
topics include:

o |dentify different types of vouchers

e When to use and how to process voucher types

e Voucher approval process

e Create and update vouchers

e Administer interagency payments

e Unpost, delete and close a voucher

e Use reporting tools to get information about vouchers

Accounts Payable

SWIFT (State-Wide Integrated Financial Tools) incorporates all of the administrative functions across
state agencies, including financial, procurement, reporting and the current SEMA4 (human
resources/payroll) system. Accounts payable (AP) is a liability account in SWIFT’s general ledger (GL).
This account documents what the State of Minnesota’'s agencies owe for purchases of goods, services or
other claims.

ImportfEnter
Enter suppdier invaice Walidate Involce
I
‘ Py Invealee
Muich to PO |

Creale PO

Craste accounting
Enlrees

Enter requisition
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Key Terms in Accounts Payable

e AVoucher is an electronic version a paper invoice received by a vendor.
In SWIFT, vouchers are the mechanism by which the State of Minnesota electronically pays for
goods and services. When you wish to purchase goods or services, you usually set up a
purchase order to ensure that funds are encumbered and the purchase follows state and agency
policies. The purchase order will establish key information that carries through the Accounts
Payable system such as the Vendor ID. Entering vouchers is the first step of the payment
process. Typically, the voucher is matched against the purchase order, which you'll see in the
Accounts Payable process steps.

e A Purchase Order (PO) authorizes the state agency to purchase specific goods or services at a
certain price. Itis sent to the supplier (vendor). When the vendor accepts the purchase order, it
becomes a contract in which both parties are expected to fulfill.

e A Buyer is a state agency staff person who administers contracts, encumbers funds and creates
Purchase Orders.

e A Vendor is the supplier of the goods or services.

e The Chart of Accounts is comprised of informational fields that provide the basic structure to
segregate and categorize transactional and budget data. Each Chart of Account field is called
a ChartField. There are several required ChartFields, that when combined define the specific

transactions. Understanding these fields will assist in any potential errors that may appear during
the budget check step.

These ChartFields are required to define the appropriate funding source:

1. Statewide ChartFields are: Fund, Financial Department ID (also known as ID), Appropriation
ID and Account

2. Agency Reporting ChartFields are: Statewide Cost, Agency Cost, SubAccount, Agency Cost
1 and Agency Cost 2

3. Project/Grant Reporting ChartFields are: PC Business Unit, Project, Activity, Source Type,
Category and Sub-Category

SWIFT ChartFields

Statewidie Reporting Agencleeporting
Display Name Fund Fin DeptlD ApproplD Account Statewide Sub Agency Agency
Cost Account Cost 1 Cost 2
Object, Rewv
MAPS Fleld Fund Agency/ Approp Unit Source, Bal Sub Raewv Activity
Org Shas Ssoures
Fiald Langth a 2 7 & 3 a 5 S
Y Y
Reqguired Optional

Project/Grant Reporting
(MAFPS — Project, Job, Reporting Category)
A

PC Project Activity Source Category Sub-
Business Type Category
Unit
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Accounts Payable Life Cycle Steps

Vouchers go through several steps from initial entry, ending with a payment and processing in the
General Ledger.

4. Approvals
5. Payment Issued

6. Posted to General
Ledger

e As the voucher moves through the SWIFT's different steps, it tracks and validates the status of
the voucher ensuring accurate data entry.

e When you save vouchers, many edits and processes occur automatically. Any errors that SWIFT
detects with a voucher are brought to your attention so that you can fix them immediately.

e Avoucher will not pass through to the next step if it detects errors.
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Accounts Payable Life Cycle Steps.

Step

Activities

1. Voucher Entry

Payables enter SWIFT online and through purchasing/ contracts, receivables
or agency subsystems. Vouchers are created from direct entry, referencing
purchase orders or a voucher build process.

2. Match Process

Matching is the process of applying system match control rules against
voucher, purchase order, and receiver documents, ensuring that an invoice
being entered reflects the amounts ordered and received before it is approved
for payment.

3. Budget Budget checking is the process of validating the transaction against the
Checking available budget.
4. Approvals The approval process establishes that the voucher has been approved for

payment processing in the system. The approval process picks up a voucher
after it has been edited online or through the Voucher Build Application Engine
process and is in a postable status.

5. Payment Issued

SWIFT processes the steps necessary to turn bank account, supplier, voucher,
and business unit information into actual payments. For valid vouchers,
SWIFT typically generates payments during the overnight batch process.

6. Posted to
General Ledger

The Payment Posting process creates accounting entries from payment-
related transactions, such as system-created payments, manual payments,
warrants, electronic file transfer (EFT)/ACH payments, and canceled
payments.

Before you can transfer a voucher or payment to the general ledger, it must be
associated with accounts. The posting processes create all accounting lines.
Voucher accounting lines are created based on the distribution lines from
voucher entry.

Released September 16, 2016 (Version #2)
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Accounts Payable Voucher Preparation

Typically, Accounts Payment staff receive a document such as a form or an invoice indicating that
payment is needed. This document is used to track and input accounting data, add voucher IDs and
serve as a record for the audit trail. It may be passed directly to the approver.

Voucher ID Department of Natural Resources
Code Block Farm

ZF USE DL

Purchase Order # I:[ Doc Type I:l
Receipt # I:’ Bid or Contract # I:I
Vendor Name I:’ Vendor Invoice # I:I
Vendor ID& I:’ Invoice Date I:l
Vendor/Customer Account # l:’ Invoice Received at DNR l:l
Billing Location # I:[ Service End Date I:'

or

Final Payment - Close PO YES NO Invoice Total to be Paid

COMMENTS:

Print Name Authorized Signature Phone Date

Compiete shoe INTOM=tion 1o INVGICE. T 3 PUTChase Grder exists, sddiional INTOMMaton May be Needed as ollows:
If multiple lines exist on PO, you must specify amounts to be paid from each line.
A non-spaciic vendar blankst (BPM) requires Vender # and Ship To location .
If a change ne=ds to be mads to = specific fiekd from a referenced purchase order, pleass fillin the field to be changsd below.
i no PO exists, complete fields above and below. Include revenue funding for intragency peyments that have not been billed in WIRES.

PO | Budget Speedchart # | Fund | FinDept ID | ApproplD | Account Category

Line | Date (FY) Code Agency C1 | Agency CZ Amount

Total:
PO . - Statewide Sub-
Project Activi Source Type Catego
Line . ty Cost ks gory Category
D Intra-Agency Payment  Revenue Funding: | Fund | FinDept ID I ApproplD [ Account |

Last revised 5/15/2012 | | |

Or, an invoice may have a stamp with the following information before the AP staff uses it to enter a
voucher: PO #, AMT, Rcpt#, Vchr#, Data Paid.

Released September 16, 2016 (Version #2)
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Accounts Payable General Facts

e All vouchers, no matter the style, are entered through the same navigation to the same series of

steps in Accounts Payable

Only one voucher or payment per invoice number is allowed

All vouchers must be budget checked

The state requires a purchase order for the vast majority of purchases

Most vouchers will reference a PO and it must match with the PO vouchers

AP clerks have access to Commitment Control to check the budget amounts that are available
If budget check or matching exceptions exist, the voucher will not be paid

Only approved vouchers will be paid

Most purchases are required to have receipts

The State of Minnesota’s policy on payment of goods and services is to pay within 30 days of

receiving the goods or service (Net 30).

Voucher Styles and Purpose.

The Regular Voucher style is used most often as it meets the State’s accounts payable policy to have a
record of the encumbrance the purchase of goods or services. The Regular Voucher Style is used for:
¢ Vouchers associated with a purchase order receipt
e Vouchers associated with a purchase order only
e Vouchers created using direct entry

Entering regular vouchers is covered in Lesson 1. Other voucher styles exist for specialized purposes.
These styles are covered more in-depth in Lesson 4.

Voucher Style and Purpose.

Voucher Style

Purpose

Journal Voucher

Used for adjusting accounting entries on posted and paid vouchers. Can be
used for intra-agency fund transfers although there are considerations.

Regular Voucher

Default setting; used for PO related, direct entry, and inter-agency
payments.

Single Payment
Voucher

Used for one time only payments only where vendor is not listed in SWIFT.

Template Voucher

Set up for recurring payments to the same vendor such as rent, utilities or
installment payments

Third Party Voucher

Used to create payments for a vendor not identified on the original PO,
usually for shipping, insurance, etc.

Vouchers with
Retainage

Used to retain a portion of the payment until conditions are met (e.qg.,
satisfactory completion of project).

Released September 16, 2016 (Version #2)
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Voucher Entry (Referencing a Purchase Order or Direct Entry)
Voucher Maintenance (Error Identification and Corrections)
Voucher Approval

Specialized Vouchers

o & 0w nhoE

Reporting Tools
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Lesson 1: Voucher Entry

Lesson Overview

The SWIFT system provides several methods to enter regular vouchers. The most common methods
are:

1. Copy from a Purchase Order Receipt
2. Copy from a Purchase Order

3. Direct Entry

In this lesson, you will learn how to create regular vouchers.

e The general steps on entering all regular vouchers.
o Apply those steps to creating vouchers referencing a purchase order

o Apply those steps to directly entering a regular voucher.

After completing this lesson, you should be able to:

e Create a new voucher using Add a New Value to enter a Regular Voucher into SWIFT
e Understand which information is needed on the Invoice Information Page

e Copy a Purchase Order Receipt or a Purchase Order into a Regular Voucher to create a new
voucher in SWIFT

e Create a voucher using direct entry
e Review the Summary Page to check for potential errors
¢ Run the Matching and Budget Check processes to prepare for Approval.

e Learn about specific terms used for creating regular vouchers in each of the process steps

Released September 16, 2016 (Version #2)
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Topic Overview

The SWIFT Accounts Payable module enables you to directly enter information into a voucher or copy
information from other sources, such as an open purchase order. Depending upon the business need,
there are several voucher styles to select from. Each voucher contains at least one header, one invoice
line and one or more distribution lines. The totals on these components must match prior to submitting an
invoice for matching and budget check.

This topic covers how to create a regular voucher. The “Regular Voucher” style is the default setting to
enter vouchers.

It describes the steps and fields in-depth, which is applied more generally to the three types of
regular voucher styles covered in this lesson.

IMPORTANT! Make sure that the vendor is authorized to do business with the State of Minnesota and
that the file is active and valid in SWIFT.

1. Use the Review Vendors Inquiry to look up information about a particular vendor.
e Navigation: Vendors, Vendor Information, Add/Update, Review Vendors

e Start with the vendor’'s Tax ID. You can get this number by asking the vendor or the buyer for
the vendor's W9 form. Getting their Tax ID is critical. There are many vendors with similar
names and addresses (e.g., Minneapolis Auto Body and Minneapolis Auto Dealers). You
want to ensure that the payment is sent to the correct vendor.

e You can get the Vendor ID, check the address and see if the Effective Status is “Active”.

Review Vendors
Search Criteria
*SetlD: SHARE Q Vendor ID: Q
Name: Contains v ShortName: Egual to v
Withholding Name: Contains r Classification:
Vendor Status: bl Type:
Sanctions Status: v Persistence:
Address: Equal to v City:
Customer Number: Country: KX
1D Type: Tax Identification Number v State: Q
VAT Registration 1D: Postal:
Withholding Tax ID:
Clear Add “endor
| 2= it K]
Additional Viendor |nfo Audit Information I=»
SetiD Vendor ID Name 1 ShortName Address City State Country Effective Status
HARE 1 VIKING GLASS & LOCK INC | VIKING GLA-001 |1305 SE 4TH ST ALUSTIN () UsA Artive
SHARE  |DDD0305473 5 G & D VIKING GLASS G&DWVIKI-001 1417 AAVE ST sD usa Active

Released September 16, 2016 (Version #2)
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2. Use the Vendor Inquiry to see if the location, “Remit” and “Ordering” address, DBA name

and payment method match the invoice.

Navigation: Reporting Tools, Query, Query Viewer, M_VENDOR_INQUIRY

M_VENDOR_INQUIRY - General Vendor Lookup Ref

el SpreadSheet CSV TextFile XML Fie (1 Kb)

Download results in -

Location
Status

| Active

After completing this topic, you should be able to:

Be familiar with the steps to enter a regular voucher
Follow a regular voucher through the process steps from entry to approval

Released September 16, 2016 (Version #2)
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Enter a Regular Voucher

This topic covers how to enter vouchers using the Regular Voucher style.
Steps to complete:

e Step 1. Use the Regular Entry — Add a New Value page to begin creating a new voucher
e Step 2: Enter information on the Invoice Information page

e Step 3: Enter information on the Payments page

e Step 4: Complete and save your new voucher

e Step 5. Run the Matching process

e Step 6: Run the Budget Check process

e Step 7: Submit the voucher for the Approval process

Step 1: Create a new voucher using Add a New Value

1. Navigation Links: Accounts Payable, Vouchers, Add/Update, Regular Entry

2. Onthe Regular Entry page, click the Add a New Value tab to begin creating a voucher.

ORACLE’
Favorites . Main Menu >  Accounts Payable Voughers » ﬂdd,"uvpdate »  Regular Entry
. Search Menu: .
(5
Moucher T s
FEindanE: [ Accounts Receivable 1 Batch Processes '
T Alocations & Reports '
[ Asset Management 1 Review Accounts Payable Info L
Business L~ gapki
Voucher ID E Bi||ir.gng ¥ " Cose Vouche
Voucher 3t~ Cash Manageament 4 r = APPFG\)? IJ L;:\‘O-uc h;_\
Short Vend =y Commitment Control ' e IJ giicEeI::}ie Erntr"
Vendor ID: [y Cost Accounting ' r
Vendor Lot [y Customer Contracts 4 [5] UnPost Vioucher
Address S¢ [y Customers ' [5] Voucher Search
Inveice Nu ) Employes Self-Serice 4

The Add a New Value page appears. It allows you to establish a new voucher in SWIFT. You can use
this screen to pre-populate the voucher, reducing the amount of editing to be done later.
1. At a minimum, enter the Business Unit.

2. Leave the default of “NEXT” in the Voucher ID field. SWIFT will automatically assign the next
number.

3. Select “Regular Voucher” from the Voucher Style drop down menu.

Released September 16, 2016 (Version #2)
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4. Inthe example below, the Vendor ID was entered, which populated the Vendor Location and
Address Sequence Number fields. Enter the applicable fields as desired.

5. Click the Add button and the Invoice Information page appears.

Voucher

Find an Existing Value

Pusiness Unit: G1001 |G

NEXT

oucher 1D:

oucher Style:
Short Vendor Name:
Vendor ID:

001
1%

Vendor Location:

Address Sequence Humber:
Invoice Number:

Invoice Date:

Gross Invoice Amount:
Freight Amount:

Sales Tax Amount:

Misc Charge Amount:

b

Estimated No. of Invoice Lines: 1

Tax Exempt Flag

Add

Reqular Voucher
VERIZOM BU-001 |C,
0000302907 Qy

a

0.00
0.00
0.00
0.00

Add a New Value Fields.

Field

Field Description

* Business Unit (BU)

Must be entered or selected for all vouchers. The Business Unit generally
represents a legal entity. Defaults to an agency.

Short Vendor Name

Use this field to search for a vendor when the Vendor ID is not known. The
Short Vendor Name is the first 10 characters of the Vendor’'s name with a
corresponding 3 digit number assigned by the system.

*Vendor ID

SWIFT identification number for vendor.

After selecting the appropriate Vendor ID, the system automatically populates
the Short Vendor Name, Vendor Location and the Address Sequence
Number fields that are set as the default for the selected Vendor ID.

Vendor Location

This field populates when the Vendor ID is entered. If the vendor has multiple

locations, the default location will populate.

Released September 16, 2016 (Version #2)
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Field Field Description

Address Sequence Physical address of the vendor associated with the location listed. It defaults
Number from the Location field and should not be changed

* Invoice Number The invoice number as supplied by the vendor. When entering an invoice

number, SWIFT checks for duplicate invoice numbers in order to prevent
duplicate payments

Invoice Date Date of the invoice as supplied by the vendor

Gross Invoice Amount | Enter the total dollar value of invoice to be paid including any taxes and freight

charges
Freight Amount Enter the freight or shipping charges associated with the invoice.
Sales Tax Amount The sales tax associated with the purchases on the invoice It can be entered

on this page or it can be entered in the Invoice Information page.

Misc. Charge Amount | Any other charges on the invoice not included with freight or tax (e.g.,
insurance). This is rarely used. It can be entered on this page or it can be
entered in the Invoice Information page.

Tax Exempt Flag Check the box if the agency is not required to pay sales tax on the purchase.
This option should not be selected if the tax exempt status is unknown

Estimated No. of SWIFT will populate the Invoice Lines section with the number of lines
Invoice Lines specified here. Additional lines can be added to the voucher using the Add
button in the Invoice Lines scroll area.

Step 2. Enter information on the Invoice Information page
The Invoice Information page is where you will add the majority of the information from your invoice.
A voucher on the Invoice Information page consists of 3 components:

A. Header:
The header defines the common information about the invoice: invoice number and date, supplier
information, remittance information, and payment terms. A voucher only has one header.

B. Invoice Lines:
Invoice lines capture the details of the goods and services billed on your invoice, including unit
price, quantity and description. You must have at least one voucher line.

C. Distribution Lines:
Distribution details include invoice accounting details, the GL date, budget period, charge
accounts, and project information. An invoice line can have one or more invoice distributions.

Released September 16, 2016 (Version #2)
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Eomes s s

Business Unit: RZ201 Invoice No: |

Voucher ID: NEXT Invoice Date: L
Voucher Style: Regular Voucher Accounting Date: fpzr10iz015 & [Tax Exempt [
Vendor [D: a Invoice Receipt Date: o Seszion Defsults
ShortHame: | Q Service Period Begin ¥ ttachments (D)
chments
o — ose
Locstion: Goods/Services i

. Comments{0}
“acldress: ] Receivert:
Customer Number:

Advanced Vendor Search

Control Group: @ “Pay Terms: = = a Met 20
Invoice Lines: 0.00 Basis Date Type: Inv Date Calc Basis Date
*Currency: UsD|@  Non Merchandise Summary Print Invoice
. i) SalesiUse Tsx Summany
Miscellaneous:
Freight: |
Sales Tax: =
Use Tax: Copy From Source Document
Total:
PO Unit: Q,
Difference: 0.00 PO Humber: a, [ Copy FO
Calculate Copy From: None - Go
Received By:
Invoice Lines Find | View Al First & 1071 1 1amt
Line: 1 Item: A uom: Q
*Distribute by: Amount - Unit Price: Quantity:
Ship Te: ResaiPozz! A Line Amount: .o [CJone Asset
SpeedChart: Q Description: |
Buyer 1D: 4, Category ID Lo}
Calculsts
Szles/lze Tax
- Distribution Lines perserize | Fing | veean | B | 3 me T o D e
(cNe - B Excrenge Rate || StEtstics || Assets
{:ou Pl ;e Merchanmiss amt Guantity *GL Linit Fund Fin DaptiDy Ay Cost 1 Account ;ﬁ Ay Cost 2 ApproplD c
BB = 1 0.00] | noota, [ ]Q Q, Q al ja Q Q
< ] ] [v]
| sae | =] nosy | | Retesh [F% aad | | &) UpdseiDisply

Invoice Information | Payments | Voucher Attributes

A. Header Fields

If the only fields that were pre-populated on the Add a New Value page are the Business Unit, you'll
need to update information.

1. Enter information in the Invoice No., Invoice Date, Invoice Receipt, and Goods/Services
Received fields.

Released September 16, 2016 (Version #2)

Page 19



e ._4 State of Minnesota

=/ SWIFT 3

AP2 —Voucher Entry, Maintenance and Approval

Voucher ID:

Vendor ID:
ShortName:

Location:

*Address:

Business Unit:

Voucher Style:

) Payments

G1001
MNEXT
Regular Voucher

Voucher Attributes

Invoice No: Action: n

pepe)

Invoice Date: [#] v
Accounting Date: 04/02/2015 Bl Tax Exempt Run
Invoice Receipt Date: @ Session Defaults

Service Period Begin @ Aftachments (0}

Date:
|Goods/services Received:

Customer Number:

@ Comments(0)

2. As needed, enter the fields listed below. They may be optional and are defined by the agency.

Fields on the Header of a Voucher.

Released September 16, 2016 (Version #2)

Field

Field Description

*Voucher ID

Displays as "NEXT" until the voucher entry has been saved

When saving a voucher, the SWIFT system automatically assigns the next
number in sequence

Invoice Number

The invoice number as supplied by the vendor

When entering an invoice number, SWIFT checks for duplicate invoice
numbers in order to prevent duplicate payments

*Invoice Date

Used to calculate sales tax

If the tax code changes on a particular date, SWIFT automatically figures
the tax according to the new tax code

Used to calculate the Vendor’'s due date when combined with pay terms.
(i.e. if vendor pay terms are net 20, the system will calculate the scheduled
due date from invoice date)

Accounting Date

The date the transaction will be accounted in GL, which will determine the
period they are posted.

Tax Exempt

Check this box only if you know the agency is not required to pay sales tax
on the purchase.

Action The Action drop down menu allows you to follow the next steps as you are
ready such as Match and Budget Check. These options will not appear
until you are ready.

Run The Run button allows you to “run” an Action such as matching and budget
check.

*Vendor ID SWIFT identification number for vendor. After selecting the

appropriate Vendor ID, the system automatically populated the Short

Page 20
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Field

Field Description

Vendor Name, Vendor Location and the Address Sequence Number fields
that are associated with the selected Vendor ID

* Invoice Receipt Date

The date the invoice physically arrived at the agency. Invoices are to be
physically stamped with a receipt date when they are opened

Service Period Begin
Date

This is the date when the service began or the goods were received such
as projects that are within a specific timeframe.

Goods/Services
Received

Used to identify the date the goods/services were received by an agency. If
you use the Copy From field and copy from a PO Receipt, this information
will be automatically populated. This is a required field and used to
calculate the prompt pay date.

Customer Number

A unique number assigned by the vendor. Often referenced on the
vendor’s invoice. Not all vendors assign Customer Numbers. Information
entered in this field will be printed on the remittance advice.

Pay Terms These are the terms that the vendor uses to calculate due dates, discount
due dates and discount amounts, if any. This is typically Net 30. See
Statewide Operating Policy 0801-01. It may default to Net 15 if the vendor
is a certified targeted vendor.

Attachments This link on the right side of the screen allows you to add a copy of the

invoice you received from the vendor.

B. Invoice Lines Fields

1. Use the scroll bar on the right to navigate to the Invoice Lines section.

Here is where you will enter the details of the invoice. Or, if you use the Copy from Source Document
feature from the header and select “PO Receipt” or “PO Only”, many of these items will be automatically
populated. The Copy from Source Document process will be reviewed later in this lesson.

Caloulate

Line: 1

*Distribute by: Amount hd

Ship To: RZEBIP0Z21 Q
SpeedChart: Q,
Buyer 1D: Q

Item: A vom: Q
Unit Price: Guantity:
Line Amount: 0.00 [Jone Asset
Description:
Category 1D a
Sslesilze Tax

Released September 16, 2016 (Version #2)
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Fields on the Invoice Line Section of a Voucher.

Field

Field Description

* Distribute by

Select to distribute by either Amt (amount) or Qty (quantity). For amount,
you must enter the merchandise extended amount for the voucher line.

You can also enter the quantity, unit price, and unit of measure (UOM) on
the voucher line and a quantity on the distribution line for informational
purposes only. For quantity based vouchers, the system calculates the
merchandise amount on the invoice lines and distribution lines based on the
quantity and unit price. You must enter the quantity, unit price, and UOM.

Ship To

Check this field to ensure that the payment will be shipped to the correct
address as some agencies have multiple locations

SpeedChart

SpeedChart keys can be defined with multiple accounting distributions and
are used during data entry instead of the individual ChartField
combinations. Once the SpeedChart is entered, the ChartFields appear on
the voucher distribution line(s).

Buyer ID

A purchase order requires the agency person with authorization to
purchase goods and services. It will default when copying from a purchase
order.

Iltem

Use the look up icon to select the item you will be adding to this voucher.
Find and select the Item ID.

Unit Price

This is the individual price per unit of measure

Line Amount

This is calculated by adding the Pay Terms to the Invoice Date

Description Description entered by user for voucher line.

Category ID This ID is based on the international taxonomy of coding goods and
services (e.g., UNSPSC). This field is populated by default from the
purchase order.

UOM Unit of Measure (UOM).

Quantity This is the number of the items that were encumbered

One Asset If selected, will override all assets on the voucher line to use the same

asset ID.

Released September 16, 2016 (Version #2)
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C. Distribution Lines Fields (ChartField Entry)

The Distribution Lines section is where you will enter the accounting details of the invoice. These
details are derived from the Chart of Accounts.

SElEs Uze 5%

B YR T, :
[l R R RS RS £ | EW -.-.'..'L-’.{- |- B Fr M or Y & 1ae
G Enchangs Rate Ststhetios AzEstz (L]
= | it s RN nemcra Bl | B o Y

copy |, chanmes Amt i o I i 1 c - s ey Cokt 2 1

Down |UNe  Merchandies amt Guantity GL Uit Fund Fin Dephiny Agey Cost 1 |Account Cost gy Cost 2 ApproplD
=l [ 1 0.00 | (w00t | G a a | Q| A Q | aQ

10 HIE | IF
B osse | (2] momy | | Fetesh =% add | |4 Updsse/Dispiay
| o2 |nfo tion | Payments | Vowcher Attribute

1. Enter the fields listed below. Many are optional and defined by the agency.

Fields on the Distribution Lines Section of a Voucher.

Field Name Field Description

*GL Chart Use this page to enter the accounting details that will be loaded in
the General Ledger (GL)

*Fund Assures that dollars are used to meet specific activities in
accordance with legislative intent, special regulations, restrictions
and limitations

* Fin/DeptID An 8-character alphanumeric identifier (Financial Department
Identifier) that defines the organizational structure of the agency

* Account Classifies the nature of the transaction and is a key to allotments,

expense

Appropriation

An account of any governmental agency that receives a credit for
the purchase. It legally authorizes spending or the collection of
receipts as specified in session laws or state statutes.

* ApproplD

An appropriation ID is a 7-character alphanumeric identifier. It
indicates a single appropriation account that controls the total
amount of an agency's expenditures.

Budget Date

This comes from Commitment Control. It must ALWAYS be
before the Accounting Date.

Accounting Date

This will default to the current date.

Released September 16, 2016 (Version #2)
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When you are entering a regular voucher with more than one line item, you have some options.

e Add Invoice Lines:
If you choose this option, there is an additional Description field that you can use for internal
purposes.

e Add Distribution Lines:
If you choose this option, it is easier to add to the ChartFields using the Copy Down feature.

Warning: Line items from the distribution lines must add up and match the total of the invoice lines.
These totals must also match with the amount listed on the header. Once you enter all of the necessary
fields on the Invoice Information page, click the Payments page to enter and review payment details.

Step 3: Enter information on the Payment page.

The Payments page is where details specific to the payment can be seen and updated as necessary.
Some fields are automatically populated based on information from the Invoice Information Page. Other
fields must be manually populated, including Agency Origin. There are a few specific fields that must be
addressed before you can save the voucher, and others are not used by the state.

1. Select Payments Page. There are two ways to find the Payment Page in the Invoice
Information page:

e Look for the tabs above the header section or

e Click on the reference links below the distribution lines

2. Enter the Agency Origin, the Gross Amount, any Messages that you want to print on the
remittance advice and other fields as defined by your agency.

Caution: Most of the other fields follow the defaults. In most cases, do not change any of them.

Summary | Relsted Documents Inwoice Information WVoucher Attributes Error Sumimary

Business Unit: G1001 Tnvoice Ho: 12-23458-00 Action:
Voucher I 00010658 Invoice Date: 202z s ]

Agency Crigin 00 |3, MMB

o o Net 20 Run

Voucher Style: Regular Voucher *Pay Terms: = -4 s

Prompt Date 082015
Total Amount: 1,0:0:0.00 Pay Reason -
Vendor Name: VERIZON BUSIMESS Schedule Payments

Fields on the Payment tab.

Field Name Field Description

*Agency Origin The Agency Origin identifies where a transaction originated. It
also identifies the telephone number for the agency that should be
printed on the payment.

Released September 16, 2016 (Version #2)
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Field Name

Field Description

Prompt Date

This is calculated using the later of the Invoice Receipt Date

or Goods Received Date plus 30 days. This date “prompts”
SWIFT to generate the payment so it reaches the vendor by the
due date.

Pay Reason

Use this field when a payment is late. The values include:

e * Audit Prior to Payment: Use when an audit of the work is
performed. Invoice and documentation is required prior to
authorization to pay (e.g., Prevailing Wage Report, IC-134,
etc.).

e *Contested: Use for incomplete orders, damaged goods,
missing parts, inadequate goods or services, wrong price
invoiced, etc.

e Field Purchase Order: Use when a Field Purchase Order is
needed for an immediate need situation — must follow state
policy.

e Late Payment: Use when the payment is late and no other
Pay Reasons apply.

e *Retainage: Use when paying retainage according to the
contract terms.

e *Revenue Setoff: Use when there is revenue set off (e.g.,
part of the payment is taken and applied to money owed).

e *Testing Prior to Payment: Use when goods must be tested
to assure they are satisfactory prior to authorization to pay.

e *Vendor Failed to Provide TIN: Use when the vendor is
untimely in establishing their Vendor ID in SWIFT.

NOTE: Payment marked with * are not counted as late payments
in the Prompt Pay report.

* Remit to

This field indicates which vendor ID the payment will be sent to. It
is set up in the creation of the vendor file.

* Address

This is the vendor’s remittance address. The vendor’s addresses
are set up in the vendor file. There might be several locations and
it is important that this address compares to your PO and invoice.

Gross Amount

Not required but it allows you to input the amount prior to
deductions such as taxes.

Released September 16, 2016 (Version #2)

Page 25



S
{ﬁ!f’ﬁ%ﬂatﬁ of Minnesata
IS i

=
i
i Statewice Integrated Financial Toois

AP2 —Voucher Entry, Maintenance and Approval

Field Name

Field Description

Scheduled Due
Date

Allows you to specify the due date that the payment needs to
reach the vendor. This date determines when payment will be
issued.

Released September 16, 2016 (Version #2)
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3. Check for Special Handling of Payments.

On the Payment Options section, there are fields for different payment options depending on

the circumstances.

CAUTION: Some of these fields require authorization such as Warrant Special Handling
Request form. Contact the SWIFT Help Desk for more information.

*Bank:
*Account:
*Method:
LiC 1D

Check

Message will appear on remittance advice.

E

Pay Group:

FHandling:

Messages

Netting:

Hold Reason: old Payment
eparate Payment

Fields on the Payment Options Section.

Field Name

Field Description

* Method

The payment method should default from the vendor file and
should not be changed without approval.

Message

This optional field allows for text to be entered and printed on the
remittance advice sent to a vendor with notification of payment.

Pay Group

This defaults from the vendor information. Do not change this
field. It drives the pay cycle (e.g., EFT, Check, Inter-agency
payment).

Handling

Use this field for special handling of warrants that allows a printed
state warrant to be pulled from the mail and brought to the
department for additional procedures.

Pull Warrant: Vouchers marked “Pull Warrant” are manually
pulled.

Regular Mailed Voucher: The Central Office will send the
payment via mail.

Warrant with Enclosure: Vouchers marked are manually
pulled and held at MMB. This ensures the document will be
included with the payment.

Netting

Bilateral Netting is the process that SWIFT uses to issue
payments to other state agencies (e.g., Inter and Intra-Agency
Agreements). It matches AP vouchers with Accounts
Receivable invoices. Every inter-agency payment voucher
must have a SWIFT bill (receivable) to match against. Or, the
payment will not be processed.

Once a Vendor ID is entered, SWIFT defaults this field to
“HOLD.” In this case, “HOLD” means that it needs to process
bilateral netting. After this is processed, this field will say
“SELECTED".

WARNING! DO NOT change this field to from “Hold” to “Not
Applicable” because the bilateral netting process will not occur.
“Hold” here means that SWIFT is holding this voucher for the
bilateral netting process to run.

Hold Reason

Use the drop down menu to select the reason for putting the
payment on hold.

Released September 16, 2016 (Version #2)
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Field Name Field Description

Hold Payment Sometimes there is a need to put a hold on the payment. For
example, someone in your agency wishes to include a letter or
specialized document. Or, you know there is an issue with a
voucher or vendor and you want to check it out further.

Separate Payment Use this option if there are multiple state agencies sending
payments to the same vendor and you wish to send a separate
payment to the vendor.

Warrant A warrant is issued by the State and is payable on the State’s
Treasury. Generally, a warrant acts the same way as a check.

Step 4. Complete your new voucher.

1. Review the information on the Payments page
2. Select the Save button at the bottom of the page.

The SWIFT system performs a series of validation checks to ensure that all of the fields were completed
correctly. The SWIFT system will alert you if it detects any errors with the voucher. These errors are
covered in Lesson 2.

Some of the validations are:
e Checking for duplicate invoices
o Verifying the existence of a Vendor ID
e Verifying the existence of an Invoice date and Invoice ID
e Balancing the amounts in the header section against the voucher line and distribution amounts for
the transaction amount

Also, after saving your voucher some fields will be automatically updated, such as:
e Voucher ID is assigned
e Payment Net and Discount Due Dates are determined
e Scheduled Payment Date is determined

Also, after saving your voucher, you may see other messages, especially when you copy information from
a PO Receipt.
e SWIFT automatically calculates the Sales Tax and populates it in the correct section of the
voucher.
e The Use Tax applies when an item or service was used without paying sales tax to the seller.

Released September 16, 2016 (Version #2)
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3. Check the information on the Summary page.

Also, after saving your voucher in the Payments Page, there will be six pages at the top, including
the Summary page, which is used to check for errors. Note the statuses on the Summary page. How to

handle any errors is covered in Lesson 2.

Inwpice Information | Payments

o - . -
mimany R CLMEnts

Related Documents Inwoice |nformation Payments gm.zl'ar Attributes Errﬂr Summany
Business Unit: G001 Invoice Date: 2022015
Voucher [D: [d [ Invoice No: 12-23456-00
Voucher Style: Regular Invoice Total: 1,000.00 uso
Contract 1D:
Vendor Name: VERIZOM BUSINESS Pay Terms: Met 30
FO5 WY 1R8N =00 Voucher Source: Online
MPLS, MM 55441-G445
Entry Status: Pastable Crigin: OML
Match Status: Ready Created: 022015
Approval Status: Pending Created By: D10ET4E3
Post Status: Unposted Medified: o 2015
Modified By: 01087463
ERS Type: Mat Applicable
Budget tatus: Mot Chk'd Close Hatus: Open
Budget Misc Status: Walid
*View Related Payment [nguiny Go
@ sae | =] Moy | |G Remesn -

i
5
1
k
=
In
i
m
=]
i
I
]
]
'
]

#| UpssiDispizy

Fields on the Summary Page.

Field Name

Field Description

Entry Status

Postable means that there are no errors entered into the voucher
and it is ready to be posted.

Match Status

Ready means that it is ready go through the match status.

Approval Status

Pending means that the match and budget check statuses need to
run and pass before Approval can be run

Post Status

Unposted means that it is not ready to be posted, which requires
that all of the other steps need to occur first

Budget Status
completed

Not Chk’d means that the budget check status has not been

NOTES:

1 The Matching and Budget Check processes ideally are run at the same time that the voucher is created.

2 The full list of SWIFT Status Field Values is located in the Appendix.
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Step 5: Run the Matching process.

SWIFT uses the matching process to compare vouchers with purchase orders and receiving documents.
That way, state agencies can ensure that they pay for only the goods and services that you order and
receive.

NOTE: If you are matching the voucher with a purchase order receipt and it is an asset, you will need to
make sure that the PO Receipt’s profile information is populated with the asset information.

1. Use the Action list on the Invoice Information Page to select “Matching”.
2. Click on Run.

Summary Related Documents W Bayments Voucher Attributes Error Summary

Business Unit: G1001 Invoice No: [12-2456-00 Action:

Voucher ID: 00010702 Invoice Date: 0171212015 ] Matching M
Voucher Style: Regular Voucher Accounting Date: 02/05/2015 [ []Tax Exempt Run

3. Respond to the message.

Before SWIFT runs the matching process, it will display a message to asks you if you want to run it now
or to wait.

o If you prefer to stay on this page and wait for this process to be completed, select Yes.

e If you prefer to complete other tasks and navigate away from this page, select No.

¢ In this case, you can search for the voucher later using the Voucher ID and check the
Summary page to see if the match process was completed.

Do you want to wait for the process to he completed? Youcher will bhe
displayed after process ends. (7050,54)

Yes i [a]

4. Check the information on the Summary page.

The Match Status should now say “Matched “. And, you are ready to run the Budget Check. If
the Match Status doesn’t say “Matched”, go to Lesson 2 to learn about how to repair errors.

Entry Status: Postsblz

Match Status: Preview Approva
Approval Status: Pending

Post Status: Unpens tesd

Budget Status: Mot Chik'd
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NOTE: A voucher with asset transaction data should be created by copying the purchase order receipt
and not the purchase order. Do no change the asset data. However, you should check it to verify that it
was copied correctly from the purchase order receipt.

AP2 —Voucher Entry, Maintenance and Approval

The purchase order receipt and voucher interface transactions containing asset data need to match for
the asset to be successfully loaded into Asset Management with an “In Service” status. Notify Asset
Management of any discrepancies or changes.

GL Chart Exchange Rate Statistics E IF=h

Copy . Merchandise
Diown by Amt

Business

Unit Profile 1D Asset 1D

Gluantity Asset

)| [ 1 0.00

Step 6: Run the Budget Check process.

The budget-checking process checks encumbrances associated with purchase orders. It will display
advance warning about all activities that might send controlled budgets over their approved amounts. It
also enables you to stop any transactions that might go over budget.

1. Use the Action list on the Invoice Information Page to select the Budget Check process. Click

on Run.
Summarny Related Documents Eayments Wowcher Attributes Errer Summany
Business Unit: Invoice No: Action
Voucher 10: Invoice Date: Budget Lhecking
Voucher Style: Accounting Date: 020442015 il [[]Tax Exempt R

2. Respond to the message.

Similar to the matching process, before SWIFT runs the Budget Check process, it will display a message
to allow you chose to run it now or to wait.

o If you prefer to stay on this page and wait for this process to be completed, select Yes.
o If you prefer to complete other tasks and navigate away from this page, select No.

NOTE: Some AP staff enter a large volume of vouchers per day or vouchers with large amounts of
distribution lines. They can choose to allow matching and budget check to run in the overnight batch
process. In this case, the overnight process will automatically send vouchers that matched and budget
checked through the approval cycle.

3. Check the Summary page.

The Budget Status should now say “Valid”. You are ready to run the Approval Process. If
the Budget Status doesn’t say “Valid”, go to Lesson 2 to learn about how to repair errors.

Released September 16, 2016 (Version #2)
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Entry Status: Postable

Match Status: |r.'|a:ch£-c | Preview Approval
Approval Status: Pending

Post Status: Unposted

Budget Status: Valid

Budget Misc Status: Valid

Step 7: Prepare the voucher for the Approval process
1. Review the Summary Page and make sure all of your statuses are accurate (this includes the
entry, match and budget status).
2. Return to the Invoice Information page.

a. The Voucher ID has been added. Write this ID on your voucher written documentation.

b. Runthe Approval process by selecting Submit for Approval button.

ummary Related Documents M_anments Woucher Attributes Error Summary

S

Business Unit: G1001 Invoice No: Action:
Voucher ID: 00010702 Invoice Date:
Voucher Style: Regular Voucher Accounting Date: pz10512015 Bl [l Tax Exempt Run
Vendor ID: VERIZOMN BUSINESS Invoice Receipt Date: Session Defaults
ShortName: 505 HWY 169 N #500 i ) i ] ) -

_ MPLS, MN 55441-6448 Service Period Begin Date: Attachments (0}
Location: ) .
. Goods/Services Received: Comments(0)
Address: Customer Number: Preview Approval
Advanced Vendor Search
Invoice Lines: 500.00 *Pay Terms: B o A Net3o
*Currency: Basis Date Type: Inv Date CalcBasis Date

¥ Withholding
Miscellaneous: ] m Ip
Freight: [5] Jan M di ;
g Mon Merchandise Summary Print Invoice
: 73| Sales/Use Tax Summary

Sales Tax: - | Submit For Approval
Use Tax: 3813 5

3. Review the Approval History page that appears after the approval process is complete. It will
show you that approval is still pending. It may show you the name of the person who approves
the voucher.

Voucher Approval

< BUSINESS_UNIT=R2901, VOUCHER_|D=00000010, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Pending

Voucher Approval

Pending
G).i.P APPR 01 R29 AL
M_F5_VCHR_APPR_01
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4. After you submit a voucher for approval, SWIFT displays an Approval Comments page. As an
option, you can use this page to send a message to the approver. Click OK when finished.

Approval Comments

Business Unit G0201
Voucher ID 00017747

| 2
Additional Details

e

Congratulations! You have completed the AP Cycle from Voucher Entry through the Approval
Process.
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Enter a Voucher Referencing a “Purchase Order Receipt”

Topic Overview

As standard policy, the State of Minnesota only pays for what is received. In SWIFT, funds cannot
usually be encumbered without a preapproved record of a purchase (e.g., Purchase Order)

There are two ways to create a voucher referencing a purchase order (PO).

1. Using a Purchase Order Receipt
2. Using a Purchase Order Only

Purchase Order versus Purchase Order Receipt

The majority of purchases for the state require that specific funds are set aside before the purchase can
be made. This process is known as encumbering. The buyer encumbers this money through a purchase
order (PO). Once the buyer creates a PO, goods or services are requested and obtained from the
vendor.

To document that the state actually satisfactorily obtained the items ordered or the work was performed
as requested, a confirmation is entered into SWIFT. This confirmation occurs with a receipt that is
entered into SWIFT. The receipt is a control measure that ensures that payment is not made for goods or
services the state did not obtain.

When you select PO Receipt, it copies the actual quantities of the item received.

e Selecting the PO Only item copies the entire quantity from a PO line.

SWIFT allows you to copy an entire PO, Purchase Order Receipt or other options available on the
voucher's Invoice Information page. Vouchers tie together the vendor, invoice date, invoice amount,
line items, distribution (accounting) information and any purchase orders or receipts (referred to as
"receivers" in SWIFT) for individual vendor invoices.

Assets

Asset related vouchers should be created by copying the Purchase Order Receipt, not the Purchase
Order Only option. Users can view the asset data on a voucher by selecting the Asset tab on the
distribution line. The asset data on the voucher distribution line should not be changed. If this data is
changed in error, such as quantity or amount, notify your agency’'s Asset Management (AM) manager.
The asset information on the purchase order receipt and voucher distribution line must match for the
asset to successfully load into AM. If the data does not match, the agency AM manager or user will be
required to manually fix the asset in AM.

The purchase order receipt assigns a status of “Received — Not in Service” to an asset when it is created.
The asset is not updated with an “In Service” status until the voucher is successfully interfaced into AM. It
is critical the purchase order receipt is copied into the voucher and the asset data on the distribution line
of the voucher is not changed for the statuses to be updated systematically.
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Warning!
e If a PO is created after the goods or services have been obtained, it is considered a MS 16A
violation. This must be noted on the Payment Information field in the Payment page.
e Ifa PO or PO receipt do not exist and it is required, you will need to work with the buyer to
determine how to best proceed (e.g., create a PO, pay the invoice without a PO, or other options
as approved by your agency).

e All vouchers must be in compliance with State Policy #0809-01, Payment Requests,
Preparation and Approval.
After completing this topic, you should be able to:

e Create a voucher associated with a Purchase Order
e Copy worksheet information from the PO Receipt into the voucher

o Follow the voucher created referencing a PO Receipt through the Accounts Payable Life Cycle.
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Process Steps

Enter a Voucher Referencing a “Purchase Order Receipt”

This topic covers how to create a voucher referencing a purchase order receipt.

Steps to complete:
e Step 1: Create a new voucher using Regular Entry - Add a New Value page
e Step 2: Enter information on the Invoice Information page
e Step 3: Enter information on the Payment page
e Step 4: Complete and save your new voucher
e Step 5. Run the Matching process
e Step 6: Run the Budget Check process

e Step 7: Submit the voucher for the Approval process

General Tips for Entering Vouchers Referencing a Purchase Order Receipt

e A new voucher must be created for every invoice.
e Payment should be made only for the actual quantity received.

e Agencies can designate "Receipt Required" upon initial entry. Buyers determine which POs
require receipts on a case-by-case basis.

Step 1. Create a new voucher using Add a New Value.

The Regular Voucher style is used most often as it meets the State’s accounts payable policy to have a
record of the encumbrance the purchase of goods or services. Use the regular voucher style for
referencing a purchase order receipt.

1. Navigation Links: Accounts Payable, Vouchers, Add/Update, Regular Entry

2. Enter the Business Unit.

3. Leave the default of “NEXT” in the Voucher ID field. SWIFT will automatically assign the next
number.

4. On the Add/Update page, select “Regular Voucher” in Voucher Style.
5. Click on the Add button.

Note: Itis best to only choose the business unit here to ensure the correct information from the PO or
PO receipt is copied.
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Find an Existing Value

Business Unit: G'-:»D'| a,
Woucher 1D: MEXT

Voucher Style:
Short Vendor Name:
Vendor ID:

Vendor Location:

Address Sequence Number:

Invoice Number:

Invoice Date:

Gross Invoice Amount:

10.000

Freight Amount:

10.000

Sales Tax Amount:

10.000

Misc Charge Amount:

Tax Exempt Flag
Estimated No. of Invoice Lines: 1

10.000

Step 2: Enter information in the Invoice Information page

When you select Add from the bottom of the Add a New Value page, the Invoice Information page
appears. This is where you will add the majority of the information from your invoice.

1. Go to the bottom of the header to the Copy From Source Document section. The Copy
From field is used to specify how and what information is copied from the PO to the voucher.

Invoice No: | Action:
Invoice Date: B
Accounting Date: 02/06/2015 F [CTax Exempt Run

*Pay Terms:

Basis Date Type:
Non Merchandise Summary
Sales/Use Tax Summary

Invoice Receipt Date:

& Session Defaults

Service Period Begin Date: & Attachments (0)
Goods/Services Received: e Comments(0)

Customer Number:

30 A wetzo

Inv Date

Calc Basis Date

Print Invoice

Payments | Voucher Attributes

Business Unit: G1001

Voucher ID: MNEXT

Voucher Style: Regular Voucher

Vendor ID: Q
ShortName: Q
Location:

*Address:

Advanced Vendor Search

Control Group: Q.
Invoice Lines: 0.00

*Currency: usD|Q
Miscellaneous: =
Freight: =
Sales Tax: =
Use Tax: noo &
Total: 0.00
Difference: 0.00

Calculate |

[ Copy From Source Document ]

PO Unit:
PO Number:

Copy From:

I -
I

Mone

Copy PO

2. Selecting the PO Receipt list item complies with the State’s best practices. When you select PO
Receipt, it copies the actual quantities of the item received. Selecting the PO Only item copies

the entire quantity from a PO line.
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3. Then, click on Go.

PO Unit: , Q,
PO Number: _ @, Copy PO

Copy From: | PO Receipt ¥ _ > Go I

The Copy Worksheet page appears. It allows you to find and select the correct PO Receipt to copy.
1. Enter the Receipt Unit where the PO originated.

2. Use the Receipt Number From to find and select the correct PO receipt.
Notes:

e You can use the Look Up button to find the PO Receipt Number. On the search results
page, you can look up the receipt by several fields such as PO Number or Vendor Name.

e If you do not know the PO Receipt number, enter the PO number and select the appropriate
receipt to pay the invoice.

3. Make sure to check Select All.

4. After entering these items, select the Search button.

Copy Worksheet

Business Unit: G1001 Voucher ID: MNEXT Back to Invoice

~ Receiver Lookup Criteria

PO Business Unit: | Q. PO Humber: | Q
*PQ Date Option: No Date - PO Date: [ ]

Ship To: [ a

Receipt Unit: | [G1001 a

Receipt Number From: [pooooo7oos Q. Receipt Number To: [ Q
*Recv Dt Opt: No Date - Receipt Date: [ El

Receiver Line From: | Q Receiver Line To: | Q

Pro Humber: | Q. Packing Slip: | Q Reset
Carrier ID: [ Q. Bill of Lading:

+ Additional Search Criteria

Max Rows 1o Return: Copy Entire Document
Ei Select All o Clear All

The Copy Worksheet page expands to include Receiver Lookup Criteria. SWIFT populated many fields
on the header, invoice lines and distribution lines from the PO Receipt.
e The Select Receiver Lines allows you to review information about the vendor or receiver as well
as goods or services that were purchased.

e Scroll to the right to review items about the purchase. Note, if you change items, e.g., Quantity
or Unit Price, there may be a match error.

e You can also review the Contract Information Page where you'll find the Contract ID,
Contract Version, Contract Line, Release Number, Category Line Number and Buyer ID.
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1. Check the Select box to ensure that the items from this line get copied.

2. Scroll up to and check the Copy Selected Lines box.

—

VERIZON BUSINESS

_ Information Contract Information

Max Rows to Return: Search | Copy Selected Lines |
Select All E‘ Clear All
Select Receiver Lines Find | View Al First K1 1071 I  ast
PO Business Unit c1001 PO Number: 3000002761 PO Date: 10M6/2014
Receipt Unit: @1004 Receipt Number: 0000007004 Receipt Date: 1072012014
Ship To: G104THFLOO  Pro Number:
Carrier 1D: Packing Slip:
Vendor ID: 0000302907  Bill of Lading:

First K0 4 014 I Last

Personalize | Find | View A1 | B | 2

Receipt L - o Merchandise Unmatched Purchase
Select Line Seq Item ID Description Quantity UCOM  Unit Price Amount Currency Qty (VUDM) UOM PO Order Price
TELEPHONE WALL
1E 1 121132 MOUNT, PUSHBUTT 10,0000 EA 50.00 500.00UsSD 10.0000 EA 50
< 1 | 3
Select All o Clear All

Invoice Information Updates

The voucher has now been established. SWIFT populates the Invoice Information Page with the
information from the PO Receipt that was copied. The Header is now populated with information about
the vendor such as the Vendor ID, ShortName, Location, Address, Goods/Services Received date, Pay

Terms, and Total amount.

1. IMPORTANT! Verify that each section has correct information for your new voucher.

2. On the header, use the actual receipt to add the following fields: Invoice Number, Invoice Date

and Invoice Receipt Date.

Invoice Information Bayments Voucher Aftributes
Business Unit: G1001 Invoice No:
Voucher ID: NEXT Invoice Date:

Voucher Style: Regular Voucher Accounting Date:

EX02.06.15.15 Action:
D5/06/2015 5 | v
D5/062015 B O Tax Exempt ' =

Vendor ID: Q
ShortName: Q
Location: ]

Invoice Receipt Date 05/06/2015 |5 Session Defaults
Service Period Begin Bl Attachments (0}
Date:

Goods/Services Received:05/08/2015 [H  commentsi0)

Customer Number:

The Invoice Lines section has information about the goods and services to be paid for such as
the Distribute by, Ship to, Item, Unit Price, Description, Category ID, UOM, and Quantity. These items

cannot be changed using a PO Receipt.
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Received By: |
Invoice Lines Find | View All First Bl 1 of 1 I | ast
=l
Line: 1 Item: 21132 Q  vom: EA Q
Distribute by: Quantity Unit Price: 50.00000 Quantity: |10.0000
Ship To: G104THFLOD Q, Line Amount: 500.00 [CIForce Price
SpeedChart: Description: [TELEPHONE WALL MOUNT, PUSHBUTT [ One Asset
Buyer ID: |D1105‘198 3, Category D 00017 Q, -
in B
e Override PO Pct.
Allocate by Pct.
Purchase Order & Receiver Info ' )
Sales/Use Tax
Associate Receiver(s)

The Distribution Lines section now has accounting information.

1. Onthe GL Ledger section, scroll over to see the ChartField items such as GL Unit, Fund, Fin
DeptID, Account and ApproplID.

2. Verify and accept the ChartFields and Budget Dates were copied correctly.
e The Budget Date for a voucher comes from the PO

e The Budget Date must always be before the Accounting Date, which defaults into today’s date.

Exchange Rate Statistics Assets
= — |
Copy 2 Merchandise . s 3 = Agcy Cost W Agcy Cc:
i Line PO Percent Percent Arat Quantity - GL Unit Fund Fin DeptliD 1 Account Cost 2
EE m 1 100.0000 100.0000 500.00(  10.0000 |MNUU1Q 1000Q, [G1031100Q a [sEo0ile [ o q
A —
ﬁ Save :EI MNotify _'.-:, Refresh E‘+ Add | | JZ Update/Display

Caution! If you scroll all the way over to the right on the Distribution Lines section, there is a Finalize
checkbox.

Perzonalize | Find | View J!k[l]-i-m :

Finalize PO Finalized

F N

|| ] | »

Do NOT check the Finalize option unless you are certain it is the last payment. For example, you
received fewer items than were originally stated on the original PO. Finalizing closes the Purchase Order
line. This will release any remaining encumbrance balance on the PO after the voucher has been paid.
Also use caution between fiscal years. A voucher can be finalized/un-finalized until the point where the
voucher is paid and a payment reference ID is available.
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Step 3: Enter information in the Payment Page

Once you've determined that everything on the Invoice Information page is accurate, you'll need to view
the Payments page to complete this part of the voucher cycle. As a reminder, there are two ways to
access the Payment page:

1. Go to the top of the Invoice Information Page and select Payments page

2. The bottom of the Invoice Information page has several reference hyperlinks, including
“Payments”.

The Payments page provides the details related to the payment to be viewed or updated as needed.
Most fields are prepopulated from the PO Receipt. Check these fields to ensure they are accurate.

3. Enter the Agency Origin.

4. If needed, update the Pay Terms or Prompt Date and any Messages that you want printed on the
remittance advice

Invoice Information | b Voucher Attributes
Business Unit: 51001 Invoice No: Ex02.06.15.15
Voucher ID: NEXT Invoice Date: 05/06/2015
Agency Origin: oo Q MME
Voucher Style: Regular“oucher *Pay Terms: 30 QNEHD
Prompt Date 06/05/2015
Total Amount: 0.00 Pay Reason r
Vendor Name: AALLWAYS ASSOC INC

5. Also, review the Payment Options section.

Note: Payment Options defaults from the vendor file and should not be changed. SWIFT does
allow an override for the Payment Option. Changes to this field are monitored.

Step 4: Complete your new voucher

1. Click the Save button at the bottom of either the Payments (displayed here) or the Invoice
Information pages.

*Action: Schedule Payment ¥ | Payment Date:
Pay: ¥  Reference:

5] save | [Z] Notify s Refresh
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o Ifit does, go to the Invoice Information page and check the box for the correct tax option.
e Click on the Calculate button.

e Click on Save.

Summary Related Documents

Business Unit: G1001

Voucher ID: 00040702

Voucher Style: Regular Voucher

Vendor ID: 0000302907 Q
ShortName: VERIZOM BU-001 (&}
Location: 001 Q
*Address: 1 Q
Advanced Yendor Search

Control Group: Q
Invoice Lines: 500.00
*Currency: usD|Q
Miscellaneous: =
Freight: ]
Sales Tax: o
Use Tax: 38.13 g
Total: 500.00
Difference: 0.00

| Calculate |

Also, after saving your voucher some fields will be automatically updated, such as:

e Voucher ID is assigned
e Payment Net and Discount Due Dates are determined

e Scheduled Payment Date is determined.

2. Also, after saving your voucher in the Payments page, there will be six pages at the top,
including the Summary page, which is used to check for errors.

Note the statuses on the Summary page. The statuses listed below are valid statuses for this type of
voucher. If you receive other status results, go to Lesson 2 to learn how to repair the errors.
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maated Documents Invoice Information Payments Voucher Aftributes Error Summary

Business Unit: 31001 Invoice Date: 01/12/2015
Voucher ID: 00010702 Invoice No: 12-3456-00
Voucher Style: Regular Invoice Total: 500.00 usD
Contract ID:
Vendor Hame: VERIZOM BUSIMESS Pay Terms: Met 30
505 HWY 169 N #600 Voucher Source: Online
MPLS, MN 55441-6448
Entry Status: Postable Origin: OML
Match Status: Ready Created: 02/05/2015
Approval Status: Pending Created By: 01087463
Post Status: Unposted Modified: 02/05/2015
Modified By: 01087463
ERS Type: Mot Applicable
Budget Status: Not Chicd Close Status: Open
Budget Misc Status: Valid
*View Related Payment Inquiry T o

Step 5: Run the Matching process

The Purchase Order, Receipt and Budget amounts must all match. The matching process ensures this
match.

WORKING WITH ASSETS:
e If you are matching the voucher with a purchase order receipt and it is an asset, you will need to

make sure that the PO Receipt’s profile information is populated with the asset information.

e Avoucher with asset transaction data should be created by copying the PO Receipt and not the
PO.

e The asset data should not be changed; however needs to be checked to verify it was correctly
copied from the PO Receipt.

e The PO Receipt and voucher interface transactions containing asset data need to match for the
asset to be successfully loaded into Asset Management with an “In Service” status. Notify Asset
Management of any discrepancies or changes.

GL Chart Exchange Rate e Assets " =K

Copy : Merchandise
Down e Amt

Business

: Profile 1D Asset 1D
Uit

Cuantity Asset

Bl =] 1] 0.00 ||

1. Use the Action list on the Invoice Information page to select the “Matching” process

2. Click on Run.
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ummary | Related Documents | Payments

S

Voucher Attributes Error Summary

Business Unit: G1001 Invoice No:
Voucher ID: 00010702 Invoice Date:
Voucher Style: Regular Voucher Accounting Date:

[12-2456-00
011212015 El
02/05/2015 [ [C]Tax Exempt

Action:

Matching -

Run

3. Before SWIFT runs the matching process, it will display a message to allow you to run the

matching process now or to wait.

o If you prefer to stay on this page and wait for this process to be completed, select Yes.

o If you prefer to complete other tasks and navigate away from this page, select No.

4. Check the information on the Summary Page

The Match Status should now say “Matched”. And, you are ready to run the Budget Check. If the Match
Status doesn’t say “Matched”, go to Lesson 2 to learn about how to repair errors.

505 HWY 169 N #600

MPLS, MM 55441-6448
Entry Status: Postable

Match Status: | Matched | Preview Approval

W Related Documents Invoice Information Payments
Business Unit: 1001
Voucher ID: 00010702
Voucher Style: Regular
Contract ID:
Vendor Name: VERIZON BUSINESS

Step 6: Run the Budget Check process

The budget-checking process checks encumbrances

associated with purchase orders. It will display
advance warning about all activities that might send controlled budgets over their approved amounts. It
also enables you to stop any transactions that might go over budget.

1. Use the Action list on the Invoice Information page to select the Budget Check process

2. Click on Run.

Woucher Attributes Emrar Sumimany

Sumimarny Related Documents W_Ea}frrarta
Business Unit: G1001 Inwoice No:
Voucher 10: D00 10858 Invoice Date:
Voucher Syle: Regular Voucher Accounting Date:

02042015 i [[]Tax Exempt

Action:

Budgst Checking

Rusn
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3. Respond to the message.

Similar to the matching process, before SWIFT runs the Budget Check process, it will display a message
to allow you chose to run it now or to wait.

o If you prefer to stay on this page and wait for this process to be completed, select Yes.
o If you prefer to complete other tasks and navigate away from this page, select No.

NOTE: Some AP staff enter a large volume of vouchers per day or vouchers with large amounts of
distribution lines. They can choose to allow matching and budget check to run in the overnight batch
process. In this case, the overnight process will automatically send vouchers that matched and budget
checked through the approval cycle.

4. Check the Summary Page

Budget Status should now say “Valid”. You are ready to run the Approval Process. If the Budget Status
doesn’t say Valid, go to Lesson 2 to learn about how to repair errors.

Entry Status: Postable
Match Status: Matched
Approval Status: Pending
Post Status: Unposted
Budget Status: Valid
Budget Misc Status: Valid

Step 7: Prepare the voucher for the Approval process

After reviewing the Summary Page and all of your statuses are accurate (Entry, match, and budget
status), you can run the Approval process.

1. Returnto the Invoice Information page.
a. The Voucher ID has been added. Write this ID on your voucher written documentation.

b. Runthe Approval process by selecting Submit for Approval on the Invoice
Information page.
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Summary

Business Unit:
Voucher ID:
Voucher Style:

Vendor ID:
ShortName:
Location:
*Address:

Advanced Vendor Search
Invoice Lines:

*Currency:
Miscellaneous:
Freight:

Sales Tax:

Use Tax:

51001
00010702
Regular Voucher

5

Related Documents m Payments

00.00
=
=
=

3813 5

Vouche

r Attributes

Error Summary

Invoice No:
Invoice Date:
Accounting Date:

VERIZON BUSINESS
505 HWY 169 N #8600
MPLS, MN 55441-6448

*Pay Terms: ﬂ

Basis Date Type:

Mon Merchandise Summary
Sales/Use Tax Summary

j2/0512015 [ [C]Tax Exempt

Invoice Receipt Date:

Service Period Begin Date:

Goods/ Services Received:
Customer Humber:

20 Q Net3o

Inv Date

Action:

Run

Session Defaults

Attachments (0}

Comments(0)
Preview Approval

Calc Basis Date
Withholding
im

Frint Invoice

| Submit For Approval

2. After the Approval process has been completed, you'll see an Approval History page showing

us that Approval is still pending. It may show you the name of the person who approves the

voucher.

Voucher Approval

— BUSINESS_UNIT=R2901, VOUCHER_ID=00000010, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Pending

Voucher Approval

Pending
®;.P APPR 01 R29 ALL

W_FS_VCHR_APPR_01

3. After you submit a voucher for approval, SWIFT displays an Approval Comments page. As an

option, you can use this page to send a message to the approver. Click OK when finished.

Business Unit
Voucher ID

Additional Details

Cancel

Approval Comments

G0201
00017747

Refresh

Congratulations! You have completed the AP Cycle of entering a voucher using a PO Receipt from
voucher entry through the approval process.
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Enter a Voucher Referencing “Purchase Order Only”

Topic Overview
Purchase Order Only is typically used for receiving only services and not goods.

SWIFT allows you to copy an entire PO on the voucher's Invoice Information page. Vouchers tie
together the vendor, invoice date, invoice amount, line items, distribution (accounting) information and
any purchase orders for individual vendor invoices.

Creating vouchers using Purchase Order Only follows the same steps as creating vouchers
using Purchase Order Receipts.

Warning!

e Purchase orders containing asset data are required to have a purchase order receipt to properly
interface asset information and assign asset statuses. Vouchers containing asset data should
always be created using a purchase order receipt.

e If a PO is created after the goods or services have been obtained, it is considered a MS 16A
violation, which must be noted on the voucher.

e Ifa PO or PO receipt do not exist and it is required, you will need to work with the buyer to
determine how to best proceed (e.g., create a PO, pay the invoice without a PO, or other options
as approved by your agency).

e All vouchers must be in compliance with State Policy #0809-01, Payment Requests, Preparation
and Approval.

After completing this topic, you should be able to:

e Create a voucher associated with a Purchase Order
o Copy worksheet information from the Purchase Order Only field into the voucher

¢ Follow the voucher created referencing a PO through the Accounts Payable Cycle
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Process Steps

Enter a Voucher Referencing “Purchase Order Only”
This topic covers how to create a voucher referencing a purchase order without a receipt.

Here are the steps to enter a voucher referencing a purchase order into SWIFT.

e Step 1. Use the Regular Entry - Add a New Value page to begin creating a new voucher
e Step 2: Enter information in the Invoice Information page

e Step 3: Enter information on the Payment page

e Step 4: Complete and save your new voucher

e Step 5: Run the Matching process

e Step 6: Run the Budget Check process

e Step 7: Submit the voucher for the Approval process

Preparation: Find and use the appropriate PO:

1. Navigation: Purchasing, Purchase Orders, Add/Update POs, Find an Existing Value
2. Enter in the Business Unit and at least one other field such as Vendor Name.

3. Click on Search.

| Add a New Value
>
PO ID: begins with -
Origin: begins with « Q,
Purchase Order Date: = - [#]
PO Status: = - -
Short Vendor Name: begins with - QL
Vendor ID: begins with - QL
Vendor Name: begins with - &}
Buyer: begins with - QL
Buyer Name: begins with - &'}
PO Type: = - -
Purchase Order Reference: begins with -
[l case Sensitive
Clear |Basic Search Save Search Criteria
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e Check the PO to ensure that it is the correct information for the voucher.
e Ensure that there are funds remaining.

e Check the lines to make sure you will enter the correct line. Some lines may have no funds
left in them. Or, they may reflect a past fiscal year which is no longer open.

e  Write down information you will need such as the PO number and the line number.

e Compare the PO with the contract to ensure that you can pay the invoice.

Step 1. Create a new voucher using Add a New Value

The Regular Voucher style is used most often as it meets the State’s accounts payable policy to have a
record of the encumbrance the purchase of goods or services. Use the regular voucher style for
referencing a purchase order without the receipt.

1. Navigation Links: Accounts Payable, Vouchers, Add/Update, Regular Entry

2. Onthe Add a New Value tab, enter the Business Unit.

3. Leave the default of “NEXT” in the Voucher ID field. SWIFT will automatically assign the next
number.

4. Select “Regular Voucher” in the Voucher Style
5. Click on the Add button.

It is best to only choose the business unit here to ensure the correct information from the PO is copied.

Find an Existing Value

Business Unit:
Voucher ID:
Voucher Style: Regular Voucher

Short Vendor Name: Q

Vendor ID: e}

Vendor Location: Q,

Address Sequence Number: 0a,

Invoice Number:

Invoice Date: El

Gross Invoice Amount: 0.00
Freight Amount: 0.00
Sales Tax Amount: 0.00
Misc Charge Amount: 0.00
Tax Exempt Flag

Estimated No. of Invoice Lines:

Add
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Step 2: Enter information in the Invoice Information page

When you select Add from the bottom of the Add a New Value page, the Invoice Information page
appears. This is where you will add the majority of the information from your invoice.

Go to the bottom of the header to the Copy From Source Document section. The Copy From option is
used to specify how and what information is copied from the PO to the voucher.

Payments Voucher Attributes
Business Unit: G1001 Invoice No: | Action:
Voucher ID: MEXT Invoice Date: E M
Voucher Style: Regular Voucher Accounting Date: 02/06/2015 [ [ Tax Exempt I Run
Vendor ID: Q Invoice Receipt Date: e Session Defaults
ShortName: Q Service Period Begin Date: H Attachments (0
Location:
Goods/Services Received: & Comments(0)
*Address:
Customer Number:

Advanced Vendor Search

Control Group: @ “PayTerms: = |30 QA pet3o

Invoice Lines: 0.00 Basis Date Type: Inv Date CalcBasis Date
“Currency: usplay Non Merchandise Summary [ Tem—

’7 —  Sales/lUse Tax Summary '

Miscellaneous: =

Freight: =

Sales Tax: =

Use Tax: 0.00 =

Copy From Source Document
Total: 0.00
PO Unit: (&}
Difference: 0.00 PO Number: Q Copy PO
Calculate Copy From: None - Go

1. Selecting the “Purchase Order Only” item complies with the State’s best practices. Selecting
the PO Only item copies the entire quantity from a PO line.

2. Then, click on Go.

Copy From Source Document
PO Unit: | Q
PO Number: | Q

Copy PO

Copy From: Purchase Crder Only - Go

The Copy Worksheet page appears.

1. Onthe Copy Worksheet page, fill in the PO Business Unit and the PO Number From (using the
Look Up button).

2. Make sure you check Select All and the click on Copy Entire Document.
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Copy Worksheet
Business Unit: G1001 Return to Invoice Information Voucher: MEXT
¥ PO Lookup Criteria
PO Business Unit: 1001 @, Minnesota Management & Budget | Reset | ["]View Matched /Cancelled Only
PO Number From: 000002735 Q PO Number To: | aQ
PO Line Number From: &} PO Line Number To: | QL
*PO Date Option: No Date v PO Date: | El
» Additional Search Criteria
Max Rows: . Search | | ~ CopyEntire Document |
Select Al O ciearan

The Invoice Information page is updated.

e SWIFT populates the Invoice Information page with the information from the Purchase Order.
e |IMPORTANT! Verify that each section has correct information for your new voucher.

e The Header is now populated with information about the vendor such as the Vendor ID,
ShortName, Location, Address, Pay Terms, and Total amount.

1. Use the actual invoice to find information to update the following fields: Invoice Number, Invoice
Date, Invoice Receipt Date and the Goods/Services Received Date.

Invoice Information Payments

Voucher Aftributes

Business Unit: 1001 Invoice No: |12'3"'5’3'?8 Action:
Voucher ID; NEXT Invoice Date: 01/19/2015 Ed _ il
Voucher Style: Regular Voucher Ccounting Date: 0172112015 [ [ClTax Exempt | Run
Vendor ID: 0000195572 Q. 5AND CREEK GROUP LTD THE |Invoice Receipt Date: | 0112112015 |[5) Session Defaults
. SAND CREEK-003
ShortName: — g glﬁ_m‘:r;:nﬁ“;msg Senvice Period Begin Date:| B attachments (o)
Location: ' |G<xx|sf$ewices Received: [01212015 [ commentsio)
*Address: 1 Q
Customer Number:
Advanced Vendor Search
Control Group: q  *PayTerms: &= |30 QU Net3o
Invoice Lines: 900.00 Basis Date Type: Inv Date CalcBasis Date
: Withholding
*Currency: usD/Q wm R
Miscellaneous: = Mon Merchandise Summary = =
—_— Frint Invoice
Freight: % salesiUse Tax Summary
Sales Tax: =
Use Tax: 0.00 =
Copy From Source Document
Total: 900.00
Difference: 0.00 PO Number: I GopyRE
Calculate | Copy From: None Co
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The Invoice Lines section has information about the goods and services to be paid for such as
the Distribute by, Ship to, Item, Unit Price, Description, Category ID, UOM, and Quantity.

1. Check this information to ensure it is accurate

2. Note: If you have a Blanket PO, you can modify some of the items such as Unit Price

and Quantity. If you select the Calculate button, it will update this information on this section as
well as the Distribution Lines section.

Received By: | '
Invoice Lines Find | View Al First &1 4 of 1 18 | ast
El[=
Line: 1 Item: QA vom: EA Q
Distribute by Quantity - 900.00000 1.0000
Ship To: G104THFLOO Q Line Amount: 900.00 [ Force Price
SpeedChart: Description: |E-‘\P seminar [Flone Asset
Buyer ID: |U11UB198 Q. CategoryID 01483 Q .
im I
: Calculate  Override PO Pct
 Allocate by Pct. |
Purchase Order & Receiver Info ' .
Sales/Use Tax
Associate Receiver(s)

The Distribution Lines section now has the accounting information.

3. Onthe GL Ledger field, scroll over to view the ChartField items such as GL Unit, Fund, Fin

DeptID, Account and ApproplD. Verify and accept that the ChartFields and Budget Dates were
copied correctly.

e The Budget Date for a voucher comes from the PO

e The Budget Date must always be before the Accounting Date, which defaults into today's date.

e Also, do not select Finalize unless it is your final payment.

Fosi K or1 D) aat

)| Exchangs Rate || Statistics || Assets

Copy : Merchandise = TN e
Disins Line PO Percent Percent At Quantity Budget Date Finalize PO Finalized

== 1 100.0000 100.0000 900.00)  1.0000 @, 020520155 & N

] | i B
S S

& save | [=] hofify | | s Refresh |Er Add | Update/Display

Invoice Information |F'a'fments |‘«"0ucher.£«tlri3utes

Step 3: Enter information on the Payment page
Once you've determined that everything on the Invoice Information page is accurate, you'll need to view

the Payments page to complete this voucher. As a reminder, there are two ways to access the Payment
page:
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1. Go to the top of the Invoice Information Page and select Payments Page

2. The bottom of the Invoice Information page has several reference hyperlinks, including
Payments.

The Payments Page provides the details related to the payment to be viewed or updated as needed.
Most fields are prepopulated from the Purchase Order. Check these fields to ensure they are accurate.

1. Select the correct Agency Origin.

2. You can also update fields such as the Pay Terms and add any Messages that you want printed
on the remittance advice.

Invoice Information '-' _ Voucher Attributes
Business Unit: G1001 Invoice No: |h 2-3456-78 Action:
Voucher ID: NEXT Invoice Date: [01/19/2015 E M
Agency Origin: 00 Q@ MMB
Voucher Style: Regular Voucher *Pay Terms: 30 Q MNet30 i
Prompt Date 02/20/2015
Total Amount: 900.00 Pay Reason -
Vendor Name: SAND CREEK GROUP LTD THE Schedule Payments
3. Click the Save button at the bottom of the Payments page.
™ T T T Sy
ﬂ’ExchangeRate || Statistics Aszszets
Copy A Merchandise : : & X Agcey Cost sw Agey Ce
Dervin Line PO Percent Percent At Quantity GL Unit Fund Fin DeptiD 1 Account Cost 2
EHE = 1 1000000  100.0000 500.00[  10.0000 [mnootl@ [1oo0cy [G1o31100Q, Q [a1z001ie [ la [ K
g [— p—| 5
ﬁ Save | [=] Motify | % Refresh E‘+ Add Update/Display]

Step 4: Complete your new voucher
1. After you save your voucher, you'll see that there are six pages at the top, including Summary
page, which is used to check statuses.

2. Gotothe Summary page and review the statuses.
These statuses mean that there are no errors on the voucher. How to handle any errors is
covered in Lesson 2.
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Entry Status:

Match Status:
Approval Status:

Post Status:

Budget Status:
Budget Misc Status:

Fostable

Ready
Pending

Lnposted

Mot Chi'd
Yalid

Step 5: Run the Matching process

1. Use the Action list on the Invoice Information Page to select the Matching process.

2. Select Run.

5

ummary Related Documents m_ﬂaymems Voucher Attributes Errar Summary

Business Unit:
Voucher ID:
Voucher Style:

G1001 Invoice Ho: [12-3456-00
00010702 Invoice Date: 01/12/2015 Ell
Regular Voucher Accounting Date: 02/05/2015 F [ Tax Exempt

Action:

Matching -

Run

3. Respond to the message.

Before SWIFT runs the matching process, it will display a message to asks you if you want to run it now

or to wait.

e If you prefer to stay on this page and wait for this process to be completed, select Yes.

o If you prefer to complete other tasks and navigate away from this page, select No. In this case,
you can search for the voucher later using the Voucher ID and check the Summary page to see if
the match process was completed.

4. Check the information on the Summary Page

The Match Status should now say Matched. And, you are ready to run the Budget Check. If the Match
Status doesn’t say Matched, go to Lesson 2 to learn about how to repair errors.

Business Unit:
Voucher ID:
Voucher Style:
Contract ID:

Vendor Name:

Entry Status:
Match Status:

'.' = = Related Documents Invoice Information Payments

G1001
00010702
Regular

VERIZON BUSINESS
505 HWY 169 N #8600

MPLS, MN 55441-6448
Postable

| Matched | Preview Approval
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Step 6: Run the Budget Check process

1. Use the Action list on the Invoice Information Page to select the Budget Check process

2. Click on Run.

Summany Related Documents PBayments Wouwcher Attributes Errer Summany

Business Unit: Invoice No: Action
Voucher ID: Invoice Date: Budget Lhacking
Voucher Style: Accounting Date: 02042015 # [[ITax Exempt Run

3. Respond to the message
Similar to the matching process, before SWIFT runs the Budget Check process, it will display a message
to allow you chose to run it now or to wait.

e If you prefer to stay on this page and wait for this process to be completed, select Yes.

e If you prefer to complete other tasks and navigate away from this page, select No.

NOTE: Some AP staff enter a large volume of vouchers per day or vouchers with large amounts of
distribution lines. They can choose to allow matching and budget check to run in the overnight batch
process. In this case, the overnight process will automatically sent vouchers that matched through
the approval cycle.

4. Check the Summary Page

Budget Status should now say “Valid”. And, you are ready to run the approval process. It still says
“Pending”. If the Budget Status doesn't say “Valid”, go to Lesson 2 to learn about how to repair errors.

Entry Status: Postable
Match Status: |l.1ati:hed |
Approval Status: Pending
Post Status: Unposted
Budget Status: Valid
Budget Misc Status: Valid

Step 7: Prepare the voucher for the Approval process
1. After reviewing the Summary Page and all of your statuses are accurate (entry, match, and

budget status), you can run the approval process. On the Invoice Information page, select
Submit for Approval.
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Summary
==

Related Documents
=

Business Unit:
Voucher ID:
Voucher Style:

& Payments Woucher Attributes Error Summary

S = =
G1001 Invoice No: EX02.06.15.15 Action:
00010786 Invoice Date: 05/06/2015 El v
Regular Vioucher Accounting Date: D5/06/2015 [# Tax Exempt Run

05/06/2015 |[H] Session Defaults

Vendor ID: 0000215946 Q  AALLWAYS ASSOC INC Invoice Receipt Date:
ShortName: AALLWAY'S A-001 Q ;Eﬁc?R'_I'E?«’?E?\E" CI)TNRSDS' . Service Period Begin [ Attachments (0)
Location: 001 Q e Date: . wred:05/06/2015 )

l'— Goods/Services Received:"="=2! B comments(o)
Address: Q Customer Number: Preview Approval
Advanced Vendar Search
Invoice Lines: 50.00 *Pay Terms: =10 Q. Net3o .
*Currency: USDQ,  Basis Date Type: Inv Date W

Withholding
Miscellaneous: T Non Merchandise Summary ===
rint Invaice
Freight: ﬂ Sales/Use Tax Summary
Submit For Approval

Sales Tax: il | 2 |

2. After the Approval process has been completed, you'll see an Approval History page showing
us that Approval is still pending. It may show you the name of the person who approves the

voucher.

Voucher Approval

~ BUSINESS_UNIT=R2901, VOUCHER_ID=00000010, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Pending

Voucher Approval

Pending

C]

AP _APPR 01 R29 ALL
W_FS_VCHR_APPR_01

3. After you submit a voucher for approval, SWIFT displays an Approval Comments page. As an
option, you can use this page to send a message to the approver. Click OK when finished.

Congratulations! You have completed the AP Cycle of entering a voucher using a Purchase Order from
voucher entry through the approval process.

Now that you completed this topic, you should be able to:
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Create Direct (non-Purchase Order) Vouchers

Topic Overview

This topic covers how to create a voucher directly without referencing a purchase order.

Direct entry vouchers are rarely used because most state purchases are transacted through a purchase
order. Create a direct entry voucher when payment in advance is required. Examples of advance
payment transactions are airfare, subscriptions, conference registration fees, or payment to legislators for
their per diem expenses.

e Direct vouchers are subject to budget check and are submitted for approval the same as PO-
based vouchers.

e No matching is done because there is no Purchase Order or PO Receipt to match. However, this
will require more data entry.

After completing this topic, you should be able to:

e Create a voucher directly without referencing a purchase order
e Follow the standard steps for entering a regular voucher in SWIFT

e Understand and enter ChartField information
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Process Steps

Create Direct (non-PO) Vouchers

This topic covers how to create a voucher directly without a purchase order.

Steps to complete:

Step 1: Use the Regular Entry — Add a New Value page to begin creating a new voucher
Step 2: Enter information in the Invoice Information page

Step 3: Enter information on the Payment page

Step 4: Complete and save your new voucher

Step 5: Run the Budget Check process

Step 6: Submit the voucher for the Approval process

General Tips for Directly Entering Vouchers

A new voucher must be created for every purchase.

There must be a record of the receipt such as an expense report or approval form authorizing the
purchase.

Payment should be made only for the actual quantity received.

Use the vendor receipt or invoice to enter the required items in SWIFT.

. Create a new voucher using Add a New Value page

Navigation Links: Accounts Payable, Vouchers, Add/Update, Regular Entry
Enter the Business Unit.

Leave the default of “NEXT” in the Voucher ID field. SWIFT will automatically assign the next
number.

: Use your receipt or invoice from the vendor to enter these fields.

Select “Regular Voucher” in the Voucher Style
Enter Vendor ID or ShortName. You can use the Look up button to search by name.

Once you enter this information, it automatically populates the Vendor Location and Address
Sequence number with the default values. If a different location is specified on the invoice,
update the location. Never change the address sequence number. The address defaults based
on the location selected. Correct the location instead.

Enter the Invoice Number.
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8. Enter the Invoice Date. This field is used to calculate sales tax.

9. Enter the Gross Invoice Amount.

Find an Existing Value

Business Unit:

[Voucher ID:

oucher Style:
Short Vendor Name:
[Vendor 1D:

Vendor Location:

Address Sequence Number:

Invoice Number:
Invoice Date:

Gross Invoice Amount:

Freight Amount:
Sales Tax Amount:
Misc Charge Amount:
Tax Exempt Flag

Estimated No. of Invoice LI'I'M?S:.

[R2901 |
INEXT

Reqgular Voucher

[CARVER S0I-001 |Q
(0000192555 Q)
[001 Q

1Q

[0000-2011-1
(0172312015 [5)

2000.00
0.00
0.00
0.00

1

Carver Soil and Water

11360 Highway 212 #6
Cologne, MN 55322
Phone 952-466-5211
952-466-2070

TO:
Maria Abedi- Tari
Department of Natural Resources

CARVER
jsoIly & WATER
CONSERVATION DiSTRICT

INVOICE #0000-2011-1
DATE: 1/23/2015

SHIP TO:
Marcus Vang
Department of Natural Resources

500 Lafayette Road 500 Lafayette Road
St. Paul, MN 55155-4040 St. Paul, MN 55155-4040
(651) 296-6157 (651) 296-6157
(888) 646-6367 (888) 646-6367
CATALOG SHIPPED F.0.B.
SALESPERSON TEM REQUISITIONER ia POINT TERMS

Maria Gonzales 28745 UPs Net 30

QUANTITY UNIT PRICE TOTAL
2 Water Pump, 91-92 L8000 W/7.8ENG $1,000.00 | $2,000.00

susTOTAL | 52,000.00

SALES TAX

SHIPPING & HANDLING

TOTAL DUE

Make all checks payable to Carver Soil and Water.
If you have any questions conce rning this invoice, contact: Maria Gonzales at 952-466-

5211 or mgonzales@co carver mnus

Thank you for your business!

10. Complete the remainder of the fields as applicable.

Fields on the Add a New Value page.

Field

Field Description

*Invoice Number

This field is a referencing number that a vendor uses to identify their
associated paperwork requesting payment for goods or services.

Amount

Gross Invoice

This field is used to enter the total amount from the vendor’s invoice.

Freight Amount

This field is used to enter any related freight charges.

Sales Tax Amount

This field is used to enter appropriate sales tax related to this voucher.
Note: If you input the sales tax here, it will be subtracted later.

Misc. Charge Amount

This field is used for other charges that are not freight or sales tax.

Tax Exempt Flag

If the payment is not subject to sales or use tax, select this check box. This
option should not be selected unless you are sure of the tax exempt status.

Estimated No. of
Invoice Lines

SWIFT will populate the next section with the number of lines specified here

11. Click

the Add button.
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Step 2:

Enter information in the Invoice Information page

When you select Add from the bottom of the Add a New Value Page, the Invoice Information page
appears. This is where you will add the majority of the information from your invoice.

A. The

Header section defines common information about the invoice. On the header, you'll notice that

several items were pre-populated including: Business Unit, Invoice ID and information about the vendor.

i -' Payments Voucher Attributes

Business Unit: R2901 Invoice No: 0000-2011-1

Voucher IDx MEXT Invoice Date: 012312015 il

Voucher Style: Regular Voucher Accounting Date: 0/27i2015 [# [CTax Exempt

Vendor ID: (0000192855 Q CARVER SOIL & WATER [invoice Receipt Date: |~ 101/27/2015 [

. CARVER S01-001 |
Shorthame: IUU1 g 2;103&?@'_'5]?;21:\12 5#55322 Service Period Begin Date:l Eﬂ
ion: , I

Location: [GoodsiServices Received] p1/27/2015 [

*Address: |1 Q
Customer Number: |
Advanced Vendor Search
Control Group: | (e} Il Q Net30

A 0N PE

Enter the Invoice Receipt Date, which is the date the invoice was received.
Enter the Goods/Services Receipt Date, which is the date the goods or services were received.
The Pay Terms field is required. The default is Net 30.

Enter any other fields as applicable. For example, the Customer ID is an optional field. Itis the
unique number assigned by a vendor on the invoice.

B. The Invoice Lines section is where you enter details about the goods and services that were billed.

El=

Line: 1 ltem: 287439 Q. [uom: EA Q
*Distribute by: Amount - Unit Price: 1,000.00000 Quantity: | |2-0000
Ship To: [R291000221 Q Line Amount: 2,000.00 [l one Asset
SpesdChart: [ Q Description: [WATERPUMP,31-92 L8000 Wi7 8BENG
IBuyerID: I |00239495 Q, Category D &}

1. Scroll down to the Invoice Lines section.

2. If the item was selected by a catalog, you can use the Look Up button to search for the Item.

3. Enter the UOM (Unit of Measurement). “EA” (EACH) is commonly used. Or, you can use the

Look Up button to search for the appropriate unit.

4. Enter information in the Unit Price field.

5. Enter the number of the items purchased in the Quantity field.

6. Enter the Buyer information. You can use the Look Up button to search for the buyer.
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C. The Distribution Lines section allows you to include the chart of account details that are used to pay
for this purchase. An Invoice Line can have one or more Distribution Lines.

Each Chart of Account is called a ChartField. There are six ChartFields that combined define specific

transactions.

e Statewide ChartFields:

Fund, Department ID or Financial Department ID, Account, Appropriation ID and Account.

e Agency Reporting ChartFields:
Statewide Cost, Agency Cost, SubAccount, Agency Cost 1 and Agency Cost 2

e Project/Grant Reporting ChartFields:
PC Business Unit, Project, Activity, Source Type, Category and Sub-Category

Fields on the Distribution Lines Section.

Field

Field Description

Fund

Fund is an independent fiscal and accounting entity with a self-balancing
group of accounts. It records cash and/or other resources together with all
related liabilities, obligations, reserves and equities. These resources are
split out for the purpose of carrying on specific activities or attaining certain
objectives following special regulations, restrictions or limitations.

Fin Dept ID

Fin Dept ID (financial department identifier) represents the organizational
function to which expenditures and other activities must be applied. The
department structure should represent the organizational structure of an
agency or department. Combined with other ChartField values, Department
IDs form the basis for department budgets that track revenues and
expenditures.

Account

The Account ChartField classifies the nature of a transaction such as "cash
and "supplies.” The values in this field determine whether it is an asset,
liability, equity, revenue or expenditure. All transactions in SWIFT will have
an Account.

Appropriation

An appropriation legally authorizes spending or the collection of receipts as
specified in session laws or state statutes.

Appropriation ID

An appropriation ID is a 7-character alphanumeric identifier. It indicates a
single appropriation account that controls the total amount of an agency's
expenditures.

PC Business Unit

A Business Unit generally represents a legal entity. PC (Project Costing) is
an operational subset of a business unit.

Project

Project is the primary Project Costing ChartField used to capture additional
information useful for grant and project accounting.
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Field

Field Description

Activity

Activity is a Project Costing ChartField that specifies the funding source of a
Project.

Source Type

Source is a two-character identifier for the origin of the journal, e.g., AP
represents accounts payable. Source Type is a Project Costing ChartField
representing a category of costs or revenue.

Category

Category refers to the level at which the budget is controlled: Category 1 is
payroll and benefits; Category 2 is all other budgeted expenditures; and
Category 3 is all non-budgeted expenditures.

SpeedChart

SpeedChart keys can be defined with multiple accounting distributions and
are used during data entry instead of the individual ChartField
combinations. Sets up categories for direct entry vouchers.

Note: SpeedCharts can be very helpful with multiple vouchers using the same Chart of Accounts. The
SWIFT Help Desk can help you set them up using a standard form.

Your agency’s accounting department or supervisor can provide the appropriate values for the following

fields. .

1. Scroll down to the Distribution Lines section and the GL tab. You'll notice that some of the fields
have been populated already from the Invoice Lines (e.g., Merchandise Amount and Quantity).

2. Enter the Fund.

3. Enter the Fin Dept ID.
Note: This ChartField string begins with the same 3 characters as the Business Unit.

4. Enter the Account.

5. Enter the AppropID ID.
Note: This ChartField string begins with the same 3 characters as the Business Unit.

6. If your agency requires projects, you'll also need to populate these values: PC Business Unit,
Project, Activity

7. Once you've determined that everything on the Invoice Information page is accurate, you'll need
to view the Payments page to complete this voucher. Click on the Payments link.

i [ESSRpRT
Exchange Rae Sallsiics Asoels =]
[““EI{ Lins  Marchandiss Amt Quantity sGLUME  Fund FinDeptd  ApeyCost1 account ,_’,1:; Ay Cost2 AppropiD E‘Efl‘s
+] [= 2,000.00 20000 MNOD1| Y, Q a Q
4 I
= se | <] woty | | Refesh =¥ A3d | F| UpdseDieplay
| = Info tion '.':_“ =r Attriburt;
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Step 3: Enter information on the Payment page.

The Payments Page provides the details related to the payment to be viewed or updated as needed.

Invoice Information

Business Unit:
Voucher ID:

Voucher Style:

Total Amount:

Vendor Name:

Youcher Attributes

1001 Invoice No: Ex02.06.15.15
NEXT Invoice Date: 05/06/2015
Agency Origin: oo Q WMMBE
Regularoucher *Pay Terms: 30 QNEHD
Prompt Date 06/05/2015
0.00 Pay Reason r

AALLWAYS ASS0C INC

1. Select the correct Agency Origin.

2. You can also update fields such as the Pay Terms, Prompt Date, Discount, Scheduled Due Date,
and add any Messages that you want printed on the remittance advice.

Field Field Description

Discount Calculates based on the Pay Terms selection above and cannot
be manually changed.

Scheduled Due The Scheduled Due date is calculated by adding the Pay Terms

to the Invoice Date. To specify a Scheduled Due date, enter the
date in the Scheduled Due field and click the Schedule
Payments button. The system automatically calculates

the Scheduled Due date after the voucher is saved

3. Click the Save button at the bottom of the Payments page.

*Action:
Pay:

2 Save | [Z] Notify

Schedule Payment ¥ | Payment Date:
Y | Reference:

i Refresh
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Step 4. Complete your new voucher

After you save your voucher, the SWIFT system will alert you of any errors and it will perform a series of

validation checks.

o Now there are six pages at the top, including the Summary page, which is used to check for

errors.

e Gotothe Summary page and review the statuses.
These statuses mean that there are no errors on the voucher. Lesson 2 covers how to handle

any errors.
Entry Status: FPostable
Match Status: Mo Match
Approval Status: Pending
Post Status: Unposted
Budget 5tatus: Mot Chicd
Budget Misc Status: Yalid

Step 5: Run the Budget Check process

1. Use the Action list on the Invoice Information page to select the Budget Check process.

2. Select Run.

Summary Related Documents | 1 Payments Voucher Attributes Error Summary

Business Unit: R2901 Invoice No: 0000-20711-1

Voucher ID: 00222507 Invoice Date: 01/23/2015 El

Voucher Style: Regular Voucher Accounting Date: 012712015 F [ClTax Exempt

Action:

Budget Checking -

Run

3. Respond to the message.

Before SWIFT runs the Budget Checking process, it will display a message to asks you if you want to run

it now or to wait.

o If you prefer to stay on this page and wait for this process to be completed, select Yes.

o If you prefer to complete other tasks and navigate away from this page, select No. In this case,
you can search for the voucher later using the Voucher ID and check the Summary page to see if
the Budget Checking process was completed.

4. Check the information on the Summary page. Here are the statuses that tell you that this

voucher is ready for the approval step.
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Entry Status: Postable
Match Status: Mo Match
Approval Status: Pending
Post Status: Unposted
Budget Status: Valid
Budget Misc Status: Valid

Step 6: Prepare the voucher for the Approval process

1. Returnto the Invoice Information page.
a. The Voucher ID has been added. Write this ID on your voucher written documentation.

b. Run the Approval process by selecting Submit for Approval on the Invoice Information

page.
Summary || Related Documents — Payments | Youcher Aftributes |~ Error Summary
Business Unit: G1001 Invoice No: Action:
Voucher ID: ooo10702 Invoice Date: h
Voucher Style: Regular Voucher Accounting Date: p2i0si2015 [ [l Tax Exempt Run
Vendor ID: VERIZON BUSINESS Invoice Receipt Date: Session Defaults
ShortName: 505 HWY 169 N #6500 . X . ) N .

— MPLS, MM 55441-6448 Service Period Begin Date: Attachments (0}
Location:
. Goods/Services Received: Comments(0}
Address: Customer Humber: Preview Approval
Advanced Vendor Search
Invoice Lines: 500.00 *Pay Terms: = | A peta3o
*Currency: Basis Date Type: Inv Date CalcBasis Date

¥ Withholding
Miscellaneous: = -]
Freight: = Mon M di 1 z
g Mon Merchandise Summar TEmT e
: »1  Sales/Use Tax Summary

Sales Tax: ‘ Submit For Approval
Use Tax: 3813 ©

2. Review the Approval History page that appears after the approval process is complete. It will show
you that approval is still pending. It may show you the name of the person who approves the
voucher.

Voucher Approval

— BUSINESS_UNIT=R2901, VOUCHER_ID=00000010, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Fending

Voucher Approval

Pending
AP APFR 01 R29 ALL
M_FS_WVCHR_APPR_01
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3. After you submit a voucher for approval, SWIFT displays an Approval Comments page. As an
option, you can use this page to send a message to the approver. Click OK when finished.

Approval Comments
Business Unit G0201

Voucher ID 00017747

Additional Details

Cancel  Refresh

Congratulations! You have completed the AP Cycle from Voucher Entry through the Approval
Process.

Now that you completed this topic, you should be able to:
e Create a voucher directly without referencing a purchase order
e Follow the standard steps for entering a regular voucher in SWIFT

e Understand and enter ChartField information
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Lesson Summary

Having completed this lesson, you should now be able to:

e Create a new vouching using Add a New Value to enter a Regular Voucher into SWIFT
e Understand which information is needed on the Invoice Information Page

e Copy a Purchase Order Receipt or a Purchase Order into a Regular Voucher to create a new
voucher in SWIFT

e Create a voucher using direct entry
e Review the Summary Page to check for potential errors
¢ Run the Matching and Budget Check processes to prepare for Approval.

e Learn about specific terms used for creating regular vouchers in each of the process steps
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Lesson 2: Voucher Maintenance (Error Correction)

Lesson Overview

In SWIFT, there are different types of processes that need to be initiated to prepare vouchers for
payment. The types of processes that used are:
e Voucher Build:

This process is used to create vouchers (most often) from payables information interfaced from
third party systems into SWIFT AP

e Matching Process:
This process was described in Lesson 1.

e Budget Checking:
This process was described in Lesson 1.

e Voucher Post:
This process creates accounting entries ready to be moved to the General Ledger.

After each process runs, errors may surface. Before the voucher moves forward in the Voucher Lifecycle
and gets paid, all errors must be resolved. You will need to ensure that any and all errors are resolved so
that payments may be made on time.

Voucher Entry Sources
Error corrections are different depending upon the method or source used to enter the voucher.
1. Individual or Online Voucher Entry:

Most vouchers are entered online via the voucher entry methods described in Lesson 1. Typical
errors for this type of voucher entry are matching and budget checking errors.

2. Voucher Build:

Some state agencies use an interfaced process to build vouchers using another accounting system.
Check with your agency to see how voucher build errors are resolved.
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Key Terms for Voucher Maintenance

Terms

Term Description

AppWorx

This is the Batch Scheduler. It runs the voucher processes multiple times
throughout the day and once nightly. Building, matching, budget checking,
and voucher approval routing occur during this process, if you choose not to
run during voucher creation.

Closing a Voucher

Use this process when a voucher has already run through the voucher
posting process and the voucher must be discarded. The voucher
must NOT have been paid or selected for payment.

Deleting a Voucher

This is allowed if the voucher is unpaid and has NOT yet gone through the
voucher posting process. This process discards the voucher and does not
require action from supervisors.

Match Workbench

A SWIFT page and processes that support troubleshooting matching errors.

Quick Invoice

A voucher created from the voucher build process.

Unmatch Required for error correction if the error occurred in a purchase order-based
voucher.
Unpost Required for all voucher effort corrections if the voucher post process is

complete and the accounting entries have been prepared for the GL.

Voucher Build

A process that received information submitted to AP from agency AP
subsystems and constructs a SWIFT voucher.

Voucher Post

The voucher post process prepares the accounting entries picked up by the

Journal Generator to post to the General Ledger.

e Vendor account balances are updated, and corresponding financial
information is stored on tables until the Journal Generator is used to
create a journal entry.

e Vendor account balances are updated. Accounting entries for applying
withholding and freight are created.
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Accounts Payable Life Cycle for Error Correction

You must know how to research and resolve the errors before the voucher can be paid. If the voucher
has already been paid, you must take appropriate action directly with the vendor.

e Step 1. Voucher Build Errors
Vouchers are created through manual online data entry or interfaced and created through the
voucher build process. If SWIFT detects an error after the voucher has been saved, the error
must be corrected before it can move further.

e Step 2: Matching Errors
After an initial error has been corrected, the voucher can be matched if it originated from a PO or
PO receipt. If matching errors surface, you can correct the errors by navigating to the Match
Workbench in AP or by navigating to the Summary page and clicking on Exceptions.

e Step 3: Budget Checking Errors
After you correct the matching errors, you can run the budget checking process — either after
saving the voucher or wait until the batch process during the day or nightly. If an error occurs
here, any PO-based vouchers must be Unmatched before you can change the voucher.

e Step 4: Submit for Approval
After all of the errors have been corrected and the updated voucher is saved, you can resubmit
the voucher for approval.

e Step 5: Voucher Posting Process
The voucher posting process runs and creates journal entries. If an error occurs at this step, you
must get the voucher unposted by the approver; unmatch the voucher if it is PO-based, update
and save the corrected voucher, and allow the voucher to be picked up and processed during the
nightly posting process.

e Step 6: Voucher Approval
If the voucher is error-free, it can be approved.

Handle Common Errors
Match Exceptions:

e A Match Exception Matrix is available in the Appendix of this User Guide to help you determine
how to resolve common errors and who is responsible for the error (voucher entry or buyer).

Updating a Posted Voucher:
e Once a voucher has been posted, you cannot change any voucher fields that would have an

impact on accounting entries (costs, quantities, ChartField values, etc.). The unpaid voucher will
need to be unposted if updates are required.

e The only information that can be changed on a voucher after posting is descriptive information,
for example: an invoice number, item number, item description or comments.
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e If you want to make changes to accounting information, you must unpost to update it before
Voucher Post runs or close the voucher after it has run. Only approver-level employees may
unpost vouchers (and it must be the person who approved the voucher).

Reference a Purchase Order (PO)

e |If a PO needs to be changed, be sure no vouchers are in process against it. If there are, delete
the vouchers first. Then make the change to the PO, and re-create the voucher.

e POs mistakenly set up as Quantity instead of Amount Only will be fully receipted and matched.
This can cause problems. Before making the change to the PO, cancel any open receipts and
delete any pending vouchers.

e POs must have a PO Status of “Dispatched” to be paid against; if it says “Approved,” the PO
hasn’'t been dispatched yet, and no voucher can be paid against it.

e The Encumbrance Balance on a PO must show at least the amount that needs to be paid out on
your voucher; otherwise, the voucher will not be paid.

e |If the PO distribution line was closed in error, another line needs to be added to the PO with the
new pay-out amount in order for the voucher to be paid.

Work with Vouchers

e Handle Late Charges: To account for late charges on a payment, add another line to the voucher
on the Invoice Information tab citing the late charge account created for this purpose. Then, on
the Payments tab in the Pay Reason field, choose “Late.”

e Adjustment Voucher/Credit Memo: All credits must be handled manually. Keep track of these
credits in a spread sheet. Then, the next time you pay the vendor, you can deduct the credit
amount from the payment and include an explanation in the Message field at the bottom of the
Payment tab.

e Unable to find voucher: It is probably either fully matched or associated with an Amount Only PO
and fully receipted.

e Change information that printed on the warrant (e.g., the agency contact information):
The Agency Origin field on the Payments tab determines the information that appears on this
section. If you cannot resolve this issue using the Payments tab, review the Agency Origin code.

0 You can find this code by running a query.
Navigation: Reporting Tools, Query, Query Viewer, M_AP_AGENCY_ORIGIN.
Select HTML or Excel hyperlink. When the new tab displays, type in your
agency's Business Unit and click on Enter.

o If one of these codes needs to be changed, email the SWIFT Help Desk via
email. swifthelpdesk.mmb@state.mn.us
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e Avoucher needs to pay immediately: Change the Pay Terms field on the Invoice Information
tab to “000.” If this field is grayed out, you do not have the access to change the Pay Terms.
Contact the SWIFT Help Desk via email. swifthelpdesk.mmb@state.mn.us

AP2 —Voucher Entry, Maintenance and Approval

e Avoucher needs to pay on a specific date: Change the Scheduled Date on the Payments tab to
the date you need. If this field is grayed out, you don’t have the access to change the Scheduled
Date. Contact the SWIFT Help Desk via email. swifthelpdesk.mmb@state.mn.us

After completing this lesson, you should be able to:

e Troubleshoot Voucher Build errors (if designated by your agency)
e Update vouchers

e Review and resolve Match Exceptions

e Use the Match Workbench to unmatch a voucher

e Review/Correct Budget Check errors

e Unpost a voucher

e Delete a voucher

e Close a voucher

e Look up unpaid vouchers and find common reasons for not being paid
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Review and Resolve Interfaced Vouchers Errors

Topic Overview

Voucher build is a batch program that builds vouchers from other external systems that interface to
SWIFT. Once these interfaced vouchers are successfully built, Voucher Build calls the Voucher Edit
process to check the newly assembled vouchers.

The Voucher Build process does the following:

e Associates purchase orders and receipts (receivers) for vouchers based on the Voucher Build

Criteria

Creates control groups

Enters miscellaneous charges

Checks header and line balances and logs any errors

Creates payment records, if required

Associates purchase orders or receipts (receivers) using fields such as: the Purchase Order ID,

Item ID, Quantity and Price to find the key fields to the purchase order or receipt lines

e Uses key fields to create voucher distribution records and copy purchase order and receipt fields
to the voucher lines

When there are errors on interfaced vouchers, use the Voucher Build Error Detail page. This page
allows you to review details on process errors on vouchers. It will bring you to the error to resolve it.

Common Errors on the Voucher Build Process:

e Missing information on the Invoice Information page.
e Incorrect accounting information such as the Business Unit.
e Duplicate vouchers.

The Voucher Build process is comprised of two sub-processes: Voucher Pre-edit and Voucher Edit

1. Voucher Pre-edit errors prohibit the transaction from being processed by voucher edit
processing. These are the same errors SWIFT identifies while saving after online entry. To
update these errors, go directly to the voucher and edit them. Here are the most common pre-
edit errors:

Invalid Business Unit

Invalid Vendor

No default Location for Vendor
No Invoice Date

Invalid vendor Location

Invalid Vendor Address

Invalid Voucher Origin

2. Voucher Edit errors on interfaced vouchers are resolved through the Voucher Build Error Detail
page. These vouchers have a “Recycle” status. Voucher Build Error Detail process is detailed in
this lesson.
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Note: You will need the “Voucher Maintenance Error Detail” role in order to access this page.

After completing this topic, you should be able to:

®* Navigate to the Voucher Build Error Detail page.

® Retrieve vouchers with voucher errors.

® Review and determine the appropriate action for correcting a voucher error.

® Correct voucher errors.

®* Run the Budget Checking process after saving the corrected voucher.

®* View the budget check status for a voucher after running the Budget Checking process.

* Verify the voucher with errors no longer exists in the search results of the voucher build errors.
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Process Steps

Review and Resolve Interfaced Voucher Errors

Steps to complete reviewing and resolving interfaced voucher errors

e Step 1: Use the Voucher Build Error Detail search page to find errors.
e Step 2: Use the Voucher Build Error Detail page to identify and correct the error.
e Step 3: Caorrect errors on the voucher.

e Step 4: Verify that the voucher no longer has errors.

Step 1: Use the Voucher Build Error Detail search page to find errors.

Once you identify that there are voucher build errors, you will need to determine the cause of the error
and the appropriate corrective action. The Voucher Build Error Detail process will help you find the
voucher and correct any errors.

1. Navigation Links: Accounts Payable, Vouchers, Maintain, Voucher Build Error Detail

2. Populate as many search fields as you want to retrieve the desired voucher. To find all of the
vouchers in error for your business unit, enter the Business Unit and click Search.

v

Business Unit: = - G1001 Q
Voucher ID: begins with -

TSE Run 1D: - -

Origin: begins with -

Control Group ID: begins with -

Vendor ID: begins with -

Buying Agreement ID: begins with -

Invoice Humber: begins with -

Invoice Date: = - [#]
Voucher Source: = - -

[[]case Sensitive

Search Clear |Basic Search [E] Save Search Criteria

3. Onthe Search Results page, click on the Voucher ID to select it. This will take you to the
Voucher Build Error Detail page.

Search Results

fiew All First 4] 22 3] Last
Business Uni§ Voucher IDJTSE Run ID Origin Control Group 1D Vendor 1D Buying Agreement D Invoice Number Invoice Date Gross Invoice Amount Transaction Currency Voucher Source
G0201 00114936 14062969 ONL |(blank) PLACEHOLDR (blank) 0220002344 04/07/2015 |1962.21 usD Cnling
G0201 00115002 14062968 |OWL |(blank) GORD000D00 |(blank) IDC 15007 4TH QTR FY1505/12/2014 |10974.73 usD Cnline
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Step 2: Use the Voucher Build Error Detail page to identify and correct the error.

1. The Voucher Build Error page shows you the errors by Header, Invoice Lines and Distribution
Lines, depending upon the error. For example, the Invoice Lines section below provides
information about which field is in error and a message explaining the error.

2. Click on the Correct Errors link to view the voucher.

Voucher Build Error Detail

Business Unit: G020 Voucher ID: 00114935

Header Emors T
1

Field Mame Message

Merchandise Amount ‘Voucher Merchandise Amount 196221 <= sum of inwoice line amounts 557.51.

Fil’Etn‘IDf‘IEL.EEt

Line Field Mame Message

2 Merchandize Amount Invoice line Merchandize Amount .01 <= sum of Distrib Line amounts .02,

L. Retumto Search | [ZF] Maotify

3. SWIFT brings you to the original interfaced voucher where the error occurs.
Step 3: Correct errors on the voucher.
The Summary page shows the status of this voucher. Vouchers that are flagged with errors during the
“Voucher Edit Sub-Process” are assigned the status of Recycle.
1. You can also see the specific errors by selecting the Error Summary tab.
e Here you will see the field name that was in error and a message describing the error.

e Note: Combination Editing (combo edits) are used to enforce rules related to required
ChartFields. If certain ChartFields are not populated with a valid value, a combo edit error
will be received

e Select the Return button.
_§ummary' Related Documents Invoice Information Payments “foucher Attributes

Business Unit: GO201 Invoice Number: 0220002344
Voucher ID: 00114938 Invoice Date: 04072015
Style: Regular Total: 1,982 uso
Header Emmors Personalize | |
Field Name Message
Merchandise Amount “oucher Merchandise Amount 1862 21 <> sum of invoice line amounts 597 51.

% First Bl 1011 1 Last

Line Field Name Message
2| Merchandise Amount Inwoice line Merchandise Amount .01 <> sum of Distrib Line amounts .02.
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2. Most errors are in the Invoice Information page. Click on it.
e The Review Errors button (yellow triangle) shows where the error occurs. In this case, the error
is in the Header. Also, you can see that there is an error in the Invoice Line amounts.
e The red circle shows the error.
¢ Inthis example, the voucher is out of balance. The amounts in the Header, Invoice Lines and
Distribution Lines do not match.
¢ Notice if some areas that were copied from the original voucher are missing. For example, if the
voucher was interfaced from a subsystem, the Invoice Date and Goods/Received Date fields
remain populated. If it was routed directly from Accounts Receivable, you'll need to reenter those
date fields.
Summary Related Documents Payments ‘foucher Attributes Error Summary
Business Unit: G201 Invoice No: |DC15007 4TH QTR P15 Action:
Voucher 1Dz 00115002 Invoice Date: 0512/2014 i'J
Voucher Style: Regular Voucher Accounting Date: 04/30/2015 Bl [ Tax Exempt Run
Vendor ID: GSRO000D00 @ MMB NON OPERATING Invoice Receipt Date: 05/12/2014 |8 Session Defautts
ShortName: MME NON OP-DD1 Q. 658 CEDAR ST : - - ,7 ]
Location: D01 Q400 CENTENMIAL OFFICE BLDG E;:;‘;L"e Period Begin 1“ Attachments (01
X — ST PAUL, MN 55155 Goods/Services Received:04302015 (3 commentsiny
Address: @ Customer Number: Preview Approval
Advanced Vendor Search
Invoice Lines: 1097472 *Pay Terms: = (oo Q Netd )
*Currency: UsSD/Q,  Basis Date Type: Inv Date Cal Basis Date
Miscellaneous: ,7 ] MNon Merchandise Summary ==
. ’ - Sales/Use Tax Summary
Freight: =
Sales Tax: =
Use Tax: o.00 7
Total: Copy From Source Document
Difference: D.00 PO Unit
PO Number: l:l Copy PO
Eakuiaic Copy From: [Mone v Go
Received By:
Invoice Lines Find | View Al First B 10f1 1 La
E
Line: 1 Item: A uom: LC =
*Distribute by: Amount v Unit Price: 10,574.72000 Quantity: |1.0000
Ship To: [Go2RECEPT Q Line Amount: [ 10,974.72 O One Asset
SpeedChart: Q I'D_l_lescnp ToRT [STAR SWIDC 4TH QTR SFY15
Buyer ID: Q Category ID Q,
Calculate
SalesiUse Tax
Line Amount: 10674.72
Distributed: 4339.83
Difference: 658484

MRS | Exchange Rete || Statistics | Assets | [

% First K 42072 1 1aet

Copy - Merchandise
Diown == Amt

SW Agcy Cost
Cost

PC Bu

Quantity *GLUnit  Fund Fin DeptiD '1‘9""’ Cost  pccount ApproplD s

=1 O 1] |e.5a4.a4| [ 1.0000 [mrioD1] G lﬁq 0231061 4201013 I_Q Q |co21322/Cy  [G0201
= o 2 4,389.88 |[ 1.0000 [Mnoo1]@, |([000/@ |[G0231081/Q Q ([Roma [ a @ |j0z1322)Q, |[G0201
3. Correct the errors and click on Save.
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Step 4: Verify that the voucher no longer has errors.

1. Check the Error Summary page. Make sure there are no errors.

sSummary Related Documents Invoice Information Payments Voucher Attributes
Business Unit: Go0201 Invoice Number:
Voucher ID; 00115002 Invoice Date:

Style: Regular Total:

|This YWoucher does not have any errors.

B Save L\ ReturntoSearch [ Notify s Refresh

IDCA5007 4TH QTR FY15

05122014
10,974.72

usD

(EwAdd| |l lipdate/Dispiay)|

Summary | Belated Documents | Invoice Information | Payments | Voucher Attributes | Error Summary

2. Run budget checking. On the Action list, select “Budget Checking”. Then click Run.

Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary
| = = = =

Business Unit: G0201 Invoice Ho: |IDC1SUU? 4TH QTR FY15

Voucher ID: 00115002 Invoice Date: 05n2/2014 Bl

Voucher Style: Regular Voucher Accounting Date:

04/30/2015 [# [] Tax Exempt

Action:
Eudget Checking

R

Eun

3. Onthe Summary page, the status of the Budget Status is now “Valid.” The Entry Status is now

IDCAS00T 4TH OTR FY¥1S

“Postable.”

Related Documents Imvoice Information Payments “Youcher Attributes Err{:r Summary
Business Unit: G020 Invoice Date: 05202014
Voucher ID: 00115002 Invoice No:

Voucher Style: Regular Invoice Total: 10,974.72

Contract |D:

Vendor Name: MMB NOM OPERATING Pay Terms: MNet 0
658 CEDAR ST Voucher Source: Online
400 CENTENNIAL OFFICE BLDG
ST PAUL, MN 55155

| Entry status: Postable | Origin: ONL
Match Status: Mo Match Preview Approval Created: 0422015
Approval Status: Pending Created By: 01106622
Post Status: Unposted Modified: 0sM3zms

Modified By: 01087453

ERS Type: Mot Applicable
hudget Status: alid Close Status: Open
Budget Misc Status: Walid

usD
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4. Return to the Invoice Information page and submit it for approval.

\foucher Aftributes

Error Summary

Voucher Style: Regular WVoucher

Summary Related Documents ,_: Payments
Business Unit: Invoice No:
Voucher 1D: 15 Invoice Date:

Accounting Date:

T 4TH QT

Action:

Tax Exempt Run

Vendor ID: GSROD 0 \:t MMB NON OPERATING Invoice Receipt Date: 05/12/2014 | Session Defaults
ShortName: [MMB NON OP-001 | L EBS8CEDAR ST Service Period Begin 5 Attschments (D)
Location: 00 @, 40D CENTENNIAL OFFICE BLDG Date: .
- ST PALUL, MM 55155 Goods/Services Received:0+202015 (B commentsin)
*Address: 1 Q
Customer Number:
Advanced \Vendor Search
Invoice Lines: *Pay Terms: oo R nNeto
Calc Basis Date

*Currency: Basis Date Type: Inv Date Calc Basis Date

" , Mon Merchandise Summary 5 5
Miscellaneous: Erint Invoice
Ereight: Sales/Use Tax Summary

ght: Submit For Approval

After completing this topic, you should now be able to:

®* Navigate to the Voucher Build Error Detail page.

® Retrieve vouchers with voucher errors.

®* Review and determine the appropriate action for correcting a voucher error.

® Correct a voucher error due to an incorrect ChartField string.

®* Run the Budget Checking process after saving the corrected voucher.

®* View the budget check status for a voucher after running the Budget Checking process.

® Verify the voucher you made corrections to no longer exists in the Search Results list as having

voucher build errors.
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Update Individual Vouchers to Correct Errors

Topic Overview
AP staff need to regularly check their vouchers to find out which ones have errors and to correct them.
1. Typically, each agency has queries to run to determine errors. See Lesson 5 for examples of
queries.

2. Also, AP staff can check which vouchers are past their scheduled due date.

3. AP staff can view the Entry Status field on the Voucher Search page. Enter the Business Unit.
Select “Recycle” on the Entry Status field. Click on Search. This option is more limited than the
other options.

dvorices ain Menu > ccounts Fayable ouchers > pdate > eqguiar entry
> > > > >

Voucher

Enter any information you have and click Search. Leave fields blank for a list of all values.

) Add a New Value

id

Business Unit: = - G1001 &}
Voucher ID: begins with

Invoice Number: begins with

Invoice Date: = - El

Short Vendor Hame: begins with -

Vendor ID: begins with - Q.
Hame 1: begins with
Voucher Style: = - -

Related Voucher: begins with

Entry Status: = - Recycle -
Voucher Source: = - -
Agency Origin: begins with e}

[l case sensitive

Search Clear |Basic Search Save Search Criteria

There are several ways to determine which errors need to be corrected.

Ay

1. Use the Error button:

When a yellow triangle with an exclamation point appears on the Invoice Information or Payment
pages, this indicates an error. To view the error, click the Error button.

2. Status errors on the Summary page.
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Here are some typical status errors and solutions to consider from the Summary page.

Status Types | Messages | Typical Reasons Solutions to Correct Status
Entry Status | Recycled e VoucherisOut | e Check yourInvoice Information
of Balance page to ensure that all of the

amounts are the same: Total, Line

Duplicate L .
* P Amount, Distribution Line Amount

Invoice
Numbers e Monitor and update these vouchers.

e Accounting
Dates that are

not in Open

Periods
Match Status | Exception PO related issues Check PO for solution
Approval Pending Workflow is not User needs to submit voucher through
Status routed workflow
Post Status Unposted
Budget Error Exceeds Budget Increase the budget or the amount being
Status Tolerance (Allot or paid exceeds the spending authority of

Approp). Failed MN | the appropriation.
Spending Authority.

General tips for updating individual vouchers.

e  SWIFT will allow updating the voucher if it has NOT been paid.
o View the Payments page to see if there is a Payment Date and Reference Number.
0 OR, view the Related Documents page for the Payment Status.

e Typical reasons for updating a voucher are an incorrect ChartField or Invoice Number.

e Inorder to search for an existing voucher (e.g., Find an Existing Value page), you need to enter
information in at least 2 fields (e.g., Business Unit and Invoice Number).

After completing this topic, you should be able to:

e Find an existing voucher.

e Update and save the voucher with the correct information.
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Process Steps
Steps to Update Vouchers:
e Step 1: Use the Find an Existing Value page to locate the voucher with errors.
e Step 2: Update the voucher (e.g., the Invoice Information page) to resolve the error.

e Step 3: Use the Payment page to update payment information and run the Budget Checking
process.

Step 1: Use the Find an Existing Value page to locate the voucher with errors.

Navigation Links: Accounts Payable, Vouchers, Add/Update, Regular Entry.
Select the Find an Existing Value page to search for the original voucher.

Enter the Business Unit.

P w0 D PE

Enter the Invoice Number.
e SWIFT will check for duplicate invoice numbers to avoid duplicate payments.

e When you enter an invoice number, SWIFT automatically opens to the unique voucher you
entered.

5. Click the Search button.

Voucher

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Add a Mew Value

Maxirmurn nurmber of rows to return (up to 300); |300

[Business Unit | = v [Go201 @,
Voucher ID: begins with |+ ||

|mroice Number:| begins with |+ (226688

Invoice Date: = vl | El

short Vendor Name:| begins with |+ |

Vendor 1D: begins with |+ | @,

Name 1: hegins with » |

Voucher Style: | = V| | v
Related Voucher: begins with |+ |

Entry Status: = L A"
Voucher Source: | = v v

Agency Origin: begins with |+ | @,

[Ocase sensitive

Search || Clear |BasicSearch [GF Save Search Criteria
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Step 2: Update the voucher (e.g., the Invoice Information page) to resolve the error.

SWIFT automatically opens to the Summary page of the voucher you entered. View the voucher
processing statuses. You can also see the audit trail of who originally created this voucher and who last
modified it.

Summary Related Documents Invoice Information Payments Voucher Attributes Ermror Summary

Business Unit: E3701 Invoice Date: 01/15/2011
Voucher ID: 00000003 Invoice No: 88
Voucher Style: Regular Invoice Total: 10.10 UsD
Contract ID:
Vendor Name: BITUMINOUS ROADWAYS INC Pay Terms: MNet0
1520 COMMERCE DR Voucher Source: Online
MEMDOTAHEIGHTS, MN 55120
Entry Status: Postable Origin: ONL
Match Status: Ready Created: 01115/2011
Approval Status: Approved Created By: FIRUSOD1
Post Status: Unposted Modified: 0D1/15/2011
Maodified By: FIRUS01
ERS Type: Mot Applicable
Budget Status: Exceptions Close Status: Open
Budget Misc Status: Valid
*View Related Payment Inquiry ¥ Go
[G] save [oF Returnic Search 1| Previous inlst 4 | MextimLst 2] Motty % Refresh [ 4 Agd

Summary | Related Documents | lnvoice Information | Payments | Veucher Attributes | Emmor Summarny

Typically errors occur on the Invoice Information page. Navigate to this page to find and correct errors.
In the example below, the error is in the ChartField string.
1. Click on the Invoice Information Page and scroll down to the Distribution Lines.

2. Select the field to update. Delete the old value and input the corrected value (e.g., Fin Dept
ID).

3. Click the Save button.

customize | Find | view A0 B | #H et B qor1 I Lot

(e WV EL8N  Exchange Rate || Statistics || Assets
=

Copy . Merchandise . 2 . . Agcy sSW Agcy PC
Do Line Amt Quantity GL Unit Fund Fin DeptlD Cost 1 Account Cost Cost 2 ApproplD Uni
| [=] ] 1| 555.00/ | [Mri001/@, @, | @, | @, [120008@, [ @ @, @ [
< I >
. Save | @‘ Return to Search | |[=] Motify | &% Refresh | Bkeadd| [FlpdateDizplay,]

ummary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary

4. After you saved your voucher, check the field that you updated to ensure it changed correctly.

5. Go to the Payments page.
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Step 4: Use the Payment page to update payment information and run the Budget Checking
process.

1. Update the Agency Origin and Gross Amount fields and enter any Messages you want to print on
the remittance advice. And scroll to the bottom of the page and click on Save.

Summary Related Documents Invoice Information Voucher Attributes Error Summary
Business Unit: H5501 Invoice No: |0-""8
Voucher ID: 00000003 Invoice Date: [01/06/2011 [ []
[00 /@ DEPARTMENT OF HUMAN SERVICES
Voucher Style: Regular Voucher *Pay Terms: a0 @, Net 30
Prompt Date 02052011
Total Amount: 555.00 Pay Reason | V|
Vendor Name: RODER ANTHONY A

e A warning message may display to alert you to Vendor Sales or Use Tax. Click on OK if taxes
should be calculated for this vendor.

Ilse Tax has bheen recorded for this Woucher., Vendar SalesilUse Tax defaultis
setto Mane' (7030913

IJze Tax has been recorded for this Youcher. Yendor Salesilze Tax default is
setto ‘Mone'.

0].8

2. Run the Budget Checking Process.
On the Action list, select “Budget Checking”. Then click Run.

Summary Related Documents Invoice Information Woucher Attributes Error Summary

Action:

Business Unit: HE501 Invoice No: ‘0-“'3

Voucher ID: 00000003 Invoice Date: (0110672011 5 Budget Checking b
Agency Origin: [00 @, DEPARTMENT OF HUMAN SERVICE _
Voucher Style: Regular Voucher *Pay Terms: 30 @, Met 30 Run I

o Before SWIFT runs the Budget Check process, it will display a message to allow you chose to run
it now or to wait.

o If you prefer to stay on this page and wait for this process to be completed, select Yes.
o If you prefer to complete other tasks and navigate away from this page, select No.

e After the Budget Checking process is completed, return to the Summary page. The status of
the Budget Status is now “Valid.”
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Entry Status: Fostable
Match Status: Mo Match
Approval Status: Approved
Post Status: Lnposted
Budget 5tatus: Valid
Budget Misc Status: Valid

7. After saving the change to the voucher, a message displays asking if you want to resubmit the
voucher for approval.
e If you select Yes, the voucher will automatically be resubmitted.

o If you select No, SWIFT restores the Submit for Approval button and you can resubmit it at a
later time.

e If you select Cancel, the voucher will not save the voucher.
Message (%]

Do you want to resubmit this Voucher for approval hecause of the change(s) in
Pay Terms? (7045,213)

Selecting yes will automatically resubmit the Voucher for approval because of
the changes to the voucher, selecting Mo will allow the voucher to be
resubmitted at a later time, and selecting Cancel will cancel saving ofthe
voucher.

Yes No Cancel

8. Verify that the voucher is no longer in error.

e Check the Error Summary page to determine that you have corrected the errors.

Having completed this lesson, you should now be able to:

e Find an existing voucher.

e Update and save the voucher with the correct information.
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Review and Resolve Match Exceptions Using the Match Workbench

Topic Overview

The matching process compares vouchers with purchase orders and receiving documents to ensure that
the agency pays for only the goods and services ordered and received. SWIFT automatically performs
the required matching. The matching process runs nightly.

Matching can be completed during voucher creation or SWIFT can run in batch at a later time. If itis
done during voucher creation and errors surface, a hyperlink, “Exceptions,” displays on the Summary
page. If this occurs, click the hyperlink and troubleshoot the error. It will bring you to the Match
Workbench.

The Match Workbench allows you to view vouchers with match information. It enables you to query
match information, override exceptions, correct errors, create debit memos, put vouchers on a match
hold, initiate the Matching process and undo matched vouchers.

Tolerances Rules Overview

As part of the matching process, tolerances are set up that describe what variances are acceptable.
Some matching rules are:

e Monetary Tolerances — specify the lower amount and/or upper amount for the tolerance.

e Percentage Tolerances — specify the lower % and/or upper %.

¢  Minimum Amount — Minimum amount for the tolerance.

Match rules use tolerances that are defined in SWIFT through use of the Category Codes.

e Category codes are maintained by SWIFT’s procurement team as global settings.
e Goods have a $50 or 10% tolerance (Category Codes beginning with a 1-6).
e Services have $0 or 0% tolerance (Category Codes beginning with 7-9).

e PO references category code 8013052 and therefore does not have a tolerance.
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Examples of using these tolerances.

1. Voucher Match Exception.

Voucher P7801 00180070 is receiving the match exception “ Life to Date Voucher Amount > PO
Schedule Amount”. The amount of the voucher, $572.53, is greater than the amount of the PO,

$550.00.

Financia Management ysicr

hﬂ-lﬂh-m“-m A‘A-I.-_ e Drre

Match Exception Workbench Detalls

Butmryy el FTIS1 Compaion Wit e SATM T et LT Jm—"

Wnsnint BOO07 1ATHY Windor Setily LS T Winrador | o sl (-1

Warher e COERCaATE COLMNLEDN itk (e Cinte LET-1T- 11 st Chaie TN T4
Jr-‘“ JEsssEsEEsEEE

iptane fry BomATYTT T gt LRT-— T F L s LF-1E- 1T

Tormn -] ewt g Ona, Al St ianr Tumpsoes Famt

Corann Aot w2n vEd Cantrad Corosap g Ty

aader Ligch Boiey

Llabar Eropaneys Serrmurs

] B Loty Dt Vi demiomt PO Bobaduin Ao * ma o

o n Loty 13 Dot Vionthar Amaynt » PO Boratuls dmsunt s | 57280 e |

2. Category Code on a Purchase Order.

TFinancial Management S

Purchase Order Inquiry
| Purchase Order

| Origin: 979 Mn Deparimant Of Comedions
Business Unit PTROY o
O - Onestored
{ W0 Budget Status Vaiia |
| 1
£ e bbb Doc Tol Status valia Agency et 15 38008 6098 |
ke M Bachorder Siatus Not Basartered
Vendor 10 ¥andor Dutaity Receipt Status NotReos DoCTpe:  0PO
Buper Basess Conumantation Hold From Further Processing
PO Reterence [ Amount Sumenaey |
Billing Location PTII000000 Bitling Agdren Merchandive 550,00
FroightTanmise Le
Hasger Catny i ATy Lamoantiens Totat 22000 USO
| Encumbrance Balance. 200 vso
Hasder Commanty Ml
Change Oeder Agrnty Symengr
\igs Prictabée Vaion

Linia e 10 iteem Dusaription | Camgorys | POGRy F A ot st

| | =
.Y Maat real - 80131802 20000 EA 82000 USD Approved o m
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3. Matching Controls on a Purchase Order.

Fovortes  Main Menu Burchasng

Purchase Order Inguiry
Details for Schedule 1

Due Date 1OUZ014

Onginal Promite Dale 10012014

Shep Dabe

Ship Via GROUND Groung

Frewght Terms. FOB_PADD FOB Dustinaticn, Pragd & Asd
liatching Full Mach

Match Status PO Mot Matchad

Tolafanok Ovad Tolefanos Undad

Unit Price Tolsrance FITIFIFI FFIT FFIIIITI IS
% Unit Price Toletance 59 5 99 59
Ext Price Tolerance SIVTVYID 99999
% Ext Price Tolerance 99

Artetration Plan 1D

Freight Charge Method

PO 10 MWOOHATEAD Statuy Actrvw
Line Number Schedule
Heim 1D Backordeted From Schedule

By Maating room rental for Smast Protation Trsining tor 15-20 pacele plus B0een, migophone, sl #to 1029014 8 1073014

Custom Price - No Override
N Charge
Frozen (PFlanming)

PO Giy 20090
Marchandise Amount 85000 USD
Boc. Basé 28000 USD

Reject Oty Owver Tolstances
Earty Ship Reject Days w3
Gty Rewd Telerance %
Close Under Gty %

Freight Charge Owerride

Matching Process Rules Overview

e Match rules with zero tolerance values result in an exact match.

e Summary match rules with tolerances always match when summary amount is less than or

equal to the tolerance amount.

e SWIFT converts match tolerance rules to the purchase order currency.

SWIFT converts match tolerance rules quantities to the purchase order unit of measure.

If a match exception exists and the voucher is within established tolerances, the matching

process overrides the exception.

e With the matching process, you can match multiple receipts to a voucher line, match multiple
voucher lines to one receipt and keep track of outstanding amounts (after matching) to

support partial receipt matching.
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Once the matching process is run and the voucher is successfully matched, the voucher match status is
“Matched.” If the matching process is not successful (i.e., match exceptions exist), the match status is

“Exceptions.”

e When a voucher match status is “Exceptions,” the voucher is not available for
payment. However, supervisory or managerial level access can override the matching process.
The voucher then has a status of “Manually Overridden.”

e Once a voucher has a status of “Manually Overridden,” the next time the matching process runs
the voucher status changes to “Matched.” Only then is it available for payment.

Note: you can find the most common Match Exceptions Rules in the Appendix of this User Guide.

SWIFT performs several types of matching depending on the type of the voucher.

Matching Type

Matching Description

2-Way Matching

Verifies that purchase order and invoice information on voucher match within agency
tolerances;

e Invoice price is less than or equal to purchase order price
e Quantity billed is less than or equal to quantity ordered

3-Way Matching

Verifies that the PO, PO receipt and invoice information (voucher) match with the
guantity tolerances defined;

e Invoice price is less than or equal to purchase order price
e Quantity billed is less than or equal to quantity ordered
e Quantity billed is less than or equal to quantity received

After completing this topic, you should be able to:

e Navigate to the Match Workbench page.

e Navigate to the Match Exceptions Workbench Details page.

e Locate the Match Rule and the description to determine how to resolve match exceptions.
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Process Steps

Steps to complete for Reviewing and Resolving Match Exceptions:

e Step 1: Search for match exceptions.
e Step 2: Launch the Match Exceptions Workbench Details page.

e Step 3: Validate that the match exceptions are resolved.

Step 1: Search for match exceptions

1. Navigation Links: Accounts Payable, Review Accounts Payable Info, Vouchers, Match
Workbench.

The Match Workbench page appears.

Field Field Description

Use Saved Search This search is helpful if you routinely use the same search.

Process Monitor This link is used to view the status of the processes that have been run as
part correcting match exceptions.

2. The Business Unit and Match Status fields are the only required fields on the Match
Workbench search page. Additional fields can be used for the search.

e Enter the Business Unit and Match Status.

Match Workbench

Use Saved Search: ¥ Pracess Monitor
Business Unit equal to hd 3, I
Match Status equal to -

Voucher ID All Values - :
Wanuaily Ovemaden
Vendor SetlD equal to - Wateh Duspese
Uabch Exceplons Eost
Vendor 1D All Values - Uatched
Owamidden - Credt Note
[ To Be Malched
Max Rows to Retrieve: 300
L Cloe Advanced Search “* Save Search Criteria U.’;e. ete Saved Search Personalize Search
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There are six possible Match Status options that would appear on the Summary page. The most
common ones are the Matched and the To Be Matched statuses.

Match Status Option

Match Status Option Description

Manually Overridden

The match exception has been manually overridden.

Match Dispute

Manually assign this status to vouchers that you want to dispute. Vouchers
with this match status require additional attention.

Exist

Match Exceptions

Exceptions occurred when applying the match rules to the voucher.

Matched

Voucher is successfully matched.

Overridden/
Credit Note

Voucher has been matched with a credit memo adjustment voucher.

To Be Matched

Vouchers have not gone through the Matching process or vouchers have
been unmatched.

3. After all search criteria is entered into the Match Workbench page, click Search. In this
example, Match Exceptions Exist was chosen. The Search Results section displays the results.

4. The Match Workbook page expands with more information about the voucher in question.

e The Details section provides some key information is viewable such as the Voucher ID,
Vendor ID, Invoice Number and Gross Amount. You can click on the Voucher field to look at
the actual voucher.

Select  Match

Match Exceptions
O Exist

) More Details =»

Financial Invoice
Business Unit Vouchers Vendor ID Sanctions Gross Amt Currency
Number
Status
G0201 0000192554 &  |Valid 0000-7777 200.00 USD

e The More Details section shows the Post Status. The Show All Column button displays all of the
columns on the Details and More Details sections on one page.

Details I

o [

Select

O

Post Status

Unposted

Voucher Source

Online
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5. Return to the Details section and click on the Match Exceptions Exist link. The Match Exception
Workbench Details page appears.

Step 2: Launch the Match Exceptions Workbench Details page

This page allows you to explore what is in error on a particular voucher. It displays information related to
the voucher, the voucher line and associated matching rules.

Match Exception Workbench Details

Business Unit: G1001  MMB Voucher: 00010739 Invoice: TRN1SEX4

Vendor: 0000213887 Vendor SetlD: SHARE Vendor Location: D02

Vendor Name COFFEE PRO Match Due Date: 04/08/2015 Invoice Date: 03022015

Updated By: TEST_TRN1 Due Date: 04/01/2015 Matched Date: 05/05/2015

Terms: ap Met 30 Origin: OML Match Status: Iatch Exceptions Exist
Gross Amt: 10.00 UsD Control Group: Match Type:

Header Match Rules

Iatch Exception Summary

Document Details Voucher Match Action: I:I Apply

Voucher Line Number: 1 Voucher Line Match Action: I:I Apply
PO Business Unit: G1001 PO Number: 3000002702
Line Number: 1 Schedule Number: 1
View Document: | Purchase Order v
Line Document Details Document Id: [ 61001 3000002702 v| Go
Match Rules Personaiize | E]
Queride Options | =29
Details Match Rule Voucher Purchase Order Receiver
2] B |Uendor does not equal PO vendor | 0DD0213887 0000213897

Action |/ Run
Save

There are four ways to look for errors on the Match Exception Workbench Details page.

1. Click on the Header Match Rules link.
The Header Match Rules link allows you to view all exceptions that were found in the header. If it
is blank, then the errors do not exist in the Header section of the voucher. Choose the Return
button to go back to the Match Exception Workbench Details page.

Rules ¥
Details Match Rule Voucher Purchase Order Receiver
B | |

2. Click on the Match Exception Summary link.

In the example below, you can see an error in Invoice Line # 1. It means that this voucher has an
associated PO but no PO receipt was created. Click on Return.
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Match Exception Workbench Summary

Business Unit: G0D201 Administra Voucher: 00000019 Invoice: 0000-7777
Vendor: 0000192554 Vendor SetiD: SHARE Vendor Location: 001
Vendor Name CODAINC Match Due Date: 02/15/2011 Invoice Date: 02/08/2011
Updated By: TRN_AP Due Date: 03/10/2011 Matched Date: 02/115/12011
Terms: 30 Net 30 Origin: ONL Match Status: Match Exceptions Exist
Gross Amt: 200.00 usD Control Group: Match Type:
Customize | Find | v 21| B | 8
| ———————
Woucher Line  Match Rule ID Description
1 RULE_R500 Mo receipts found

!1 RULE_R950 Youcher quantity does not equal sum of receipt gty

3. Click on the Document Details link.
Here you can see side-by-side view of the Voucher, Purchase Order and the Receiver. Inthe
example below, notice that the Vendor Location is different.

e Click on the Return button at the bottom of the page.

Associated Document Information

Match Object Details

Find | “Jiew Al
Match Object Details
Attribute Purchase Order Receiver
Business Unit: G1001 G1001 G1001
Document [D: 00010738 3000002702 0ooooovoTe
Line Number: 1 1 1
Schedule Number: 1 1
Vendor Setid: SHARE SHARE SHARE
Vendor ID: 00002138497 00002138497 0000213897
endor Location: 0oz oo 0o
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4. The Match Rules section provides a view of all of the match rules that were checked and verified
during the Match process run.

Override Options [F=7 ¥

Details Match Rule Voucher Purchase Order Receiver

= Extended price tolerance 200.00 200.00

e Click on the Override Options page.

This page shows you the Match Rules grid that provides a view of the match rules that were verified for a
specific voucher. Red exclamation points display in the rows depicting match rules with exceptions.

[T Override Options

Details  Match Rule Action Overridden By Debit Memo Date
Extended price tolerance
Extended price % tolerance
Line amt does not equal PO line amt
Unit price does not equal PO unit price

Unit price does not equal PO unit price + % tol

No receipts found [ ¥

)

)

2

]

=

B Unit price does not equal PO unit price + unit tol

B

= Voucher line amt = Sum of received amount

= Voucher quantity is greater than accepted gty %
= Voucher quantity does not equal sum of receipt qty
) Life to date voucher gty is greater than PO qty
& Life to date voucher amount is greater than PO amt
= Life to Date = Sched Amt + % ext tol

=

Life to Date » Sched Amt + ext amt tol

e Note: You can click the Override Options page and click on the Action drop down menu.
However, in many cases manually overriding the match exception rules violates the State’s
best practices.

5. Another way to search for errors is to return to the Rules section and click on the Details icon.

Details Match Rule Voucher Purchase Order Receiver
B Extended price tolerance 200.00 200.00
2  Extended price % tolerance 200.00 200.00
] Line amt does not equal PO line amt 200.00 200.00
= Unit price does not equal PO unit price 200.00000 200.00000
B Unit price does not equal PO unit price + % tol 200.00000 200.00000
= Unit price does not equal PO unit price + unit tol 200.00000 200.00000
o I No receipts found 00000019 3000000086
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Depending upon the match rule that was in error, you can get details such as the Match Rule and
the Type of Match Rule error.

Match Rule Details

No receipts found

Match Control: STANDARD Match Rule Type: DATAENTRY
Match Rule: RULE_RS500 Description: Mo receipts found

The Matching process could not find any receipts for the purchase order specified on the voucher line that were
available for matching (for example not matched, not on hold, and not canceled).

In the above example, all of the ways you selected to explore the match error provided you with the same
information about what needs to occur to resolve the match error.

e There was no receipt for the purchase order.

e To resolve this particular example, you need to talk with the buyer to determine if the PO

should be changed to “receiving not required” or determine why the receipt has not been
received.

Step 3: Validate match exceptions are resolved.
Once a match exception has been resolved, the Matching process needs to be run again.

1. Navigation: Accounts Payable, Vouchers, Add/Update, Regular Entry

2. Click on the Find an Existing Value page and search for the voucher in question.

Voucher

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

~ Search Criteria

Business Unit: = - [—Q
Voucher ID: begins with [—
Invoice Number: begins with - [—
Invoice Date: = - A
Short Vendor Hame: begins with - [—
Vendor ID: begins with [—Q

Name 1: pegnswith v [ |
Voucher Style: = - -
Related Voucher: begins with [—
Entry Status: = - -
Voucher Source: = - -

Agency Origin: begins with - Q.

[l case Sensitive

Search Clear |Basic Search [ Save Search Criteria
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e Step 1: Use the Find an Existing Value page to locate the voucher with errors.
e Step 2: Update the voucher to resolve the error.

e Step 3: Use the Payment page to update payment information and run the Matching and
Budget Checking process.

After completing this topic, you should now be able to:

e Navigate to the Match Workbench page.
¢ Navigate to the Match Exceptions Workbench Details page.

e Locate the Match Rule and the description to determine how to resolve match exceptions.
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Unmatch Vouchers Using the Match Workbench

Topic Overview

When vouchers that have been matched to purchase orders need to be corrected, you must first unmatch
the vouchers. Vouchers can be unmatched individually or several at a time. After the vouchers are
updated, the Matching, Budget Checking and Approval processes must be done again.

For vouchers matched during entry, match exceptions/errors display on the Summary page. An Exception
hyperlink next to the Match status allows access the Match Workbench page from the Summary page.

The Match Workbench page allows you to input search criteria to generate a list of vouchers and their
match information. As a reminder, the Match Workbench page and processes support troubleshooting
matching errors.

The Match Workbench page and the pages accessible from it enable you to:

e Override exceptions

e Correct errors

e Create debit memos

e Put vouchers on a match hold
e Initiate the Matching process
e Undo matched vouchers

e Send notifications

Note: Undoing a matched voucher resets all statuses on the voucher, receiver and purchase order.
After completing this topic, you should be able to:

e Navigate to the Match Workbench page.
o Review the Match Status Information based on specific search criteria.

e Unmatch vouchers that have been previously matched.
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Unmatch Vouchers Using the Match Workbench

Steps to complete to Unmatch a voucher using the Match Workbench:

e Step 1: Locate voucher(s) by using Match Workbench.
e Step 2: Undo voucher(s) for correction.
e Step 3: Retrieve voucher to check status is not displayed as Matched.

e Step 4: Make corrections and run the Matching process.

Step 1: Locate voucher(s) by using Match Workbench

1. Navigation Links: Accounts Payable, Review Accounts Payable, Vouchers, Match Workbench.

2. Enter the Business Unit, Voucher ID and enter the Match Status as “Matched”. Click the Search

button.

Match Workbench
Use Saved Search: v
Business Unit aqual to v Q
Match Status equal to v Matched v
Voucher ID contains v
Vendor SetlD equal to v SHARE o'}
Vendor ID AllValues v
Max Rows to Retrieve: 300

| Search | Clear Advanced Search  [BSave Search Criteria ]j Delete Saved Search

3. The Match Workbench page expands to include the Search Results for Match Inquiry Type:
Matched

e Here you will see a list of vouchers and match information, according to specified search
criteria.

e This page and the pages accessible allow override exceptions, correct errors, place vouchers
on a match hold, initiate the Matching process, undo matched vouchers and send
notifications.
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e Locate the voucher that needs to be unmatched and click on Undo Match checkbox.

e  SWIFT verifies that the voucher is available to be unmatched. If not, an error message will
appear. For example, vouchers that have been posted are not available for unmatching.

They have to be unposted first.

Step 2: Undo voucher(s) for correction.

1. Click in the box below Undo Matching. Select “Undo Matching” in the Action field and click Run.

More Details | [F2F

[wSelectAll - [gClear All

mtdc?'l Match Match Type Business Unit Vouchers=
|+ Matched Auto - Matched G1001 00010747

lAction: | Undo Matching v| | Run

Vendor ID

0000195572

2. The Processing message appears.

Processing

Process Name: [AP_MATCH |AP_MATCH

Process Instance:[11453142 Process Type: Epplicatinn Engine

3. When the processing is completed, you will receive a report. Write down the Process Instance

number.

ReportID: 10405316 |Process Instance: 11453142 | Message Log

Name: AP_MATCH Process Type: Application Engine
Run Status: Success

AP_MATCH

Distribution Details

Distribution Node: fms%1gq Expiration Date:  |04/22/2015
Name File Size (bytes) Datetime Created
AE AP MATCH 11453142.o0q 213 04152015 2:01:13.441716PM CDT
Distribution ID Type *Distribution ID
User

Released September 16, 2016 (Version #2)

Page 99



State of Minnesaota

AP2 —Voucher Entry, Maintenance and Approval

3. Return to the Match Workbench.

e You will see a message. Click on OK.

ndo Matching has been launched with Process Instance Mumber 11453142 (Y005,129)

e Click the Process Monitor link to see if the “Undo Match” process was completed.

Match Workbench|
Use Saved Search: | v
Business Unit [equal to v a,
Match Status [equalto v | v]
Voucher ID [ Allvalues v |
Vendor SetlD [equalto v aQ
Vendor ID [ Allvalues v |

4. The Process List page appears. This page allows you to view the status of submitted
report/process requests

E-NE M Server List )

View Process Request For
UserlDlWQ Type | v || Last v | 1 |[Days v |Wl
serverl v|  Name e} Instance | to|
Run Statu5|:| Distribution Status | v | ¥ save On Refresh
Personaize | Find | view 41 | B8 | 3 Fret T g0ra O Lant
Select Instance  Seq. Process Type Process Name User Run Date/Time TI m‘;‘zs“ 00| petails
11453142 Application Engine AP_MATCH 04/15/2015 2:00:52PM CDT Success FPosted Details

e The Run Status shows “Success” and the Distribution Status shows “Posted.”

Note: There may be times when you may see a Run Status of “Queued”, which means that the process is
in line to be started. You also may see a Run Status of “Processing”, which means the Undo Match
process is still running. When this occurs, use the Refresh button to refresh the page with the current run
status of the process.
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Step 3: Retrieve voucher to check status is not displayed as Matched.

1. Click on Go back to the Match Workbench link to retrieve the voucher

Senver List

View Process Request For

User ID: [TRN_AP @, Type: | v [Last vl | 10 |Days | Refrash |
Server: | PSNT || Name: @, mstance: | to |
Status: Status:
Process List an | B 2E st Kl g o I ot
Select Instance Seq. Process Type ::::_'“% User Run Date Time Run Status W Details
21411 Application Endine AP_MATCH TRM_AP 0170472017 12:48:41PM CET Success Fosted Cetails

Go back to Match Workbench
5] save | =] wotity |

Process List| Server List

2. The Match Workbench page appears.
e Enter the Business Unit.
e Click the Match Status list. Select “Matched” in the drop down menu.

e Click the Search button.

Match Workbench

Use Saved Search: | v| Process Manitor
Business Unit | equal to v|

Match Status | equal to v|

Voucher ID | Allvalues v |

Wendor SetlD | equal to v| |SHARE Q,

Vendor ID | Allvalues v |

Max Rows to Retrieve: 300

I S I Blea ! Advanced Search 5y Save Search Criteria iﬁ'Delele Saved Search Fersonalize Search

3. The Search Results for Match Inquiry Type: Matched list appears. Scroll down to see if the
voucher appears. The voucher should no longer be displayed.

4. Return to the top of the Match Workbench page and select “To be Matched” in the Match Status
field and click the Search button.
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Use Saved Search:

Match Workbench

]

Business Unit
Match Status
Voucher ID

Vendor SetlD

Vendor ID

| 1001 @,

- | | To Be Matched

|equa|tn
|equa|t0
|AIIVaIues v|
|equa|tn
|AIIVaIues v|

v SHARE @,

Max Rows to Retrieve:

300

| gearch || | Clear |

Advanced Search

Fy i

Sawe Search Criteria

Celete Saved Search

5. The Details section appears at the bottom. You should now see the corrected voucher with a

status of “To be Matched”.

[ search | | Clear

| Fy
A Advanced Search Save Search Criteria

Match Workbench
Use Saved Search: | 4 |
Business Unit | egual to w | |G1 o1 @,
Match Status | equal to v| || To Be Matched E"3
Voucher ID | Allvalues b |
Vendor SetlD | equal to b | |SHARE Q
Vendor ID [ Allvalues v
Max Rows to Retrieve: 200

i}

Delete Saved Search

Search Results for Match Inquiry Type: To Be Matched

Select to perform an Action on a row.

3

| Mare Details |
Select  Unit
| G1001
[} G1001

Vouchers Vendor I
00o00ao01 6 DUUDUEDEESE
Qooooo4a oonon1 9758 5

Vendor Hame

b COMPANY-001

ROSEMANVEIG-001

Financial Sanction|
Status

Walid

Walid
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Step 4: Make corrections and run the Matching process.

Once you resolved the issue, the matching process needs to be run again. Typically, the Match
Workbook page opens in a separate window. Return to the window that has the original voucher.

1. Click on the Invoice Information page or the Payment page.

2. Scroll up to the Action box. Select “Matching”.

Summary Related Documents ormation [T NS Voucher Affributes Error Summary
Business Unit: G1001 Invoice No: 12-3456-00

Voucher ID: 00010702 Invoice Date: 01/12/2015 i
Voucher Style: Regular Voucher Accounting Date: 02/05/2015 [

[T Tax Exempt

Action:

[EETT I ~

Run

3. Follow the rest of the Accounts Payable steps.

e Step 6: Run the Budget Check process only if you changed invoice lines or increased the

budget.

e Step 7: Submit the voucher for the Approval process only if you needed to do a Budget Check.

Having completed this topic, you should now be able to:

e Navigate to the Match Workbench page.

e Review the Match Status Information based on specific search criteria.

¢ Unmatch vouchers that have been previously matched.
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Review & Correct Budget Check Errors

Topic Overview

Budget Checking occurs at voucher creation, deletion, closing and posting. Budget Checking can be run
for a single voucher during voucher entry or for many vouchers using a batch process. The Budget
Checking process runs twice a day and during the nightly batch process

The Budget Checking process:

e Compares vouchers and voucher accounting lines against all control budgets they are subject to,
e Updates the Commitment Control Ledger and

e Updates the Budget Checking status of the transaction.

Budget Exceptions:

After the Budget Checking process has completed, the next step is to review and correct any vouchers
with budget exceptions. Budget exceptions arise when the Commitment Control process cannot create
an expense against the ChartField values on a voucher. There are several possible reasons for this
exception, most commonly:

o No Budget Exist: The ChartFields reference a budget that has not yet been established.

e Failed MN Spending Authority: The ChartFields reference a budget that does not have sufficient
funds to create the pre-encumbrance.

When budget exceptions arise, the ChartFields must be corrected, the budget adjusted, or the voucher is
either cancelled or overridden.

After completing this topic, you should be able to:

e Navigate to the Regular Entry page
e Run the Budget Checking process from the Regular Entry — Payments page

e Navigate to the Regular Entry — Summary page to view the Budget Status of a voucher after
running the Budget Checking process

e Navigate to the Voucher Exceptions page to view budget error detail information

e Update a voucher after determining how to resolve budget error(s)
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Process Steps

Review and Correct Budget Check Errors

Steps to complete reviewing and correcting budget check errors:

e Step 1: Launch the Budget Exceptions pages.

e Step 2: Locate and correct errors.

e Step 3: Run the Budget Checking process.

Step 1: Launch the Budget Exceptions page.

Note: This example assumes that the Budget Checking Error occurred while entering a new voucher. In
this example, you have directly entered a new voucher without matching it to a PO or PO Receipt. Here

are the values added in error.

Field Value

Vendor ID 0000209723

Fund 1200 (Error for this transaction. It should have been 1000).
Account 413002 (Error for this transaction. It should have been 413001).

1. Navigation Links: Accounts Payable, Vouchers, Add/Update, Regular Entry

2. Onthe Payments page, select the Action of “Budget Checking” and click on the Run button.

Summary Related Documents Invoice Information Voucher Attributes Error Summary
Business Unit: G0201 Invoice No: 2011-01 Action:
Voucher ID: 00000074 Invoice Date: 010372011 El ]
Agency Origin: PM @, PLANT MANAGEMENT
Voucher Style: Reqular Voucher *Pay Terms: 30 G Net30 I filify

In this example, a Message appears that states “Budget Checking Errors Exist”.

Budget Checking Errors Exist (12021,91)

hudget exception page to view therm.

Ok

Budaget checking errars were logged for this document. Please check the
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3. Click on the Summary page. Review the Budget Status. Click on the Exceptions link to search

for budget issue(s).

Related Documents Invoice Information Payments
Business Unit: 0201
Voucher ID: 00094452
Voucher Style: Reqular
Contract ID:
Vendor Name: 3M COMPANY
PO BOX 844190
DALLAS, TX 75284-4190
Entry Status: Fostable
Match Status: Mo Match Preview Approval
Approval Status: Fending
Post Status: Unposted
Budget Status: Exceptions

4. The Voucher Exception page displays in a new window.

This page provides detailed information about the budget errors that are found after the Budget

Checking process has run.

Voucher Exceptions Line Exceptions

Business Unit: 0201 Voucher ID: 00094462 F
*Exception Type: Override Transaction o ﬁﬁ
Maximum Rows: 100 More Budgets Exist
| Search——| Advanced Budget Criteria
Budgets with Exceptions Personalize | Find |
Budget Override. [T den i L)
| Details Business Unit Ledger Group Exception More Detail |
1 [} G0201 KK_AFPPROP Failed MM Spending Authority IMore Detail
2 IMMNOD1 CTL_KK_EB Mo Budget Exists IMare Detail

o Note: When we see “No Budget Exists” in the Exception field, it is likely because the budget has
not yet been loaded or you or another staff made a mistake during the voucher entry process.

e Click on the Look up icon in the Details field of the item with the exception. The Payables

Voucher Line Drill Down page opens.
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5. The Payables Voucher Line Drill Down page allows you to view the financial ChartField
charges that were entered for the transaction. This page also allows you to view voucher detail
information, such as the Voucher ID, Invoice Number, Vendor ID and Transaction Line details
that are associated with this transaction.

e Determine which fields are in error. In this example, the error is in the Transaction Line. Click
OK to return to the Voucher Exceptions page.

Payables Voucher Line Drill Down
Transaction Line ldentifiers
Business Unit: 0201  Voucher ID: 00094462 F
Voucher Line: 1 Distribution Line: 1
Canonal ITOrmaton
Invoice Number: 2015-05
Vendor ID: 0000209723
Transaction Line Details
Fund Code Financial Department ID  Appropriation 1D (CF3) Account
1200 G1031300 G100001 413002
Line Status: Error
Budget Date: 05/06/2015
Line Amount: 807.19 usD
Quantity: 1.0000

6. Onthe Voucher Exceptions page, look at the Budget ChartFields to see if you find the same
errors. In this example, the AP staff notices that the fund and account are in error.

udgetswithExceptions —~________ Personalie| Find | View 41 | B
Details Business Unit Ledger Group Fund Fin DeptiD ApproplD Account Budget Period
1 54 G0201 KK_APPROP 1200 G1010000 G100004 2015
2 & MMOO1 CTL_KK_EB 1200 G1031300 G100001 NONPAY .2015
3. & .MNDD‘u KK_ALLOT .12DD G1021300 . 3100001 .NDNPAY .2015
4 & MMNOO1 KK_APFROP 1200 G1010000 G100001 .2015

7. On the top of the Voucher Exceptions page, click on the Line Exceptions page.

On this page, you can view the Line Values, Line ChartFields and Line Amount to locate any
errors. In this example, line 1 has a budget exception.
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" Voucher Exceptions Une Exceptions

Business Unit: G0201 Voucher ID: 00094462 F

*Line Status: Override Transaction e |
Maximum Rows: 100 More Lines Exist

Line From: Q Line Thru: Q

| search |

Transaction Lines with Budget Exceptions

TR, T ] Line Charffields | Line Amount )

ing Distribution Line | Budget Date GL Business Unit

& 11 05/06/2015 MNOO1

e Click the Line ChartFields Page to view the ChartField string corrections applied to the selected
transaction line.

" Line Yalues Line Chartfields Line Ammount ==k

Line Distribution Line Fund Fin DeptlD ApproplD Account

& 11 1200 G1031300 G100001 413002

e Click the Line Amount Page to view the Line detail information for the selected transaction.
Transaction Lines with Budget Exceptons Customize | Find | vieve &I ] ™" | B First I 4 of 4 LA [ gst

" Line Values | Line Chartfieids | RE -0  T, =
Li Distribution Li Monetary Amount C Foreign Amount 0TS/9"n Quanti
ne 1STr on Line (o] ry Ao urrency oreign ArmoLl Currenc:y Lal |ty
&, 11 1,500.00 USD I 1,500.00 USD 2.0000

e Close the Voucher Exceptions window. The original voucher's Summary page is visible.

Step 2. Locate and correct the errors.

1. Onthe Summary page, the Budget Status field still says “Exceptions”.

2. Onthe voucher, click on the page with the errors. In this example, the Invoice Information page
has the accounting errors that need to be corrected.

¢ Inthis example, the Fund and Account fields are in error. When you correct the fields, click Save.

~ Distribution Lines Customize | Find | Vievs A0 |8 | et BT qopq 1 (ast
NN ExchangelRate | Statistics || Assets | [
Copy . Merchandizse . X X Agcy - s Agcy PC Bus
Down Line Arnt Quantity *GL Unit Fund Fin DeptiD Cost1 Cost Cost 2 ApproplD Unit
=l & 1 150000 | 20000  [MN001@, [1000@, [B223141C2, | @, |a12001@, [ (@ | @, [p221011@, | g
Lol Al | >
[5] save | [Eh Returnto Search | =] Hotity | |23 Refresh | (Badd]| [E Updatcmis
ummary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary
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Step 3: Run the Budget Checking process.

1. Onthe Invoice Information or Payments page, go to the Action menu and select “Budget
Checking”. Then, click on Run.

Summary Related Documents Invoice Information Voucher Attributes Error Summary
Business Unit: 60201 Invoice No: 2“”'0" J . ... T
Voucher ID: 00000074 Invoice Date: 0110312011 ] {BudgetChecking [
Agency Origin: PM @, PLANT MANAGEMENT
Voucher Style: Regular Voucher *Pay Terms: 30 @, Net30 I ol

2. Respond to the message to either run the check now or wait.

Do you want to wait for the process to be completed? Youcher will he
displayed after process ends. (F050,54)

3. After the Budget Checking process has completed, return to the Summary page to check the Budget
Status. It should say “Valid”. Then, click on Save.

Entry Status: Postable

Match Status: No Match
Approval Status: Approved

Post Status: Unposted
Budget Status: Valid | %
Budget Misc Status: Valid

Origin:
Created:
Created By:
Modified:

Modified By:

ERS Type:

Close Status:

*Wiew Related |Payment|nquiry

Save | [Gh Returnto Search | [[=] Wotify | [

Refresh

4. Return to the Invoice Information page. Choose Submit for Approval.

Summan

Business Unit:
Weucher ID:
Voticher Style:

G100
D007
Regular Voucher

Vendor I0:
ShomName:
Location;
“Address
Advanced Vendor Search

invoica Lines: 500.00

*Curency:
Miscoilansous:
Fredght:

Sales Tax:

Usr Tax: 3343

i i 0 a

Beiatnd Documents Paymanis

Noudher Afnutas

Error Surmmay

inice Nex
Inuice Dale:
Accountng Date:

VERIZON BUSINESS
505 HWY 169 M 8500
MPLS; MM 55441-6448

*Pay Tenms: o 2

Basis Date Type:

bion Marchanigise Symmars

SabasAise Tan Summar

pzosan1s iy

Irré Diate

Tax Exempt

Inveice Receipt Dabe:
Service Penod Begin Date:

Goods! Senices Recemned:
Curstoemer Humber:

% merso
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5. Review the Approval History page that appears after the approval process is complete. It will show
you that approval is still pending. It may show you the nhame of the person who approves the
voucher.

AP2 —Voucher Entry, Maintenance and Approval

Voucher Approval

BUSINESS_UNIT=R2901, VOUCHER_ID=00000010, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Fending

Voucher Approval

F'em:ll ng

6. After you submit a voucher for approval, SWIFT displays an Approval Comments page. As an
option, you can use this page to send a message to the approver. Click OK when finished.

Approval Comments

Business Unit G0201

Voucher ID 00017747

Additional Details

Cancel = Refresh

Having completed this topic, you should be able to:

e Navigate to the Regular Entry page.
¢ Run the Budget Checking process from the Regular Entry — Payments page.

¢ Navigate to the Regular Entry — Summary page to view the Budget Status of a voucher after
running the Budget Checking process.

e Navigate to the Voucher Exceptions page to view budget error detail information.

e Update a voucher after determining how to resolve budget error(s).
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Unpost a Voucher

Topic Overview

To correct a voucher with a Post Status of “Posted”, the voucher must be unposted first. The posting
process creates accounting entries which are ready to be moved to the General Ledger. Unposting
reverses these accounting entries and allows the voucher fields to be editable..

Typically, the authority to unpost vouchers is at the approver level.
The Post Status of “Posted,” means:

e The Voucher Posting process ran overnight
e Accounting entries have been created, and
e The voucher is ready to be moved to the General Ledger.

If it is a purchase order-based voucher, it must be unmatched before correcting errors, Once unposted,
the voucher can be updated with correct Chart of Account Information, Payment Terms, Vendor ID and
other fields as needed. After saving the changes, you must run the match and budget check processes
again. After the voucher is corrected, the voucher is then re-posted when the next voucher posting
process runs.

After completing this topic, you should be able to:

e Navigate to the Regular Entry — Summary page to view the voucher post status before and after it
had been unposted
e Navigate to the Unpost Voucher page

e Unpost a voucher.
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Process Steps to Unpost a Voucher

Step 1: Retrieve the posted voucher.

1. Navigation Links: Accounts Payable, Vouchers, Add/Update, Regular Entry.

2. Click the Find an Existing Value page. At a minimum, enter values into the Business Unit and

the Invoice Number fields. Click Search.

FRLELES DL AE TR | Add a New Value

Maximum number of rows to return (up to 300): i300

Businessunit] = v 60201 Q
Voucher ID: ‘begins with v||
[Invoice Number: Lbﬂin_s with_v!lEZSSBB|

Invoice Date: = | El

w
Short Vendor Name:| begins with | ||

Vendor ID: | begins with (v Q@
Name 1: [ begins with v
Voucher Style: ‘: v‘ ‘
Related Voucher: | begins with v |
Entry Status: = vl |
Voucher Source: ‘: v‘ ‘

Agency Origin: [ Q

[CJcase Sensitive

Search R Clear |Basic Search [BF Save Search Criteria

3. The Summary page for that voucher appears. Notice that the Post Status is “Posted”. This means

that in order to correct an error, you need to unpost this voucher.
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m Related Documents Invoice Information

Business Unit: G0201

Voucher ID: 00000063

Voucher Style: Regular

Contract ID:

Vendor Name: WALMAN OPTICAL CO

SDS 12-1084 BOX 86
MPLS, MN 55486-1084

Entry Status: Postable
Match Status: MNo Match
Approval Status: Approved
Post Status: Posted

Step 2: Unpost the voucher.

1. Navigation Links: Accounts Payable, Vouchers, Add/Update, Unpost Voucher

2. Onthe Voucher Unpost page, retrieve the voucher by inputting information into the Business Unit
and Invoice Number fields. Click on Search. Then, choose the voucher in the Search Results.

Voucher UnPost

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

~ Search Criteria

Business Unit: —_— [z1001 Q
[Voucher ID: [contains v [[10778

Invoice Number: begins with v |
Short Vendor Name:| hegins with v |

Vendor ID: begins with ¥ || Q
Name 1: begins with v |

Voucher Style: [= v | |RegularVoucher v

|| Case Sensitive

' | Clear |Basic Search [g Save Search Criteria

Search Results

Miew All First & 1o [ Last
Business Unit Voucher 1D Invoice Number Invoice Date Short Vendor Mame Vendor ID Name 1 Voucher le
G1001 -EIEID‘HJ?? TREN15EXS 04/20/2015 WERIZON BU-001 |00003025807 VERIZOM BUSINESS Reqular
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3. The Unpost Voucher page appears.
This is where you review the voucher details and create a reversal entry for a single voucher.

e Make sure to check over the information to ensure you have retrieved the correct voucher to
unpost and update. There are two pages to review: Unpost Voucher and Voucher Details.

Field Value
Unpost Voucher Review voucher details and create reversal entries for a single voucher.
Voucher Details Provides additional information about the voucher to view prior to unposting.

e When you verify that this is the correct voucher, select the “Use Current Date” in the Reversal
Accounting Date section. Then, select the Unpost button on the Unpost Voucher page.

P rrom Vowcher YRCE e )

Business Unit: 51001 Voucher: DoD107S7T

Vendor ID: DODOZ203051 IHS GLOBAL INC
ShortMame: IHZ GLOBAL-DOZ

POUCIET INTONmaTion

Invoice: TRN14EXCORRECT Origin: OML
Date: 042062015 Group:
Gross Amount: 2,500.00 USD

) Business Unit Default

*Accounting Date: [p4:21/2015 |2 use Current Date |
) Use Specific Date

Accounting Date: I:l

Unpost

4. Respond to the Warning Messages.

Warning -- Proceed with Process? (7030,13)

Press OK to continue with the process. Press Cancel ifyou do notwish to
proceed.

oK | Cancel
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Vouchers are not immediately unposted after clicking the Unpost button. The above warning message
displays, to confirm the selected voucher. Click OK to continue to unpost and update this voucher.

e Another message appears notifying you that the voucher was unposted. Click OK.
Message [X|

Youcher 00000063 for business unit GO201 has been unposted. (7030,89)

This Youcher has been unposted.

5. Navigate to the Find an Existing Value page to verify that the voucher was unposted.

e Navigation Links: Accounts Payable, Vouchers, Add/Update, Regular Entry.

e Click the Find an Existing Value page. At a minimum, enter values into the Business Unit and
the Invoice Number fields. Click Search.

e The Summary page appears with a Post Status that displays “Unposted”.

m Related Documents Invoice Information

Payments

Business Unit:

Voucher ID:

Contract ID:
Vendor Name:

Voucher Style:

G0201
00000063
Reqgular

WALMAN OPTICAL CO

SDS 12-1084 BOX 86
MPLS, MN 55486-1084

Entry Status:

Postable

Match Status:

MNo Match
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Step 3: Correct the voucher and repost it.

Depending upon where the error occurred, find the section to correct and follow the steps to complete a
voucher. These steps are outlined in detail in Lesson 1.

Now that the vendor information is copied into the Invoice Information page, the next steps are the
same as the regular voucher style. The rest of the steps are detailed in Lesson 1: Using the Regular

Voucher Style.

e Enter information on the Invoice Information page.

Enter information on the Payment page

Complete your voucher

Run the Matching process (if this voucher referenced a PO or PO Receipt).

Run the Budget Check process

Submit the voucher for the Approval process

Having completed this topic, you should now be able to:

e Navigate to the Regular Entry — Summary page to view the voucher post status before and after it
had been unposted

e Navigate to the Unpost Voucher page

e Unpost a voucher
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Delete Vouchers

Topic Overview

SWIFT allows you to select only those vouchers that are eligible for deletion.

To be deleted, a voucher it:
e Cannot have accounting entries created
*  Must be unmatched
e Cannot have been posted
» Cannot have been paid
» Cannot have the Finalize checkbox on the Distribution Line
» Cannot be associated with Matching, Netting or Workflow

If there are accounting entries associated with a voucher, it must be closed and not deleted.

Tips for Deleting Vouchers

e After Deletion: Once a voucher has been deleted, SWIFT will automatically start the budget-
checking process. The original budget entries will be reversed.

e After Deletion: You have the ability to view details for the voucher via the Voucher Details page
prior to saving the information on the Delete Voucher page.

e Budget Checked: If the voucher had been budget-checked, deleting the voucher automatically
starts the Budget Checking process and the original budget entries are reversed.

e Inter-Agency Voucher: Before deleting an inter-agency payment voucher, go to the voucher’s
Payments tab, change the Netting field to” NA” (not applicable). Then and only then will you be
allowed to delete it.

e Matching, Netting or Workflow: Vouchers with Matching, Netting or Workflow must be
processed before deletion. First, unmatch, change the netting field in an inter-agency voucher or
move it out of workflow.

e Voucher Posting: Once accounting entries are created during the Voucher Posting process, the
voucher must be closed as opposed to deleted.

e Voucher Status: If a voucher has the Status of “Posted”, DO NOT unpost it or try to delete it.
Warning! Once you delete a voucher, you cannot retrieve it or undo the deletion. The data rows associated with
the voucher remain in the tables so that you cannot re-use the voucher number. Also, if you delete a voucher that

was entered as a manual payment, the funds are not released; they remain in SWIFT and can be applied to other
vouchers for that vendor.

Find the status of vouchers to determine deletion or closing.

1. Navigation: Accounts Payable, Vouchers, Add/Update, Regular Voucher, Find an Existing
Voucher
2. Enter the Business Unit and Voucher ID. Click on Search.
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Find an Existing Value Add a New Value

> Search Criteria

Business Unit: = - WQ
begins with + W
Invoice Number: begins with ~ ’7
Invoice Date: = - T\
Short Vendor Name: begins with ~ ’7
Vendor ID: begins with ,70\

Hame 1: begins with - ’7
Voucher Style: = - -
Related Voucher: begins with + ,7
Entry Status: = - -
Voucher Source: = - -

Agency Origin: begins with ~ Q

[TIcase Sensitive

Clear  Basic Search [§) Save Search Criteria

3. Onthe Summary page, scroll down to the View Related menu. Select Accounting Entries
Inquiry. Click the Go link.

Budget Status: Mot Chk'd

Budget Misc Status: Walid

View Related Accounting Entries Inquiry -

4. The Voucher Accounting Entries page is displayed. Look on the Chartfield section. If there is
no information here, the voucher has not been posted to the general ledger. For example, you
cannot delete the voucher below.

Voucher Accounting Entries

*Business Unit: G1001 |Q Voucher ID: 00010782 4 Invoice Number: [TRN20EXS Q
*Accounting Line View Option: | Standard b Show Foreign Currency Search Reset
Invoice Date: 042002015 Vendor ID: 0000302907 Vendor Name: WERIZON BUSINESS

Accounting Information Fire | View Al_First Kl 1011 13 Lost

Posting Process: AP Agcrual GL Dist Status: Mene

Main Informstion I Chartfields: | Journal =p

Tax Authority E';r;: E:‘:aﬁl:m fg"""‘"i’ﬁm D pccount E\::aum m?:u) éi{‘? gg;n;y Eﬁi?“si"ﬁs Project Activity Source Type
D Class) (CF1) (CF2)
11000 G1031200 100001 200003
11000 1031200 100001 4130
000 [1000 G1031200 G100001 220060
018 11000 G1031200 100001 220080
020 11000 G1031200 G100001 220050

After completing this topic, you should be able to:

e Navigate to the Voucher Delete — Search page to enter search parameters to effectively
retrieve a specific voucher

e Navigate to the Voucher Delete page
e Delete a voucher
e Cancel a delete voucher request
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Process Steps to Delete a Voucher

Step 1: Make sure the voucher is eligible for deletion.

1. Navigation: Accounts Payable, Vouchers, Add/Update, Regular Voucher, Find an Existing
Voucher
2. Enter the Business Unit and Voucher ID. Click on Search.

On the Summary page, scroll down to the View Related menu. Select Accounting Entries
Inquiry. Click the Go link.

The Voucher Accounting Entries page is displayed. Look on the Chartfield section. If there is no
information here, the voucher has not been posted to the general ledger. The voucher can be deleted.

Step 2: Locate the voucher to delete in the Delete Voucher page.

Use the Voucher Delete page to delete a Regular Voucher.

Navigation Links: Accounts Payable, Vouchers, Add/Update, Delete Voucher
Use the Find an Existing Value page to search for a voucher to be deleted.
Enter values into the Business Unit and Voucher ID. Click on Search.

e o N

Maximurm nurmber of rows to return (up to 300); (300

Business Unit = v G1001 @,
Voucher 1D begins with |+ ||00000043]

Entry Status: = w %

Invoice Humber: hegins with |

Short Vendor Hame: | begins with |

Vendor ID: begins with |+ @,
Hame 1; hegins with |

[]case Sensitive

Search Clear |Basic Search [BF Save Search Criteria

Note: The Entry Status field allows you to search for vouchers in various stages in the voucher process.
Possible Entry Status values are:

Complete

Deleted

Edited by Batch Voucher Module
Modified

Open

Postable

Recycle

Reviewed through Maintenance
Scheduled for Payment

Through Batch Defaults
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3. The Delete Voucher/Voucher Detail pages appear.

e Start out by reviewing the information on both of these pages to verify that this is the correct
voucher to be deleted.

e The Delete Voucher page allows you to delete one or more vouchers on this page. The Voucher
Information section displays information such as the Invoice Number and the Gross Amount.

Al Voucher Details |

Business Unit: G1001  Voucher: 00000043
Vendor

Vendor: 0000000208 CODAINC

ShortMame: CODA INC-001

Voucher Information

Invoice: 12345 Origin:  OML Header Budget Status: Mot Chkd
Date: 10M3/2010 Group: Non-Prorated Budget Status: Valid
Gross Amount: 2,500.00 USD Entry Status: Postable
Related Voucher

[oeere |

The Voucher Details page provides more information such as Terms of Payment, Due Date, and other
charges.

[ Delete Woucher il “oucher Details
Business Unit: 31001 Voucher: 00000043

Yendor ID: 0000000208 CODAINC

ShortHame: CODA INC-001

Name 2: Go To Address

Youcher Information
Imsoice: 12345 Gross Amount: 2,500.00 USD
Invoice Date: 10132010 Freight: 0.00
Acctg Date: 10132010 Miscellaneous: 0.0o
Terms: a0 Met 30 Sales Tax: 0.00
Due Date: 11122010 Use Tax: 0.00
Discount Due: Entered \.-‘A[:\‘% 0.00
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Step 3: Delete the voucher.

When you are certain that this voucher is ready for deletion, click Delete on the Delete Voucher

page.

Delete Voucher Voucher Details

Delete Voucher | Voucher Details

Business Unit: E3701 Voucher: 00000003

Vendor: 0000192548 BITUMINOUS ROADWAYS INC

ShortName: BITUMINOUS-001

Voucher Information

Invoice: 28 Origin:  ONL Header Budget Status: Eror
Date: 0111512011 Group: Non-Prorated Budget Status: Valid
Gross Amount: 10.10 USD Entry Status: Postable
Related Voucher

[ save [P ReturnisSesren = Netiy

If you receive the following error message, you may need to update the voucher first.

Respond to an error message.

You cannot delete this voucher. (7030,162}
The voucher has been associated with

(1) Accounting entries, or
(2) Payments, or

(3) Matching, or

(4} Metting, or

(5) Workflow

OK

NOTE: You cannot delete vouchers that have Accounting Entries (1) or Payments (2). Vouchers with
Matching (3), Netting (4) or Workflow (5) must be processed. Unmatch, change the netting field in an
inter-agency voucher or move it out of workflow.

If the voucher is eligible for deletion, SWIFT displays a warning message.

YWarning -- Delete Confirmation (7030,12)

Press Ok to delete the wvoucher. Press Cancel ifyvou do notwant to delete the
waucher,

0] Cancel

Vouchers are not immediately deleted after clicking the Delete button the selected voucher.

OK to confirm that you wish to delete this voucher.
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[X]

YWarning -- Delete Confirmation (7030,12)

Press Ok to delete the wvoucher. Press Cancel ifyvou do notwant to delete the
waucher,

0] Cancel

Warning! Once a voucher is deleted, it cannot be retrieved and the deletion cannot be undone. The
data rows that are associated with the voucher remain in the tables so that you cannot reuse the voucher
number.

e Another message box will appear once the voucher has been deleted. The message will state
“Budget transactions related to this voucher have been deleted.” Click the OK button.

e Click on the Save button to confirm the deletion.

e The Delete Voucher page displays an Entry Status of “Deleted” for the voucher.

Delete an Inter-agency Voucher
For inter-agency vouchers that are eligible for deletion, first update that voucher.

e |f the voucher is set to process via bilateral netting, change the Netting field on the Payments tab
from “Hold to “Not Applicable”.
e Change the Netting field before running budget check.

“Bank: =TOD1 €L Pay Group: INTER AGENCY PAY CYCLE v
*Account: WF 2, *Handling: RE X Messages
*Method: CHE 2 Check |'H&tting: Hold v
= Hold P t
L/C ID: 7 Hold Reason: v o Faymen
Senarate Pavment

Delete a Journal Voucher

To delete a Journal Voucher, use the same process that was described under “Delete a Regular
Voucher”. Also, follow that process for journal vouchers that were used for inter-agency payments.

Considerations for deleting journal vouchers:
e Posted Status:

Journal vouchers that have already been posted will need a new journal voucher to reverse the
action from the previous journal voucher.
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e Interagency Vouchers:
Change the Vendor ID to “XXECORRECT". This takes the journal voucher out of bilateral
netting. Follow the process described under “Delete a Regular Voucher” for journal vouchers that
were used for inter-agency payments.

e Budget Checked:

Once the voucher is budget checked, you cannot to make any changes to the Payments tab.

If the journal voucher has been successfully budget-checked but not posted, you can do one of

the following:
0 Reverse the signs on the original transaction and budget check to reverse the entry OR
0 Change Merchandise Amount to “0” for all lines and budget check OR
0 Add new lines and reverse the signs for the lines already budget checked then budget

check to reverse the entry.

Delete Vouchers with Recycle and Matched Statuses

When a voucher’s Entry Status is “Recycle”, you cannot delete the voucher. You must first get the
voucher to a “Postable” Status. Then, unmatch the voucher before deletion.

Determine the reason for the “Recycle” status.
e Review the voucher’s Invoice Information tab for the red “Difference” icon. It has a red circle

with an exclamation point.

e Or, check the header, invoice line or distribution lines for a yellow triangle with an exclamation
point. Click on icon to see the error message.

e Or, you can click on the Error Summary tab to see the voucher error.
Correct the issue. In order to get out of the “Recycle” status, the voucher must be in balance. This is

required even if the voucher is incorrect and it needs to be deleted.

3. Onthe Invoice Information tab, click on the Calculate button (below the Difference field). Make sure
the difference is “.00".

e Save the voucher.
e Gotothe Summary tab and verify that the Entry Status is “Postable”.

e Unmatch the voucher. The voucher is now ready to be deleted.
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Close Vouchers or Write-off Final Payments

SWIFT allows you to select only those vouchers that are eligible for closing. But if the voucher in error has
any accounting processing, you will need to reverse it and close it. Closing a voucher writes off any
remaining liability and decreases the expense.

A voucher cannot be closed if:
e |t has been unposted.
e It was selected for payment.
e |t was partially paid.

To close a voucher, it must be:
¢ Matched (except for Direct Entry vouchers, where there is no match)
e Budget Checked
e Posted
e Not selected for payment

¢ Not fully paid

Tips for closing vouchers:

e Encumbrance: After the voucher is closed, the encumbrance is not released until after an
overnight batch process runs.

e General Ledge: When you close a voucher, the accounting entries previously created are
reversed to create a net zero effect on the General Ledger.

e General Ledger: Close a voucher in order to credit the expense accounts and debit the liability
for the portion of the voucher that remains unpaid.

e Inter-agency Voucher: When closing an interagency voucher and creating a new voucher
against the same purchase order, PO, first change the invoice number on the original voucher.
Then, you can use the original invoice number on your new voucher.

e Purchase Order: If the voucher has a purchase order associated with it, SWIFT prompts you to
decide if the encumbrance should be closed or restored. Typically, restoring the encumbrance is
chosen because there will be a new voucher created with the same amount.

e When closing an interagency voucher and creating a new voucher against the same PO
General Ledger: After the voucher has been marked for closure, the voucher must be posted
before the remaining liability is written off and the Status is updated to “Closed”.

e Write off the Liability: Vouchers can be closed when the remaining liability is written off a
vendor’s balance. For example, items are in dispute and the agency and vendor have agreed the
state will not make a payment on these items.

e Posting closed vouchers also invokes the budget check process and updates commitment control
ledgers. Vouchers post during overnight batch process. You must wait until the next day before
reusing the released encumbrance.
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e When closing an interagency voucher and creating a new voucher against the same PO (and the
same Invoice Number), you should first change the Invoice Number on the original voucher to
something else. Then, you can use it again on a new voucher.

e |f the voucher has a purchase order (PO) associated to it, SWIFT will prompt you to choose if the
encumbrance should be restored to the PO. Encumbrances cannot be restored to POs that have
been reconciled.

After completing this topic, you should be able to:

e Navigate to the Close Voucher page.

e Review voucher information on the Close Voucher and Voucher Details pages prior to
marking voucher for closure.

e Mark a voucher for closure.
Process Steps to Close a Voucher or Write Off Final Payments
Step 1: Navigate to the Close Voucher page.

1. Navigation Links: Accounts Payable, Vouchers, Add/Update, Close Voucher.
e The Voucher Close Search page appears. Select the values to retrieve a specific voucher.

e Typically, you will enter values into the Business Unit and Voucher ID. Click on Search.

Voucher Close

Enter any information you have and click Search. Leave fields blank for 3 list of all values

Maximum number of rows 1o return (up to 200); 300

Business Unit: =¥ E3701
Voucher ID: begins with ¥ (00000
Invoice Number: begins with ¥

Short Vendor Name:  Degins with

Vendor ID: begins with +
Name 1; begins with »
Close Status Indicator: = v A

Case Sensitive

Search | Clear |Basic Search ¥ Save Search Crileria

2. The Close Voucher/Voucher Details pages displays.

e Ensure that this is the correct voucher to be closed.
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e Use the Voucher Details page to view more detailed information pertaining to the selected
voucher, prior to deleting. This includes information such as: Terms of Payment, Due Date,
Gross Amount and if applicable, Discount Due, Freight and any Miscellaneous amounts.

Close Voucher Voucher Details
Business Unit: E3701 Voucher: 00000004
Vendor ID: 0000192549 HIAWATHA REDDY RENTS
ShortName: HIAWATHA R-001
Name 2: o To Address
Voucher Information
Invoice: GM17T41CS Gross Amount: 100,00 USD
Invoice Date: 03/04/2011 Freight: 0.00
Acctg Date: 0370472011 Miscellaneous: 0.00
Terms: 30 Met 30 Sales Tax: 0.00
Due Date: 0410272011 Use Tax: 763
Discount Due: Entered VAT: 0.00
5] save [ Returntc Search (=] Netify
Close Voucher | Voucher Details

Step 2: Close and save the voucher.

1. When you are sure that you have the correct voucher to close, return to the Close Voucher

page.

2. Scroll down to the Process Manual Close section. You can identify the specific date in which to

set the voucher to close.
3. Check the box for Mark Voucher for Closure.

4. Click the Save button.

ousnr Dot

Business Unit: 31001 Voucher: oD0M077E

Vendor: DOD0302507 WERIZON BUSINESS

ShortName: WERIZON BU-DO1

Invoice: TRM1SEXS Origin: ~ ONL Header Budget Status: "alid
Date: 04/2062015 Group: Mon-Prorated Budget Status: “alid
Gross Amount: 50.00 USD Entry Status: Postable
Related Voucher Close Status: Open

Process Manual Close
Manual Close Date: 051902015 [#] Mark Voucher for Closure

£\ Retum to Search | |[Z] Notify
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5. If you are closing a voucher tied to a purchase order, SWIFT displays a message. “You are
closing a PO Voucher. Do you wish to restore Encumbrance and reopen (Unmatch) the PO?”

e Click Yes to restore the encumbrance. Or, click No and only the voucher liability will be

liquidated.
Vousher Details |
Business Unit: E3701 Voucher: 00000004
Vendor: 0000192549  HIAWATHA REDDY RENTS
ShortName: HIAWATHA R-001
Voucher Information
Invoice: GH1741CS Origin: ~ ONL Header Budget Status: Valid
Date: 03/04/2011 Group: Non-Prorated Budget Status: Vvalid
Gross Amount: 100.00 USD Entry Status: Postable
Related Voucher Close Status: Open

Manual Close Date: 07/29/2014 +|Mark Voucher for Closure

[Gh Returnto Search | =] Notify

Close Voucher | Youcher Details

e If Yes is selected and the encumbrance restored, the Purchase Order Associated with the
Voucher window will display. Select the Restore Encumbrance check box and click OK.

The voucher is now closed. The encumbrance will be released the next day following the overnight batch
process.
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Unpaid Vouchers
Topic Overview

Accounts Payable staff need to periodically check for unpaid vouchers. This maintenance topic covers

how to find unpaid vouchers and typical items that cause vouchers to not be selected for payment in
SWIFT.

Process Steps to Find and Resolve Unpaid Vouchers

1. Use AP reporting tools to find unpaid vouchers

2. Look up the common reasons for unpaid vouchers

Step 1: Use AP reporting tools to find unpaid vouchers.

1. Usethe Unpaid Voucher Query to find your unpaid vouchers.

e Navigation: Reporting Tools, Query, Query View
o Enter Query Name: M_AP_UNPAID_VOUCHERS
e Click Search

Favorites | Main Menu » Reporting Tools * Query * Query Viewer

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By [query Name ¥ | begins with M_AP_UNPAID_VOUCHERS
Search Advanced Search
Search Results
*Folder View | -- &ll Folders -- v

- Runto Runto Run to
Query Name Description Owner Folder HTML Excel XML Schedule Favorites
M_AP_UNPAID_WVOUCHERS Unpaid Vouchers Pubilic HTML |Excel (XML |Schedule Favorite

e Onthe Unpaid Voucher Query page, enter the Unit (Business Unit), User (you can use “% as a
wild card) and click on View Results.

e Onthe Results page, find Voucher IDs, look at the statuses and review the “Reason” for
information about the voucher.

M_AP_UNPAID_VOUCHERS - Unpaid Vouchers

fzea &
User (% allowed):[F |

Download results in - SpreadShest CSVTextFie xMLFie (233 kb)
Unit | Voucher V%‘:;:e' Invoice Number Vendor Name [ Etr | Match | Budget) APPT [ gpq,5 | Created S;::“D“ﬂ'fe" Gross Amt | User Name ron | Reason [Payments
i - ) ot ]
| lrrsor a[eaulr 6319015305 saIoY WIORTHINGTON vets [aoprovea (5273 |10t ezt a5 Makionado,Nounith. . |Contract i

~ |Phimmavong Retention -
Payment
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2. Look up individual vouchers using the Voucher Search

e Navigation: Accounts Payable, Vouchers, Add/Update, Regular Entry, Find an Existing
Value

e Enter the Business Unit and Voucher ID. Click on Search.

Voucher

Enter any information you have and click Search. Leave fields blank for a list of all values.

- Find an Existing \Value Add a New ‘Value

Business Unit: = v e}
Voucher ID: contasins v 10648 ]

Invoice Number: begins with ¥

Invoice Date: = v EY

Short Vendor Name: ]

Vendor ID: Q

Name 1:

Voucher Style: = v v
Related Voucher: begins with ¥

Entry Status: = v v

Voucher Source: = v v
Agency Origin: begins with ¥ Q

Case Sensitive

Search Clear . |Basic Search Save Search Criteria

Search Results

g All First @ et [ Last
Business UnitVoucher |0 Invoice Number Gross Invoice Amount Payment Amount Invoice Date Short Vendor Name Vendor |0~ Name 1 Voucher Style Related Voucher Entry Status Voucher Source Agency Origin
G100 00010648 (90195955 16267 1 16267 1 O7/01/2014 IHS GLOBAL-002 (0000203051 1HS GLOBAL INC Requiar { blank) Postable  |Onling 100

e Onthe Search Results, click on the Voucher you searched for.

e Review the voucher. Go to the Look Up Common Reasons for Unpaid Vouchers section of
this topic to resolve any errors.

3. Usethe Vendor Information page to look up vendors.
Find out why the vouchers have not been paid for a particular vendor.
e Navigation: Vendor, Vendor Information, Add/Update, Vendor

e Enter the Vendor ID and click on Search.

Vendor Information
Enter any information you have and click Search. Leave fields blank for a list of all values.
* Find an Existing Value

~ Search Criteria

SetlD: =T SHARE Q
Vendor ID: contains ¥ 203051
Persistence: = v v
Short Vendor Name: begins with ¥ a
Our Customer Number: begins with ¥ Q
Name 1: begins with ¥ [«}
Financial Sanctions Status:| = v v
Include History Case Sensitive
Search Clear. |Basic Search Save Search Criteria

Search Results

Miew Al First ETREANT Last
Sefll  Vendor 1D Persistence Short Vendor Name Our Customer Number Name 1
SHAREDDD0203051 Regular  IHS GLOBAL-D02 |(blank) IHS GLOBAL INC
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e Onthe Search Results section, click on the Vendor ID. Review the vendor record. Go to
the Look up Common Reasons for Unpaid Vouchers section of this topic to resolve any
errors.

Step 2: Look up Common Reasons for Unpaid Vouchers

1. Missing Step or Error in Accounts Payable Life Cycle.

Look on the Summary page of your voucher. It should have been Matched, Budget Checked, Submitted
for Approval, Approved and Approved to Post.

Entry Status: Postable Origin: OHL

Match Status: Mo Match Approval History Created: 04/24/2015

|Approval Status: Approved Created By: TEST_TRMN1

Post Status: Posted Modified: 04242015
Modified By: TEST_TRN1
ERS Type: Mot Applicable

Budoet Status: “alid Close Status: Open

Budget Misc Status: “alid

2. Vendor Changes.
a. The Vendor is an “Inactive” Status.

Favorites | MainMenu » Vendors @ Vendor Information » Addf/Update » \endor
ldentifying Information Address Contacts Location
SetlD: SHARE
Vendor ID: 0000182602
Vendor Short Name:  MIDWAY IND MIDWAY IND-001
Vendor Name: MIDWAY INDUSTRIAL SUPPLY CO
Order: MIDWAY IND-001 Remit To: MIDWAY IND-D01
4758 OLD HWY 8 4755 OLD HWY &
MOUNDS VIEW, MM 55112 MOUNDS VIEW, MM 55112
| Status: Inactive | Approval History Last Modified By: FISCH20

b. The Effective Date on the vendor location or address change is after the invoice date on the

voucher. For example, the vendor moved locations after submitting the invoice to the agency.

Favorites | Main Menu »* Vendors » Vendor Information » AddfUpdate » Vendor
Summary || ldentifying Information r-ﬁdﬂi&w Contacts L ocation
SetlD: SHARE
Vendor 1D: oDo0302307 Short Vendor Name: VERIZON BU-001
Address ID: 1
Description: GEMERAL - MPLS
Details
Effective Date: EMMs Effective Status: Active
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Summary Related Documents

Inwoice Information

“oucher Attributes Ermr SUMMmary

Business Unit:
Voucher 1D:

Voucher Style:

Total Amount:

Vendor Name:

G1001
0DO10780

Regular Voucher

50.00

Invoice No:

TRN1TEXS

| Invoice Date:

*Pay Terms:

Prompt Date

Pay Reason

WERIZON BUSINESS

04/20/2015 |

Net 30

30
0572372015

3. Vendor Pre-notification Required.

Pre-notification is required when a vendor changes their bank account or switches to ACH (Automatic
Clearing House). SWIFT issues a payment but there is a 10-day, pre-approval period while SWIFT

confirms the bank information.

Navigation: Vendors, Vendor Information, Add/Update, Vendor

Enter the Vendor ID and click on Search.

Vendor Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | Add a New Value

~ Search Criteria

SetiD: = - SHARE aQ
contains  ~ [919258
Persistence: = -

Short Vendor Name: begins with - |

Our Customer Number: begins with - |

ppp

Hame 1: begins with ~ |

Financial Sanctions Status: =

[Cinclude History [Tl Correct History  [[] Case Sensitive

Clear | pasic Search IE Save Search Criteria
Search Results
View All

First [ 1of1 [3] Last
SetlD VendorID Persistence Short Vendor Name Our Customer Number Name 1

BRI Reqular DURENRE-001 |(blank) DUREN REBECCA LYNN

¢ Inthe Vendor Information page, select the Lo

From the Search Results page, click on the Vendor ID of the vendor you are researching.

cation tab and click on the Payables link.

Summary | Identifying Information | Address | Contacts Custom
SetiD: SHARE
Vendor ID: 0000919258 Short Vendor Name:

DUREN RE-001

Avendor location is a default set of rules which define how you conduct business with a vendar.

Location:

001 Default HiVFees
Description: DUREN REBECCALYMN
Details
Effective Date: 05/01/2015 Effective Status: Active
16 ED
Options: Procurement SalesiUse Tax

Related Content ™

Name: DUREN REBECCA LYNMN

Find | view ANl First K1 1 071 I | agt
Attachments (0

Find | View Al First K 4 of 1 D Last

Expand All Collapse Al
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e On the Payables link, scroll down to Electronic Files. Pre-notification is required for this vendor.

' Additional Payables Cptions

¥ Matching/Approwval Opfions

~ Electronic File Opfions
Pre-Notification

Confirm

Status: Caonfirmed o
Date: 05012015 |

[] Prenctification Required I |

Linconfiom

4. Discount missed.

When a voucher is created with discount terms on or after the Discount Due Date, SWIFT will not pay the
voucher until the Net Due Date.

e Net Due Date is determined by the Invoice Date and the Pay Terms. For example, the Pay
Terms below are “1% 10/30”. This means that there is a 1% discount if paid within 10 days.
Otherwise, SWIFT waits until 30 days.

Related Documents {m Payments ‘Voucher Aftributes Error Summary
Business Unit: G10M Invoice Date: 04/20/2015
Voucher ID: ooo107a Invoice No: TRN1BEXS
Voucher Style: Regular Invoice Total: 50.00 USD
Contract ID:

Vendor Name: WERIZON BUSINESS 1 % 10/N30
505 HWY 189 N 2600 Voucher Source: Online
MPLS, MN 55441-5448
Entry Status: Postable Origin: oML
Match Status: Mo Match 'Eggro\'al Histon, '! | Created: 04424/2015
Approval Status: Approved Created By: TEST_TRN1
Post Status: Posted Modified: D4/24/2015
Modified By: TEST_TRM1
ERS Type: Mot Applicable
Budget Status: “alid Close Status: Open
Budget Misc Status: Walid

Payment Information Find | View Al First Kl 1 07 1 I3 | st

Payment: 1 =
*Remit to: [poopzozsor F Gross Amount: | 000 ysp Payment Inquiry

Location: & Discount: | [T . Discount Denied

. Late Charge

*Address: 1 Q A 5 Ex—q_ press Payment

WVERIZOM BUSINESS Scheduled Due: — 2 Payment Comments(D

505 HWY 168 N #8500 Met Due: |-D5|’20.f201 5 | Haoliday/Current

HPLS i sesese 05/04/2015 |

Accounting Date: | |
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5. Hold
The Hold checkbox is selected on a voucher (Payments tab) or on a vendor record.

e Voucher Hold:

*Bank: STOO1 Q Pay Group: REGULAR PAY CYCLE v

*Account: fF 4, *Handling: [RE A essages

LiC ID: | |r_i; Hold Reason: |

Message: [Telephone Walmount

IMessage will appear on remittance advice.

“Method: CHK R Check *Netting: [ Mot Applicable v "
= p- | ! Hold Payment

) Separate Payment

e Vendor Hold:

Use the Vendor Information search to find a vendor’s record. Select the correct vendor. On the
individual Vendor Information page, click on the Location tab.

Favorites | Main Menu » Vendors > Vendor Information @ AddfUpdate > Vendor

Identifying Information || Address || Contacts | Location

SetlD: SHARE

Vendor ID: 0000302907

Vendor Short Name: VERIZON BU WERIZON BU-001

Vendor Mame: WERIZOM BUSIMNESS

Order: WERIZOM BU-DO1 Remit To:
505 HWY 169 N #5800

MPLS, MM 55441-6448

Status: Approved [Epproval History Last Modified By:
Persistence: Regular Last modified date:
Classification: Otside Party Created Bw:

On the Location tab, click on the Payables link.

Summary | [ Identifying Information || Address || Contacts

SetlD: SHARE

Vendor ID: DDDD302507 Short Vendor Name: YERIZON BU-001 Name: YWERIZOM BUSINESS

A vender loeation is a default set of rules which define how you conduct business with a vender.

Find | View Al First EJ 1 .of 1

Laocation: oo < Default RT'/ Fees Aftachments (0}
Description: WERIZON BUSINESS
Find | View Al First B 1 of 1 3
Effective Date: 0140171901 Effective Status: Active
TG ED
Expand All | Collapse Al |

Options: Procurement Sales/Use Tax
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On the Payables Link, open up the Payment Control section to see if the Hold button is selected.

~ Additional Payables Options
[ — e ———
Pay Group: oo REGLULAR Bank Options: Specify
Delay Days: Default from BU Bank: STODM TREASURY
Discount: 0 Account: WF State of M
Net: ] Currency: usD Dollar
Complex Routing Rate Type: CRENT _ GRRNT

6. Credit Vouchers Exceed Debit Vouchers

The example shows that credit vouchers exceed the debit vouchers. All payments are held until enough
positive payments offset the credits. If you need assistance determining if this is the case, contact the
SWIFT Help Desk. Email: swifthelpdesk.mmb@state.mn.us Phone: 651-201-8100, option 2.

Download results in : Excel SpreadSheet CSV TextFie XMLFie (3 kb)
View Al Fiest ] 1:16.0f 16 ] Last
Unit Voucher Payment Gross Amt Scheduled Remit Vndr Location Remitting Addr Close Status Status Type Payment

1 T7901 00517396 -83650 03/06/2015 0000192666 001 10 P REG

2 Te01 00518196 -403.540 03/09/2015 0000192666 001 10 P REG

3 T7801 00518200 -6.080 03/08/2015 0000192666 001 10 P REG

4 T7901 00517673 19.010 031072015 0000192666 001 10 P REG

5 T7901 00517670 30,000 031012015 0000192666 001 10 P REG

& T7901 00517902 8820 0X/12/2015 0000192668 001 10 [ REG

7 TI901 00517889 85310 031212015 0000192666 001 10 P REG

8 Tre0t 00517986 85410 03/12/2015 0000192666 001 10 P REG

9 T7901 00517879 78.370 0317/2015 0000192665 001 10 P REG

10 T7901 00517993 102.260 03/17/2015 0000192666 001 10 P REG

11 Treo1 00517980 269.050 03/17/2015 0000192666 001 10 P REG

12 Tro0i 00518328 494.500 03/18/2015 0000192665 001 10 P REG

13 T7901 00517983 31,280 031972015 0000192668 001 10 P REG

14 T7901 00517417 50.800 031972015 0000192665 001 19 P REG

18 Trem 00518144 381.620 0371972015 0000182666 001 10 P REG

16 T7901 00517404 92.470 03/26/2015 00001926686 001 10 P REG

7. Bilateral Netting

The Netting field on the Payments tab should remain as “Hold”. This means it is holding for SWIFT to
run the various processes. The only time to change this field is to delete a voucher.

*Bank: ST001 4, Pay Group: INTER AGENCY PAY CYCLE v
“Account: e 24 *Handling: RE . <
*Method: CHK R Check *Netting: [ Hold ! v

5 U Hold P t
LIC ID: | |Z  Hold Reason: | v old Faymen

| Senarate Pavment

The selling agency did not create a transaction in Accounts Receivable. To find out, you can run a query
that views inter-agency bills.

Personalize | Find | View All | B | # First E1' 1.2 of 2 13 Last

Query Name Description Owner Folder ml."mto E::Jo :‘:‘T_m Schedule ?;fotr?tes
M_CM_GBL_INTERAGENCYPMTS_BFY| g‘i@?ﬁ”c"’”emng Y |Puplic INTERAGENCY HTML Excel XML |Schedule Favorite
M_CM_GBL_INTERAGENCYPMTS_FY wer’“{—‘e”w”m”g by FISC by 1jic |INTERAGENCY HTML |Excel XML |Sthedule  Favorite
L
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8. Typical Voucher Errors

e Make sure the following fields match.

o The Vendor ID on the voucher and the Customer ID on the invoice.

o The Invoice Numbers on the voucher and the invoice.

0 The Amounts on the voucher and the invoice. Do not submit a voucher for a partial

payment.

e If you created an invoice using the Copy Worksheet option, make sure you selected all of the

correct distribution fields.

Copy Worksheet
Business Unit: G1001

=
PO Business Unit: 1001 a
*PO Date Option: No Dale v
Ship To: Q
Receipt Unit: Q.
Receipt Number From: Q
*Recv Dt Opt: No Date v
Receiver Line From:
Pro Number: (s}
Carrier ID: Q
>
Max Rows to Return: Search

Clear All

Voucher ID:

PO Number:

PO Date:

Receipt Number To:
Receipt Date:
Receiver Line To:
Packing Slip:

Bill of Lading:

Copy Selected Lines

NEXT

Back to Invoice

Reset

Topic Overview

Now that you completed this lesson, you should be able to:

e Troubleshoot Voucher Build errors (if designated by your agency)

e Update vouchers

e Review and resolve Match Exceptions

e Use the Match Workbench to unmatch a voucher

e Review/Correct Budget Check errors

e Unpost a voucher
e Delete a voucher
e Close a voucher

e Look up unpaid vouchers and find common reasons for not being paid
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Lesson 3: Voucher Approval

Lesson Overview

After vouchers are created, they are electronically submitted for approval. All vouchers must be reviewed
to ensure that:

e The good/services in process for payment were actually received by the agency

e The people who are approved for purchases ordered the goods or services

e The correct accounting of those purchases occurs

Processing approvals occurs in the workflow feature in SWIFT.

Workflow is an automated feature that routes information or documents for approval. It refers to the way
in which work flows through the multiple steps of business processes.
e An AP clerk enters the vendor invoice (voucher) into SWIFT.

e Then the voucher goes through an approval process where at least one other person with
appropriate authority reviews and approves the voucher for payment.

e Upon approval, the system submits payment to the vendor.

This workflow process includes notifying the different people involved via email or worklist updates that
they are required to take the next step in a process.

EnRor & pgle Imperi/Entes Invce Walldaty bnwaled

A aplianalky ‘ Py Invvotce
- —— maich to PO |

= or recs|
F AR Ip:: .-"l_

7300 |
5 8 L
|1 ]
o

Transler Intommation = Creafe accounding
1o geEngr ledger eniries
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Typically, only supervisory or managerial level staff can approve vouchers. Most state agencies follow an
approval level based on the amount of the purchase such as the following:
e Purchases up to $25,000.00 require one approver such as a supervisor.
e Purchases from $25,001.00 to $100,000.00 require a second approver such as a division
manager.
e Purchases over $100,000.00 require a third approver such as a financial director.

AP2 —Voucher Entry, Maintenance and Approval

As an approver, there are three possible actions you can initiate from the Approval page.

Action Description
1. Approve The voucher has been reviewed and approved.
2. Deny There were discrepancies found during the review. Selecting Deny routes the

for the denial.

request back to the originator. Comments are provided describing the reason

of the payment. Selecting Pushback will return the request to previous

pushback.

3. Pushback This action is only available if multiple reviewers are required for the approval

approvers for review. Comments are provided describing the reason for its

After completing this lesson, you should be able to:

e Navigate to the Worklist page.
e Locate vouchers that are awaiting approvals.
¢ Review the vouchers.

e Approve, deny or pushback the voucher.
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Process Steps

Steps to Approve Vouchers:

e Step 1: Locate the Worklist and review vouchers.

e Step 2: Approve, deny or pushback vouchers.

Step 1: Locate the Worklist and Review Vouchers.

You access the workflow through the Worklist hyperlink on the top right of the SWIFT Main Menu.

Financial Management System R

Favorites  Main Menu
- -
by Pane | Diashnngds |

1. Navigation Links: Worklist, Detail View

e The header of the Detail View page lists your name and user ID. Below the header are fields
that provide information about what vouchers have been submitted for your approval.

e You can sort by date by clicking on Date From heading. The newest voucher will display on top.

e Review the Work Item section to determine what is pending and what has been approved.

Worklist for AP_

Detail View

Erom BeieFrom Yfark hem Viarked By Actity
:
APAPPRDTRZIALL 02002011 [RSREO0  Approval Wenkiow [3iow 0w |BOSHESET Mark Worked
r Noahea b
LI_FS_AP WOUCHER_EMNTRY 02142011 Appdowdl Routing Appd ol Wodkflow _3-Lﬂn’ ~ | EULIE u

Work List Filters: [

Fields on the Worklist Page.

Field Field Description

From This field describes who submitted the voucher for approval

Date From The date the voucher was submitted

Work Item Status of the Worklist Iltem. The status of “Approval Routing” requires a
voucher review and approval, denial or pushback. “Transaction Approved”
shows that these items have been approved.
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Field Field Description

Worked By Activity States how the voucher was routed to the Worklist.

Priority The priority level of vouchers waiting for approval.

Link Use to view the transaction details before you decide about the action.

2. Inan item categorized as “Approval Routing”, click on the Link to review the voucher. Three
pages now appear.

e The Approval page provides details about the voucher.

e The Line Information page shows the details about the purchase such as the total amount,
how much, how many, the pay terms and the USER ID of the person who created the
voucher.

e The Charge Information page shows essential information about the payment such as the
ChartFields and the funding string being charged for this purchase.

3. Onthe Approval page, review the voucher details/fields to make sure they are accurate.
The Approval Status should be “Pending”.

Line Information Charge Information
Business Unit: R2901 Invoice Number: TRAINING-001
Voucher: 00000035 Vendor: BITUMINOUS ROADWAYS ING
Invoice Date: 01/25/2011 ID: 0000192548
Voucher Details
Transaction Currency: UsD Terms: Met 30
Total 80.000 [Capproval status: Pending

e The Approval Status of “Pending” indicates that the voucher has been created, matched (if
applicable), budget-checked and is ready for review.

4. Click on the link for the Line Information page to review information about the purchase.
The Line Detail section shows how many lines, a description of the purchase, how many were
purchased and the merchandise amount.

Line Humber From l:l To |:| of 1 e
__

~an
Customize | Find | View A0 B | 3 et B 4054 0 Last

Line Description Quantity Merchandizse Amt

1 LIME,.095,3% SFOOL, 1005 WEEDEA  8.0000 80.000
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5. Click on the Charge Information page to review the ChartFields from the voucher’s Distribution
Lines used for this purchase.

Depending upon this purchase, there may be ChartFields that reflect state-wide, agency or project/grant
accounts. The minimum required fields are the Fund Code, Financial Department ID, the Appropriation
ID and Account.

4

Voucher Line: 1 Quantity: 8.0000
Description: LIME,.095 3% SPOOL, 1005 WEEDEA Merchandise Amt: 80.000

B 4] ]

. . A Sub . Agency

Merchandise Amt GL Unit El:)r;de EI:ﬂ:rTrﬂr:entlD &pr;]‘)pnﬂ“on = Account [Account g?;f:'\;f:] Cost1

* (Class) 9 (e
80.000 MMOO1 | 2000 R2834000 R284205 413001

After you've closely reviewed the information on the three pages (Approval, Line Information and
Charge Information), you are ready to further process this voucher.

Step 2: Approve, deny or pushback vouchers.

1. Returnto the Approval page. If there were further levels of approval required for this purchase,
this information would be displayed as blue boxes to the right.

Voucher Approval

BUSINESS_UNIT=H1201, VOUCHER_ID=00087733, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Fending EI 5

Weucher Apgrovil

Skipped Skipped Pending

| Mo appitemn besd b | Mo agphens Bosd N babois fog E
= N_FE_VCHA_AAFR_G) <= u_FE vCHA_SFR_E2 K s vonn_apem o3

Dany Add Commants Save Approvers

2. Below this area, you take one of three actions using the buttons: Approve, Deny or Pushback
(if required for multiple approvers).

e If you choose Deny or Pushback, use the Comment box to indicate your reasons for
selecting this option.

e The Pushback button only appears if there are multiple approvers. Selecting Pushback
means that this voucher will be returned to the previous approver.

e You can select the white box with the green plus sign, or Start a New Path button to add
another approver.

e Atthe bottom of the page, scroll to the right where you can Add Comments or Save
Approvers.

e If there are no errors and you did not deny or pushback the voucher, you are ready to
approve it.
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3. Select the Approve button at the bottom of the Approval page.

4. The Voucher Approval AF page appears.
Voucher Approval AF

Enter amy information you have and chck Search, Leave fields blank for a kst of all values

A T T
ﬁm&:mﬁ ot

Business Unit: = - H1201 Q
Voucher 10: b th = (087733

Invoice Numbaer:

Shoirt Vendor Hame: e

Vendor 1D: begns with - 1
HName 1: begns with =
Approval Status: = - I Pending —I

Case Sensithee

Search Cloar | Basx Search B Sove Search Crten

The Voucher Status will show it is “Pending” even though it has been approved. From here you may
either:

e Return to your voucher worklist.

e Or, remove the Approval Status, select the blank option to preview the approved voucher.

The Voucher Approval box will change color, status and add a date stamp after you select one of
the action buttons.

Voucher Approval

— BUSINESE_UNIT=T7801, VOUCHER_ID=00187350, VOUCHER_LINE_NUM=1, DISTRIE_LINE_NUMA1: Approved

Youcher &pproval

Apprawad
Karcus Fiza i
v W_FE_WCHA_ARPE_01

B1Ms1 - 215 P

Now that you completed this lesson, you should be able to:

Navigate to the Worklist page.

Locate vouchers that are awaiting approvals.
Review the vouchers.

Approve, deny or pushback the voucher.
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Lesson 4: Create Specialized Vouchers

Lesson Overview

There are circumstances within agency purchasing that do not follow the typical regular voucher style that
references a purchase order or allows for direct entry. These circumstances require specialized voucher

styles.

Voucher Style

Purpose

Journal Voucher

Used for adjusting accounting entries on posted and paid vouchers or intra-
agency fund transfers.

Quick Invoice Entry

This process is used to enter a large volume of invoices that do not require
extensive online validation or extensive online defaulting of values.

Single Payment
Voucher

Used for interfaced payments only where vendor is not listed in SWIFT.

Template Voucher

Set up for recurring payments to the same vendor such as rent, utilities or
installment payments.

Third Party Voucher

Used to create payments for a vendor not identified on the original PO,
usually for shipping, insurance, etc.

Vouchers with
Retainage

Used to retain a portion of the payment until conditions are met (e.qg.,
satisfactory completion of project).

These specialized vouchers use the same pages as regular vouchers—with the exception of some
secondary pages—although some fields, field values, and processing are different.

After completing this lesson, you should be able to:

e Create vouchers with retainage

e Create third-party vouchers

e Create and use template vouchers

e Create inter-agency vouchers
e Create journal vouchers

e Create quick invoices
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Create Vouchers with Retainage

Topic Overview

Retainage refers to a portion of payment that is withheld until the completion of a project. In other words,
the state does not pay the retainage until all work on the project is complete to the agency'’s satisfaction.
Retainage is negotiated up front and is stated as a percentage or amount of the overall cost of the
project’s contract. There is no limit for retainage.

For example, the state may hire a contractor for a $100,000.00 project. The contract stipulates 10%
retainage. Over the course of the project, the state pays the contractor $90,000.00 for the work, but 10%
of the total cost, $10,000.00, is withheld until the completion of the project. Once the project is completed,
all the final details have been wrapped up, and the agency is satisfied with the results, the agency pays
the contractor the retainage amount.

Upon completion of this topic, you should be able to:

e Navigate to the regular voucher page to set up a new voucher
e Enter the information required to set up a retainage payment

e Understand the required retainage fields on the Invoice Information and Payment pages
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Process Steps

Create Vouchers with Retainage

Steps to complete:

Step 1:

Step 1: Use the Regular Entry - Add a New Value page to begin creating a new voucher
Step 2: Enter information in the Invoice Information page

Step 3: Enter information on the Payment page

Step 4. Complete and save your new voucher

Step 5: Run the Matching process

Step 6: Run the Budget Check process

Step 7: Submit the voucher for the Approval process

Create a new voucher using Add a New Value

Navigation Links: Accounts Payable, Vouchers, Add/Update, Regular Entry.
For Voucher ID, keep “NEXT".

1

2

3. Enter the Business Unit in the field

4. For Voucher Style, select “Regular Voucher”.
5

Click on the Add button.
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Find an Existing Value Add a New Value

Tax Exempt Flag [}
Estimated No. of Invoice Lines: 1

]

ezt
Voucher ID: ’W

Regular Voucher -
Short Vendor Name: liq

Vendor ID: liq

Vendor Location: liq

Address Sequence Number: I—UQ

Invoice Number: |

Invoice Date: [ H

Gross Invoice Amount: | 0.000
Freight Amount: [ 0.000
Sales Tax Amount: | 0.000
Entered VAT Amount: [ 0.000
Misc Charge Amount: | 0.000

Step 2: Enter information in the Invoice Information page

The Invoice Information page appears. On the header, enter the following using the actual receipt.

Invoice No.

1
2. Invoice Date
3

Invoice Receipt Date

4. Good/Services Received Date

Go to the Copy from Source Document section

5. Copy From — select “PO Receipt”

6. Click on Go

Copy From Source Document

PO Humber:

G0201

a
a,

Copy From:

PO Receipt -

The Copy Worksheet page appears.

1. Inthe PO Number field, add the PO Number.

2. Select Search
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opy Worksheet
Business Unit: G020 Voucher ID: MNEXT Back to Invoice
~ Receiver Lookup Criteria

PO Business Unit: [co201 Q. | PO Number: [pooooozsss a
*P0O Date Option: Mo Date hd PO Date: | Eﬂ
Ship To: [ Q

Receipt Unit: [ Q

Receipt Number From: | &} Receipt Number To: | |
*Recv Dt Opt: Mo Date - Receipt Date: | Bl
Receiver Line From: | | Receiver Line To: | |
Pro Number: | &} Packing Slip: | &}
Carrier ID: [ Q@ Bill of Lading: [ Q
» Additional Search Criteria

Max Rows to Return: | GopySelestedlkines |

Select All o Clear All

The Copy Worksheet page expands to include Receiver Lines.

3. Scroll down the page to the Main Information tab.

4. Review the lines you need. Click on the Select box for each of the lines.

Select Receiver Lines

i TENR sl | Contract Information
Receipt
Select Line 5eq ltem D i
1 1 g
£
Select All El Clear A

5. Scroll up to the Copy Selected Lines and click on it.

¥ Additional Search Criteria

Max Rows to Return; ~ Search | | Copy Selected Lines |
Select All O Clear All

After SWIFT copies those selected lines, you'll need to add or check out the retainage instructions for this
vendor.
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6. Scroll down and clink on the PO Comments link to look for comments.
This example indicates that 10% should be retained within the first payment. Use it for entering

the payment information.

7. Then, click on Cancel to get ready to enter the information on the Payment page.

PO Comments

Unit: G0201 Voucher: MEXT

PO Unit PO No. PO Line H

Source: Purchase Order Business Unit

Comment Text: Send to Ve
First Payment. Retain from first payment
Percent10

oK Cancel Refresh

Optional: Or, if there is not retainage information in the PO Comments field and you know that it is
required, you can add comments. After you add the comments, click on the OK button to save them.

Step 3: Enter information on the Payment page

The Payments page is where details specific to the payment can be seen and updated as necessary.
Some fields are automatically populated based on information Copy PO Receipt feature that was used.
This section is where the retainage information is entered.

1. Select Payments page.

2. Enter the Agency Origin — You can select the look up feature to find the correct one.
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Invoice Information Pa]rmema Woucher Aftributes

Business Unit: G0201 Imvoice No: 12345

Voucher ID: MEXT hrvgice Date: (054252011 B!
Agency Ongin: FS 9, FISCAL SERVICES

Voucher Style: Reguilar Voucher “Pay Terms: 30 @, Met 30
Prompl Date Osoasnid

Total Amount: 5.000.00 Pay Reason [ Retzinage W

Vendor Hame: 24 T COURIER SERVICES LLC

3. The Gross Amount will need to be updated to reflect retainage.

e The amount entered into the Gross Amount field should be less than the Total Amount of the
voucher.

e Always subtract the retainage from the Gross Amount (overall payment amount) and put the
result on this first line of the payment. So, if the total amount of the PO is for $5,000.00, enter
“$4,500.00.

4. Click on the Message field. Add information about the retainage (e.g., “Minus 10% retainage”).

Payment informaton
Payment: 1
*Remil to: | OIS T45 |E Gross Amount: |
Location: | | Dascount: | U |
*Address: | i |
24 7 COURIER SERVICES LLC Scheduled Due:
1101 BRISTOL ROAD et Dus:

MOUNTAINSIDE, M 07082

I
|
Discount Due: |
Accounting Date: |

[Ims16A Violation? [ Reta

Payment Opiions

*Bank: [u=0a1 %, Pay Group: REGULAR PAY CYCLE
- Account: [wiF 3, *Handiing: [Reg

“Method: |CHK & Check *Hetting: | Mot Applicable

LiC ID: | F  Hold Reason: |

Message:

5. You'll need to add another row to account for the retainage. Click on the + symbol to Add a new

Payment: 1
i e 2500
Remil fo: | 00335248 |.LJ Gross Amount: | usD Payment Inquiry

Note: When you add a new row, the Gross Amount field on the second Payment line automatically
reflects the retainage amount.
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6. Click the Retention? box. This tells SWIFT that this amount will be paid later.

7. Click the Hold Payment box.

8. Click on the Message field. Enter the retainage terms here.

9. Click Save located at the bottom of the page

[ ms164 Violation?
e
“fank: |usoa1 A, Pay Group | REGLILAR PAY CYCLE v
*ACCOUNt: [wr @, =Handung: | Reg i Messzges
“Memod: [chK & Check “NETtng: | Mot Agplicabte -
LIC 10 | B Hoid Reason: | 3
— [] separate Payment

[Message: [10% Ratainage

WEsgage will appear on remitance adwos

*Action: | Schedule Paymant » Payment Date: |

Pay: Reference; |

oty 35 s -

Next Steps: Now that the voucher is saved, the next steps are the same as the regular voucher style.
The rest of the steps are detailed in Lesson 1: Using the Regular Voucher Style.

e Step 4: Complete and save your new voucher

e Step 5: Run the Matching process

e Step 6: Run the Budget Check process

e Step 7: Submit the voucher for the Approval process
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Create Third Party Vouchers

Topic Overview
Third party vouchers pay invoices received that contain charges other than for merchandise.

Create third party vouchers when paying for additional charges NOT included on the original purchase
order such as freight charges, merchandise charges and other miscellaneous charges, such as
insurance. Merchandise charges do not display on these vouchers. Merchandise charges are billed
separately on a different invoice and paid through a separate voucher.

Third-party vouchers use the same pages in SWIFT as regular vouchers, although the pages contain
some different fields, field values, and processing. Note: However, there is not matching process.

e Third party vouchers must be associated with the original invoice's voucher so that all payments
around that purchase can be linked together.

e After you create a third party voucher, if you search for its original voucher, SWIFT displays the
third party voucher as a document associated with the original voucher in the Inquiry results. The
Voucher Document Status Inquiry displays third party vouchers as part of its results.

Upon completion of this topic, you should be able to:

e Navigate to the regular voucher page to set up a new voucher

e Enter the information required to copy information from the original purchase order into your Third
Party Voucher

e Understand the required fields on the Invoice Information and Payment pages

e Create a Third Party Voucher
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Process Steps

Creating Third Party Vouchers

Steps to complete:

Step 1:

a & 0w np e

9.

10.

Step 1: Use the Regular Entry - Add a New Value page to begin creating a new voucher
Step 2: Enter information in the Invoice Information page

Step 3: Enter information on the Payment page

Step 4: Complete and save your new voucher

Step 5: Run the Budget Check process

Step 6: Submit the voucher for the Approval process

Create a new voucher using Add a New Value

Navigation Links: Accounts Payable, Vouchers, Add/Update, Regular Entry
Enter the Business Unit in the field

For Voucher ID, keep “NEXT".

For Voucher Style, select “Third Party Voucher”.

Search for vendor information using the Short Vendor Name or Vendor ID.

When you find the correct vendor and select it, SWIFT populates information about the vendor
such as Short Vender Name, Vendor ID, Vendor Location and Address Sequence Number.

Enter the Invoice Number from your original invoice.
Enter the Invoice Date

Choose an Amount to update for this voucher (e.g., Freight, Sales Tax or Misc.). Delete the
default of “0.00” and add the new amount.

Do NOT select the Tax Exempt Flag unless you are certain of the tax exempt status.

Click on the Add button.
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Find an Existing Value | RSO ERGLUAEDG
H5501 |@,

Business Unit:

Voucher ID: NEXT |
Voucher Style: Third Party Voucher A
Short Vendor Hame: UPS GROUND-D01,
Vendor ID: 0000210996 | @,
Vendor Location: o1 @
Address Sequence Number:; 2 (@,
Invoice Number: |3244—EIEIEIEI'I
Invoice Date: (0212412011 [
Freight Amount: | 15.00
Sales Tax Amount: | 0.00
Misc Charge Amount: | 0.00
Tax Exempt Flag ]

Add

Step 2: Enter information in the Invoice Information page

The Invoice Information page appears. On the header, enter the following using the actual receipt.

1. Invoice Receipt Date — This is the date that the invoice was physically received at your agency.

2. Good/Services Received Date — This is the date that the goods/ services were received by your

agency.
" Invoice Information Payments Voucher Attributes
Business Unit; H5501 Invoice No: |3244-00001
Voucher ID: NEXT Invoice Date: 02/24/2011 L [
Voucher Style: Third Party Voucher Accounting Date: 02i24/2011 B [JTax Exempt
Vendor ID: 10000210996 % UPs GROUND FREIGHT [invoice Receipt Datef]  [02/24/2011 B
. LIPS GROUMND-001
Shentiame IUU’] é EOA;EEC;?';?I‘EZ\H IL 60132-0577 Senice Period Begin Dale:l Eﬂ
ion: . A, -
Location: [GoodsiServices Received] (02/24/2011 ]
*pddress: |2 @,
Customer Number: li

Advanced Vendor Search
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3. Go to the Copy from Source Document section of the header. Here is where you will get into
existing vouchers to match these additional amounts.

At the Copy From field, select “Voucher” and click on the Go button.

PO Unit: Q
PO Number: Q Copy PO

Copy From: Voucher _ peem

4. The Voucher Worksheet page appears. The Voucher Worksheet page is used to enter search
criteria to display eligible vouchers for the selected Business Unit. Select the Search Button.

Voucher Worksheet
+ Voucher Lookup Criteria
Business Unit; H5501

Vendor ID:; |
| @

Voucher 1D:

From Voucher Line:

Voucher Date Option:
b Additional Search Criteria

Max Rows to |  Search

5. The Voucher Information section appears on the Voucher Worksheet page. Here is where you
will find the available vouchers.

e Scroll to the right (from the scroll bar at the bottom of this section). Look for the voucher that
matches to the expense you are adding.

e You are ready to copy the voucher lines to your Third Party Voucher. Scroll back to the left.

e Click on the Select check box. Or use the Select All link when there are multiple lines to be
copied.
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6. Click the Copy Selected Lines button.

MaxRowsto | | Search Copy Selected Lines | | Reset |
Return | - | l | — Select All
Voucher Information
Unit: H5501 Voucher: 00000011 Invoice; 3244-0000 Date:
Vendor: 00002089723 M COMPANY
Unpaid: 500.000
Select Voucher Lines
Select Line POUnit PO Humber :Le'" Description Quantity  UQ
@ 1 H55041 3000000003 1015 | PAD RULED LEGAL B.5X14 WHITES 100.0000 PO

e The Invoice Lines section is now populated from the original voucher.

Step 3: Enter information on the Payment page

The Payments page is where details specific to the payment can be seen and updated as necessary.
Some fields are automatically populated based on information Copy Voucher feature that was used.

1. Select Payments link.

Ol Chart Es cnmmgw Flaie fe Y Sun win TH

Copy =] Merchandiss
i P i o v
Bown "7 Percent BEEAL A

Guaaniity ‘GLUAt  Fund Fin D paID Agey Assount o A

Cowt i Coast Cost 2

B | =] ] 1 1000000 104.0000 10,00 10.0000 MHOO1 S, 10004, [E3TI000CW, @, [s1z001@, @, @,

4 nr [

il Sewe 2 Moty i1 Refreanm

Bervsdi C IrIll:"'l'dlh\'."'ll pﬂ-"'L‘“‘kI ¥

s 4gd  _r| UpcsisDepiey

2. Use the Payments page to enter the following:
e Enter the Agency Origin — You can select the look up feature to find the correct one.
e Gross Amount — Optional, will default once saved.

e Messages — Add a message to describe the Third Party Voucher. The message will be printed on
the remittance advice.

Note: A remittance advice is a note sent from SWIFT to the vendor, informing them that the invoice was

paid. The advice may contain elements such as a text note, the invoice number and the invoice amount,
among others.
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Imvpice Informatian Payments Vaucher Attributes

Business Unit: H5501 Invoice Ho: 3244-00001
Voucher D¢ MEXT jco Date: 0212412011 5
J 00 4, DEPARTMENT OF HUMAN SER)
Voucher Style: Third Party Voucher “Pay Terms: a0 & Met 30
Prompl Date 032602011
Amount Due: 15.00 Pay Reason b
Vendor Name: UPS FREIGHT
Payment Information
Payment: 1
*Remit to: | |__|l Gross Amount: 000
3 = usD
Location: | | scount: | | uso
*hddress: | |
UPS GROUMND FREIGHT Scheduled Due: 59
LOCKEOK 577 Net Due: | |
CAROL STREAM. IL 60132-0577
Discount Due: | |

ACCOuNting Date: | |

[CIms16a Vilation? [CJRetention?

¢ REGULAR PAY CYCLE b

*Bank: us001 @, Pay Group:

*Account: WF @, “Handling: | Reg hd
“Method: CHK @, cneck “Netting: [ 140t 2pplicable v
Licio: 5| Hold Reason: | -
Message: Added costs|

3. Click the Save button at the bottom of the page.

SWIFT performs a series of validation checks to ensure that all of the fields were completed correctly,
such as:

e Scheduled Due Date has been calculated.

e Voucher ID is assigned.

e There may be a message about Sales or Use Tax. SWIFT automatically calculates the tax and
puts it in the right spot on the voucher.

SWIFT will alert you if it detects any errors with the voucher. Any errors are covered in Lesson 2.

Next Steps: Now that the voucher is saved, the next steps are the same as the regular voucher style.
The rest of the steps are detailed in Lesson 1: Using the Regular Voucher Style.

The next steps are:

e Step 4: Complete your new voucher

e Step 5: Run the Budget Check process

Released September 16, 2016 (Version #2)

Page 155



AT R State of Minnesota

Statewice Integrated Financial Toois

AP2 —Voucher Entry, Maintenance and Approval

o Before you prepare your voucher for approval, check the Summary page. The status for Third
Party Voucher should display “No Match” because the match process isn’t required. The rest of

the fields should reflect the graphic below.

Entry Status:
Match Status:
Approval Status:;
Post Status:

Budget Status:
Budget Misc Status:

Fostable

Mo Match

Fending
nposted

Valid

Valid

FPreview Approval

e Step 6: Submit the voucher for the Approval process

Released September 16, 2016 (Version #2)

Page 156



.,.'f“ i State of Minnesota

AP2 —Voucher Entry, Maintenance and Approval

Create and Use Template Vouchers

Topic Overview

A template voucher is a framework used to create recurring payments to the same vendor. It saves time
and it allows you to avoid having to enter the same information each time payment is due.

You set up standard payment information in the template. The details of the vendor name and purchase
information are saved on the template. Examples of using template vouchers include making installation
payments, rent, and utilities.

After completing this topic, you should be able to:

e Create a Template Voucher
e Enter the ChartField information
e Copy from a Template Voucher

e  Submit the voucher for approval
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Process Steps

Create Template Vouchers
Steps to complete for creating template vouchers:

e Step 1: Use the Regular Entry - Add a New Value page to begin creating a new voucher
e Step 2: Enter information in the Invoice Information page
e Step 3: Enter information on the Payment page

Step 1. Create a new voucher using Add a New Value

Navigation Links: Accounts Payable, Vouchers, Add/Update, Regular Entry
Enter the Business Unit in the field
For Voucher ID, keep “NEXT".

For Voucher Style, select “Template Voucher”.

a M w np ke

Search for vendor information using the Short Vendor Name or Vendor ID.

a. When you find the correct vendor and select it, SWIFT populates information about the
vendor such as Short Vender Name, Vendor ID, Vendor Location and Address Sequence
Number.

6. Do NOT select the Tax Exempt Flag unless you are certain of the tax exempt status.

7. Click on the Add button.

Find an Existing Value

Voucher ID:
Template Voucher
Short vendor Name: BEEMER COM-001 /2,
Vendor 1D: 0000202335 @,
Vendor Location: 001 @,
Address Sequence Number: 1)@

Invoice Number:

01102011 [5)
Gross Invoice Amount: 0.00
Freight Amount: 0.00
Sales Tax Amount: 0.00
Misc Charge Amount: 0.00
Tax Exempt Flag il
Estimated No. of Invoice Lines: 1

Add
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Step 2: Enter information in the Invoice Information page
On the header, enter information into the following fields.
Enter Vendor ID.

1.
2. Enter the Invoice Receipt Date - the date that the invoice was physically received at the agency.
3. Goods/Services Received Date - the date that the goods or services were physically received at

the agency.
4. Use the Invoice Receipt Date field to enter the date that the invoice was physically received at the
agency
Payments Voucher Attributes
Business Unit: H5501 Invoice No: | Action:
Voucher ID: MEXT Invoice Date: 0171072011 Eﬂ | b
Voucher Style: Template Voucher Accounting Date: 01/31/2011 B [Tax Exempt : Run ]
Vendor ID: 0000384533 A BEEMERMAN INDUSTRIES 01122011 [ g4 cgion pefautts
Smnﬂﬁme: sEfMERMA—DM g ;UEiJEEPSI:\I‘EMGES\;EU?:ENUE Service Period Begin Date:’iﬁ;I Attachrnents (0)
*::ﬁr:::; T a ' |Goodsiservices Received:|01/12/2011 e Comments(0)
Customer Number: '7

By selecting “Template” for the Voucher Style field, SWIFT adds this section to the Invoice Information
page.

5. Use the Template section to create a title for the template so it can be easily found.

e For example, on the Template ID, use a shortened version of the vendor’'s name.
e Use the Description field to add the full name.

emplate ID: IBMRMN IND

escription: |Eleemerman Industries

Save as a Template Voucher

The template voucher can be created as a direct entry voucher where the chart of accounts are entered
on the voucher, or the template can be created with a PO or PO Receipt to reference. To enter the chart
of accounts on the Distribution Lines section, enter the information below.

1. Fund - This accounting entity groups accounts, with assets and liabilities to carry on specific
activities.

2. Fin DeptID — This is the organizational function to which expenditures and other activities are
applied.

3. Account — This field classifies the nature of the transaction

4. Approp ID — This indicates with appropriation account controls the expenditures

Customize | Find | View A1 | B | 55

First K 10f1 I3 L ast

[cMe "8 | Exchange Rate || Statistics | Assets
—

Copy . Merchandise . " . - Agcy sw Agey PC Bus
Down M aAmt Quantity GL Unit Cost 1 Cost Cost2 Unit
El(= @ 1 0.00 | [Mno01/@, [po00@, [HS53000°@, | @, ([413001@, [ @ | @, hss0001@, | a

Released September 16, 2016 (Version #2)

Page 159



,,.'f“ 4) State of Minnesota

5. Note: If your agency requires projects, scroll to the right and populate the PC Bus Unit, Project
and Activity fields.

AP2 —Voucher Entry, Maintenance and Approval

Or, to reference a PO or PO Receipt, Go to the Copy From Source Document section on the Invoice
Information page.

1. The Copy From field is used to specify how and what information is copied from the PO to the
voucher. Select Purchase Order Only or PO Receipt depending on your agency’s standard and
the document you intend to copy from.

2. Click on Go.
The Copy Worksheet page appears. It allows you to find and select the correct PO or PO Receipt to
copy.

3. Enter the PO/Receipt Unit where the PO originated.

4. Use the PO Number to find and select the correct PO. Use the Receipt Number From to find and
select the correct PO receipt.
Note: You can use the Look Up button to find the PO Number. On the search results page, you
can look up the PO or receipt by several fields such as PO Number or Vendor Name.

Make sure to check Select All.

After entering these items, select the Search button.
Click the Select box next to the line(s) you want to copy in on your voucher.

® No o

Scroll up to and check the Copy Selected Lines box. This will copy in the chart of accounts and
buyer details to your voucher.

Step 3: Enter information on the Payment page
The Payments page is where details specific to the payment can be seen and updated as necessary.

1. Enter the Agency Origin

2. Optional — you can enter the Gross Amount or Messages to print on the remittance advice. This
can also be entered each time a voucher is created.

Invoice Information | \ ' Voucher Attributes
Business Unit: H5501 Invoice No:
Voucher ID: NEXT Invoice Date: 011072011
Agency Origin: 00 @ MmB
Voucher Style: Template Voucher *Pay Terms: 30 @, Net30
Prompt Date 021272011
Total Amount: 0.00 Pay Reason v
Vendor Name: BEEMERMAN INDUSTRIES

3. Check over your voucher to ensure that the information is complete and accurate. Click the Save
button.

You are ready to use your new template
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Use Template Vouchers

Once a template voucher has been created and saved in SWIFT, it is now available for use for other
vouchers with a specific vendor.

e On each new invoice from this vendor, you'll need to modify it for the Invoice Date, Invoice
Receipt Date and the Goods/Services Receipt Date to match the invoice you are creating.

e You'll need to return to the beginning of voucher entry to use this template.

Steps to complete:
e Step 1: Use the Regular Entry - Add a New Value page to begin creating a new voucher
e Step 2: Enter information in the Invoice Information page
e Step 3: Enter information on the Payment page
e Step 4. Complete and save your new voucher
e Step 5: Run the Matching process if a PO or PO Receipt are referenced
e Step 6: Run the Budget Check process

e Step 7: Submit the voucher for the Approval process

Step 1. Create a new voucher using Add a new Value

Navigation Links: Accounts Payable, Vouchers, Add/Update, Regular Entry

On the Add a New Value page, enter the Business Unit

Look up and enter vendor information - either by Vendor ID or Short Vendor Name
Enter the Invoice Number from the vendor’s invoice

Enter the Invoice Date from the vendor’s invoice

Enter the Gross Invoice Amount for this new voucher.

N oo o M 0w D PE

Click the Add button.
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Find an Existing WValue Add a Mew Value
s

Voucher ID: ’W

'oucher Style: | Regular Voucher
Short Vendor Hame: |EIEEI'u1ER COM-001 3,
Vendor ID: (0000202335 @,
Vendor Location: oo @
\ddress Sequence Number: |—10Q

Invoice Number: |

Invoice Date: El

Gross Invoice Arnount:l | £895.05
Freignt Amount: | 0.00
sales Tax Amount: | 0.00
Misc Charge Amount: | 0.00

Tax Exempt Flag O
Estimated No. of Invoice Lines: 1

Add

Step 2: Enter information in the Invoice Information page

The Invoice Information page has been populated with information about the vendor and the Total
amount.
1. Scroll down to the middle of the header section to the Copy from Source Document field.
2. Onthe Copy From drop down menu, select “Template”

3. Click on the Go button.

Copy From Source Document

PO Unit: | @,
PO Number: | @,

Copy From: Template v

The Voucher Template page opens up.

4. Enter the Template ID or use the magnify glass to look up the template to be selected.

5. Click the Copy from template button.
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Voucher Template
Business Unit: H5501 Invoice Number:
Voucher 1D: MEXT Vendor: BEEMER COMPANIES
Invoice Date: ID: 0000202335

Copy from ternplate
Template ID: BEEMER 9, Beemer Companies I — B I

The Invoice Information page appears and is now populated with information from the Template
voucher.

6. If the Invoice Receipt Date and Goods/Services Received Date are blank, complete these date
fields.

Next Steps: Now that the vendor information is copied into the Invoice Information page, the next steps
are the same as the regular voucher style. The rest of the steps are detailed in Lesson 1: Using the
Regular Voucher Style.

e Step 3: Enter information on the Payment page

e Step 4: Complete and save your new voucher

e Step 5: Run the Matching process if a PO or PO Receipt are referenced
e Step 6: Run the Budget Check process

e Step 7: Submit the voucher for the Approval process
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Create Inter-agency Payment Vouchers

Topic Overview

Inter-agency payments in SWIFT are processed through “Bilateral Netting.” Bilateral netting is a process
by which two parties (purchaser and seller) reduce or aggregate the overall number of transactions
between them. This decreases actual transaction volume between the two parties. This means that there
are no longer checks created and sent between state agencies. SWIFT transfers the funds from one
agency to the other through the inter-agency payment voucher.

How the Bilateral Netting Process Works

4

ﬁ Creates Creates i Creates _} Pi'::t;iﬁm
Receipt Voucher [ IRR \ 7
Purchasing /

Agency

u:::::ﬂ | “‘ Provides
- Goods or

Services

selling
Agency

1. The purchasing agency creates a purchase order and routes it to the selling agency.
2. The selling agency provides the service and/or sends the merchandise.

3. The selling agency creates a bill in Accounts Receivable (AR) and routes it, creating an invoice
number.

4. After the goods arrive/services are complete, the purchasing agency creates a receipt in SWIFT
(through the Purchasing module).

5. When the purchasing agency receives the bill, an accounts payable staff person creates a
voucher. The voucher’s invoice number must match the one on the bill from the selling agency.

6. Critical Step: Once the payment is approved, SWIFT “nets” the payment with the selling
agency’s invoice behind the scenes. It creates payables in AP and receivables in AR. The gross
amounts and invoice numbers must match.

7. SWIFT creates a payment that clears both the open receivable (bill) in AR and the outstanding
payment in AP.
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General tips about inter-agency payments in SWIFT:
e Each agency is assigned a SWIFT vendor number. It has the same first three characters as the
agency’s Business Unit number.
e Each agency is also set up as a customer in SWIFT.

e Behind-the-scenes processes in SWIFT match the purchase order, receipt, and voucher. SWIFT
automatically transfers the payment to the right ChartField if the invoice numbers and gross
amounts match.

e Budget must be available so that the funds can be transferred. Budget for inter-agency purchases
at budget creation time.

e Each agency can query scheduled future payments to view payments coming in from purchasing
agencies.

e NOTE: Inter-department payments within an agency can be handled using bilateral netting.
However, it is recommended that creating a journal voucher is much more efficient.

After completing this topic, you should be able to:

e Process a payment voucher in SWIFT after the purchasing agency receives the bill from the
selling agency.

e Create an Inter-agency Payment Voucher by copying the purchase order.
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Process Steps

Create Inter-agency Payment Vouchers

Steps to complete for Voucher Entry:

e Step 1: Use the Regular Entry - Add a New Value page to begin creating a new voucher
e Step 2: Enter information in the Invoice Information page

e Step 3: Enter information on the Payment page

e Step 4: Complete and save your new voucher

e Step 5: Run the Matching process

e Step 6: Run the Budget Check process

e Step 7: Submit the voucher for the Approval process

Step 1. Create a new voucher using Add a New Value

You will be using the Purchase Order Receipt from the other agency to populate information for the new
voucher.

Navigation Links: Accounts Payable, Vouchers, Add/Update, Regular Entry.

Enter the Business Unit in the field

For Voucher ID, keep “NEXT".

1
2
3
4. For Voucher Style, select “Regular Voucher”.
5. Select the vendor either by Vendor ID or Short Vendor Name
6. Enter the Invoice Number.

7. Enter the Invoice Date.

8. Click on the Add button.

Warning: Do NOT enter the Gross Invoice Amount on this page. It will be copied in from the PO.
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Voucher ID: [NEXT

Regular Voucher v
Short Vendor Name: ADMINISTRA-002 @,

Vendor ID: [co20000000 @,

Vendor Location: 001 @,

Address Sequence Number: 1 @,

MNOD0DD0773

oz

Gross Invoice Amount: 0.00
Freight Amount: [ 0.00
Sales Tax Amount: 0.00
Misc Charge Amount: [ 0.00
Tax Exempt Flag (]
Estimated No. of Invoice Lines:| 1

Step 2: Enter information in the Invoice Information page
The Invoice Information page has been populated with information about the vendor.

1. Enter the Invoice Receipt Date.

2. Notice that the Pay Terms is “000” for immediate payment instead of “Net 30", which is standard
for Inter-agency Payment Vouchers.

3. Scroll down to the middle of the header section to the Copy from Source Document field.

4. On the Copy From drop down menu, select “PO Receipt” (if you have a PO Receipt). Otherwise
select “PO Only”.

5. Click on the Go button.

Invoice Information Payments Voucher Attributes

Business Unit: B2201 Invoice No: 1"*'“000'300773 |
Voucher ID: NEXT Invoice Date: \,01"25‘201 1 E l_
Voucher Style: Regular Voucher Accounting Date: 0112672011 (9 [DTaxExempt

Vendor ID: ;GOZOUOUDUO % ADMINISTRATION DEPT [invoice Receipt Date:] 017262011 [F g

, [ADMINISTRA-D02 @
ShortName: :777‘ - 200 ADMINISTRATION BUILDING Service Period Begin Dale:l & A
Location: |o01 @, 50 SHERBURNE AVE ) N —"
+Address: [1 @, STPAUL NN 55155 Goods/Services Received: | ' g
i Customer Number: |

Advanced Vendor Search

Control Group: [ @, i @ Neto

Invoice Lines: 0.00 Basis Date Type: Inv Date -
+Currency: [ usp@, Mon Merchandise Summary

- [ Sales/Use Tax Summary

Miscellaneous: |

Freight: [

Sales Tax: |

Use Tax: Copy From Source Document

Total: PO Unit: [B2201 @,

PO Number: | @,
e o Copy From: |E8 Receipt v \
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The Copy Worksheet page is now displayed. Use it to find the correct PO to copy.

1. Enter the PO Business Unit

2. Enter the PO Number

3. Click on the Search button.

Copy Worksheet

Business Unit: B2201 Voucher ID: NEXT Back]

+ Receiver Lookup Criteria

# AR T,
PO Business Unit: |82201 Q@ |P0 Number: | ;3000000049|

*PO Date Option: [No Date v|  PoDate: |
Ship To: | @
Receipt Unit: | @
Receipt Number From: | 'Dﬁ, Receipt Number To: I:
*Recv Dt Opt: [ No Date v|  ReceiptDate: [ ]
Receiver Line From: | | Receiver Line To: ]
Pro Number: | Q. Packing Slip: |7
Carrier ID: | @, Bill of Lading: |

Max Rows to Return: | I Search I

The Copy Worksheet page expands to include Receiver Lookup Criteria. SWIFT populated many fields
on the header, invoice lines and distribution lines from the PO Receipt.

The Select Receiver Lines allows you to review information about the vendor or receiver as well
as goods or services that were purchased.

Scroll to the right to review items about the purchase. Note, if you change items, e.g., Quantity
or Unit Price, there may be a match error.

You can also review the Contract Information Page where you'll find the Contract ID,
Contract Version, Contract Line, Release Number, Category Line Number and Buyer ID.
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1. Onthe Main Information page, check Select to ensure that the items from this line get copied.

Select Receiver Lines
Main Information Contract Information
Receipt
Select s Seq ItemID D
1 1 tef
<
= gelect All O ceara

2. Scroll up and click the Copy Selected Lines.

¥ Additional Search Criteria

Max Rows to Return: Search Copy Selected Lines

Select All Clear All

3. ThelInvoice Information page appears with updates from the PO Receipt that was copied.

Review the information on this page, including the ChartField strings to ensure that the right
information was copied.

Step 3: Enter information on the Payment page

The Payments page is where details specific to the payment can be seen and updated as necessary.
Some fields are automatically populated based on information Copy PO Receipt feature that was used.
1. Select Payments page.
2. Enter the Agency Origin.

3. Enter the Gross Amount.

Invoice Information Payments Voucher Atfributes

Business Unit: B2201 Invoice No: [MN000000773
Voucher ID: NEXT Invoice Date: 0172512011
2 @, peep ADMIN
Voucher Style: Regular Voucher *Pay Terms: [poo @ Neto
Prompt Date 0212512011
Total Amount: 250.00 Pay Reason
Vendor Name: ADMINISTRATION DEPT

Payment: 1

*Remit to: [co20000000 = Gross Amount: ‘ 250.00
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4. At the bottom of the Payment page, click on the Save button.

*Action: : Schedule Payment

Pay:

= save || =] Notify | |£¥ Refresh

Invoice Information | Payments | Youcher Aftributes

Next Steps: Now that the voucher is saved, the next steps are the same as the regular voucher style.
The rest of the steps are detailed in Lesson 1: Using the Regular Voucher Style.

e Step 4: Complete and save your new voucher
e Step 5: Run the Matching process
e Step 6: Run the Budget Check process

e Step 7: Submit the voucher for the Approval process
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Create Journal Payment Vouchers

Topic Overview

Journal vouchers are used to adjust accounting entries for vouchers that have been posted and paid and
for vouchers for which payments have also been posted. The most common use is to change the funding
on expenditures entries that were entered into SWIFT incorrectly.

Journal vouchers are used to adjust accounting entries for vouchers that have:

AP accounting entries posted to the General Ledger (GL)
Been approved

A payment created and sent to the vendor

Payments posted to the GL

Journal vouchers can also be used to change accounts that are 1099 reportable to non-1099 reportable
and vice versa. In addition, journal vouchers can be used to make corrections to sales tax liability
accounts or to Pcard transactions.

General tips about creating Journal Vouchers in SWIFT:

Journal vouchers use the same pages as regular vouchers—with the exception of some
secondary pages—although some fields, field values, and processing are different.

A journal voucher should be associated with its original, incorrect voucher (unless it is an intra-
agency payment).

Journal vouchers cannot be used to change an inaccurate payment to a vendor.

o If a vendor was paid inaccurately, communicate with the vendor to resolve the issue. If
the vendor was over-paid, arrangements must be made for the state to retrieve the funds
or subtract it from the next payment to the vendor.

Journal vouchers must be zero-amount vouchers. Two lines must be created in the Invoice
Information page, one positive and one negative.

o For example, one line removes the amount from the incorrect ChartField (CF) string — a
negative entry showing the original amount (e.g., -$1,500.00). Another line inserts the
amount into the correct CF string — a positive entry showing the original amount (e.g.,
+$1,500.00).

You can use a journal voucher for payments within an agency (e.g., Intra-agency payments).
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Vendor ID: Update the Vendor ID on the Journal Voucher in these situations.
e 1099 Reporting: Use the actual Vendor ID when making corrections to regular vouchers that
impact 1099 reporting.
e Intra-Agency Payments: Use the Interagency Vendor ID for intra-agency payments.

e Outside Vendors: Use the actual Vendor ID when making corrections to regular vouchers paid
to outside vendors (e.g, Vendor IDs that are 0000######).

e PCard Transations: Use Vendor ID “XXECORRECT” in the place of an actual vendor ID.
e Sales Tax Liability: Use Vendor ID “XXECORRECT” in the place of an actual vendor ID.

After completing this topic, you should be able to:

e Add a voucher using the Journal Voucher style.
e Correct errors in the ChartFields or other sections of the original voucher.
e Add a new row to remove the incorrect accounting entry.

Process Steps

Creating Journal Payment Vouchers
Steps to complete for Journal Payment Voucher Entry:

e Step 1. Use the Regular Entry - Add a New Value page to begin creating a new voucher
e Step 2. Enter information in the Invoice Information page

e Step 3: Enter information on the Payment page

e Step 4. Complete and save your new voucher

e Step 5: Run the Matching process

e Step 6: Run the Budget Check process

e Step 7: Submit the voucher for the Approval process

Step 1. Create a new voucher using Add a New Value

Journal vouchers use the same pages as regular vouchers—with the exception of some secondary
pages—although some fields, field values, and processing are different.

1. Navigation Links: Accounts Payable, Vouchers, Add/Update, Regular Entry.
2. Enter the Business Unit in the field

3. For Voucher ID, keep “NEXT".
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For Voucher Style, select “Journal Voucher”.
Select the vendor by Vendor ID
Enter the Invoice Number.

Enter the Invoice Date.

© N o g &

Click on the Add button.

Find an Existing Value

Business Unit: H5501 @,
‘oucher ID: MEXT
Voucher Style:
Short Vendor Name: 12 ANOTHE-001 OJ
endor 1D: 0000243423 (@,
Vendor Location: 001 @,

Address Sequence Number: 1OJ
Invoice Number: TRAIMING - 4444
Invoice Date: 02/232011| [

Add

Step 2: Enter information in the Invoice Information page

NOTE: The example described in this page assumes an error on the ChartField (i.e., the Account) on the
Distribution Lines section. As a reminder, journal vouchers must be zero-amount vouchers.

e Two lines must be created in the Invoice Information page, one positive and one negative.

e If you add an Invoice Line, you can add a description on each line.

e |If you add a Distribution Line, you can use the “Copy Down” feature which will copy the
ChartField string for the next line. However, you cannot add a description.

On the header,

1. Enter the Invoice Receipt Date.

2. Enter the Goods/Services Received Date.

3. Onthe Related Voucher field, look up the original voucher and enter it.

4. As an option, you can click on the Attachments link to add any supporting documentation.
e Select the Add Attachment button. Browse to find the document.
e Select the document and click on Upload. Add a description.

e Click OK to return to the Invoice Information page.
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Vendor ID: 0000243423 A 42 ANOTHER CONSULTING ING [voice ReceipiDate:]  102/22/201 £

. 12 ANOTHE-001 @,
ShorthName: o QJ ;i‘fg SESE?SBAQ COURT Service Period Begin Date:| B

i u ] | prp—————
Location: a EAGAN. MN 55123 |GoodsiServices Rerc.eri\.red:||02"23"2m'1 e
*Address: 1 S AR
Customer Number: |
Advanced Vendor Search
Control Group: ,—Q Pay Terms: 30 Met 30
Related Voucher: bDUDDDDQ @,  Basis Date Type: Inv Date N
|

On the Invoice Lines, back out the incorrect information.

1. Click on the Line Amount, delete the amount in this field and input the correct negative number

to offset the positive one that is being corrected.

2. Enter a description
On the Distribution Lines, enter the original funding string. Use the values from the original, related
voucher.

1. Enter the Fund.

2. Enter the Fin DeptID.

3. Enter the Account (Use the original Account)

4. Enter the Approp ID.

Invoice Lines Find | View All First Kl 120f2 1 (o
.'._ -

Line: , o ] vow ER

*Distribute by: Amount ¥ Unit Price: l:l Quantity: |:|

Ship To: G0 @ T oo One Asset

SpeedChart: Q Description: Correct Account from #411323

Buyer |D: Q Category 1D Q

B First Kl 101 DY Last

m Exchange Rste || Ststistics || Assats ="

ggf:. Line ;‘;’t""""“i* Quantity |'GLUnit Fund Fin DeptlD Account  ApproplD |EIu:IgetDa12 :‘9“ = g‘;"ﬂ ;
= = 1| 0.og || mrooi|@ [1000]Qy ([E1021300(Q, ([411323]Q ([S100001|Qy |D3/DeD1S|EH || a [ Ja ]

Return to the Invoice Lines section to add another line to back out the incorrect information.

Find | View Al First K 4 of 4 I3 | 5st

1. Click on the Add Multiple New Row icon, “+”, to add a new line.

2. An Explorer User Prompt window appears. It allows you to specify the number of rows to add to
the invoice. Enter “1”, to enter 1 row. Click on the OK button.
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Script Prompt:

Enter number of rows to add: |

Cancel

Return to the Distribution Lines section and update Line 2, the new line you just added.
1. Update the Line Amount by deleting the amount in this field and inputting the correct number to
offset the negative one.

Return to the GL Chart page and enter the ChartField string from the original transaction.

1 Enter the Fund.
2 Enter the Fin DeptID.
3. Enter the Account (update it to the correct account)
4 Enter the Approp ID.
NOTE: Be sure to check the Budget Date. Sometimes this date will change depending upon

where transaction needs to occur.

5. Click on the Payments link.

EHE
Line: 2 ltem: UOM:
*Distribute by: Amount hd Unit Price: Quantity:
Ship Tos G104THFLOD Q m 600.00 One Asset
SpeedChart: | aQ bescription: |C:>rr&:t Account to #411322
Buyer ID: | @ Category 1D | Q
Caleulate
- Distribution Lines — Personaiize | Find | view 1] B | #  First 8 4010 1 Lact
m Exchange Rate Statistics. Assats =W
Copy - Merchandise - o . . Agcy Cost Il
Down Lirwe Am Quantity GL Unit Fund Fin DeptD ficcount ApproplD| Budget Date 1 SW Cost .
| =] 1| 0.00 || Mroo1|@, |[ioooj@, |[Gozi3odae, (11322 [ ([Ei0ey [psizemeis | Q | a [
4 3
B save | [Z] Metify rty Refresh [Ey Add | | F] Update/Dispiay]
Summary | Related Documents | Invoice Information “oucher Attributes | Error Summary

Step 3: Enter information on the Payments page

1. Enter the Agency Origin.
e Click the Look up icon to select the Agency Origin.

e Enter the Gross Amount and any Messages to print on the remittance advice
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Invaice Information | ) Voucher Attributes
Business Unit: H5501
Voucher I0: MNEXT
Voucher Style: Journal Voucher
Total Amount: 0.00

Invoice No:
Invoice Date:

Agency Origin:
Pay Terms:
Prompt Date

Pay Reason

TRAINING - 4444
02/23/2011

00 @, DEPARTMENT OF HUMAN SERVICES

30034’254’2011

MNet 30

E

2. Scroll to the bottom of the Payments page and click the Save button.

NOTE: On a Journal Voucher, you cannot change the Bilateral Netting Field on the Payments tab.
This is important if you want to delete this journal voucher at a later date.

Next Steps:

Now that the payment information is completed on the Payments page, the next steps are the same as
the regular voucher style. The rest of the steps are detailed in Lesson 1: Using the Regular Voucher

Style.

e Step 4: Complete and save your new voucher

e Step 5: Run the Matching process

e Step 6: Run the Budget Check process

e Step 7: Submit the voucher for the Approval process
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Create Quick Entry Vouchers

Topic Overview

The Quick Invoice Entry component provides efficient data entry for large volumes of similar invoices and
invoices for which you can use defaults to complete most of the voucher details.

e Minimal Data Entry: The Quick Invoice Entry component enables you to enter minimal invoice
information, such as the business unit, supplier ID, invoice ID, invoice date, and merchandise
amount.

e Populates Fields: The Voucher Build process completes the other required fields for the voucher
records using defaults from SWIFT.

e Copy POs to Create Invoices: You can also use the Quick Invoice Entry component to copy
purchase order and receiver information to create vouchers. You can either copy purchase orders
and receivers directly to the quick invoice at the time of entry. Or, you can specify key field
information for the Voucher Build process to use in associating voucher lines with specific purchase
order or receiver schedule lines.

The Quick Invoice Entry component comes with two templates: Complete Worksheet and Simple
Worksheet.

1. Complete Worksheet Template

This component enables you to enter more voucher line information than the simple worksheet. If you
have a purchase order-related voucher and want to copy from a purchase order or receiver, select
“Complete Worksheet”.

You can enter multiple invoice and distribution lines. In addition, you can copy purchase orders (POs) and
receivers to the voucher lines or specify PO and receiver default information for the Voucher Build
process to use in locating POs and receivers for completing the voucher. The Complete Worksheet
template also enables you to limit the number of voucher lines and distribution lines called up when you
open a Quick Invoice voucher in update mode.

2. Simple Worksheet Template

This component is the default worksheet. It provides minimal voucher header and voucher line entry,
leaving it up to the Voucher Build process to use the session defaults and SWIFT to fill in the rest. The
combined voucher line and distribution line facilitate data entry for supplier invoices that have a limited
number of ChartField distributions requiring entry.

You should use the simple worksheet for vouchers with no associated purchase order. The simple
worksheet also has these restrictions:

e Asingle distribution line per voucher line.
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e No copying of purchase orders or receivers.
Both templates share some features.
e The add and search page of both worksheets displays the Freight Amount, Misc Charge Amount

(miscellaneous charge amount) and Sales Tax Amount fields. When you complete these fields, the
system uses the values to automatically populate the worksheet's Balancing region.

e Both worksheets display four invoice lines by default; the system automatically deletes any unused
lines when you click Save. Use the Session Defaults page to modify the number of lines that display.

e Both simple and complete worksheets enable you to:
o Enter and apply prepayment vouchers.

o0 Use on-demand processing functionality, running on-demand processes such as Voucher
Build, Matching, Document Tolerance, Budget Checking, Voucher Post, and Journal
Generate.

o Perform on-demand combination-edit and balancing functions above and below the
invoice line level.

e You also use the Quick Invoice Entry component in the update/display mode for reviewing vouchers
staged by the Voucher Build process to SWIFT Payables from external sources, as well as for
correcting Voucher Build process pre-edit errors.

Upon completion of this topic, you should be able to:

¢ Navigate to the Quick Invoice Entry page to set up a hew voucher

e Enter the information required to copy information from the original purchase order into your new
voucher.

e Understand the required fields on the Quick Invoice and Copy Worksheet pages.

e Create a voucher using the Quick Invoice Entry components.
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Process Steps to Create Voucher using Quick Entry

Create Vouchers using the Quick Invoice Entry Component
Steps to complete for creating vouchers using the Quick Invoice Entry component.

e Step 1: Create a new voucher using Add a New Value

e Step 2: Enter information in the Invoice Information page
e Step 3: Enter information on the Payment page

e Step 4: Complete your new voucher

e Step 5. Run the Matching process

e Step 6: Run the Budget Check process

e Step 7: Prepare the voucher for the Approval process

Step 1. Create a new voucher using Add a New Value

Navigation: Accounts Payable, Vouchers, Add/Update, Quick Invoice Entry

Enter information on the Add a New Value:

Business Unit is required.

On the Quick Invoice Template field, decide if you want a “Simple Worksheet” or “Complete
Worksheet.”

e Note: Typically you will use Complete Worksheet in order to copy the complete purchase order.
e Click on Add.

Quick Invoice Entry

e o N B

Find an Existing Value

a

Voucher ID: MNEXT

Short Vendor Name: (e}

Vendor ID: aQ

Invoice Number:

Invoice Date: [El

Gross Invoice Amount: 0.000
Estimated No. of Invoice Lines: 4

Estimated No. of Distributions: 1

Freight Amount: 0.000
Sales Tax Amount: 0.000
Entered VAT Amount: 0.000
Misc Charge Amount: 0.000
Transaction Currency: Q

QOrigin:

Quick Invoice Template: Complete -

Voucher Style: Regular v

Add
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Step 2: Enter Information on the Invoice Information page.

The Quick Invoice page is displayed. Here is where you will enter the invoice information.

1. Notice that the Voucher: field says “NEXT.”

2. Scroll down to the middle of the page to the Copy From Source Document section. Enter the PO
Number and Copy PO.

= Copy From Source Document

PO Unit: 1001 2 PO Number: |3UUUUU.'2?B3 |Q || Copy PO _IComrFrom:

The Copy Worksheet page is displayed. It allows you to search for the lines from the PO.

1. Select Search.

Copy Worksheet
Business Unit: G1001 Return to Invoice Information Voucher: MNEXT
~ PO Lookup Criteria
PO Business Unit: 61001 @ Minnesota Management & Budget - Reset | [ View Matched iCancelled Only
PO Number From: 3000002785 Q PO Number To: Q
PO Line Number From: '70\ PO Line Number To: ’— Q,
*PO Date Option: No Date v PO Date: Tl

» Additional Search Criteria

Max Rows: |_search | | Copy Selected Lines |

2. Select PO Lines section appears on the Copy Worksheet page. You can select the lines from

the PO.
e Click on Select for the lines you need. Go to the middle of the page and click on Copy Selected
Lines.
Max Rows: | | Search | ] nes
Select Al O cearan

Select PO Lines

Find | View Al First Kl 1 of 1 ) Last

PO Unit: G1001 PO Number:

3000002785
Vendor ID: 0000195572 SAND CREEK GROUP LTD THE PO Date: 1012212014
Select PO Lines Personalize | Find | View A | B | 28 First £ 4 074 O Last
@ Contract Information. |
o Line Schedule == Quantity Merchandise i
Select  Unit Price Number  Number Item 1D Description Vouchered uom Amount Currency PO Gty UoM PO
900.00 1 1 EAP seminar 1.0000 EA 900.00USD 1.0000 EA
< I | 3
selectall [0 Clearan PO Line Count: 1
PO Total: $900.00

Released September 16, 2016 (Version #2)

Page 180



te of Minnesaota

b

e R e AP2 — Voucher Entry, Maintenance and Approval

The Quick Invoice page updates to include the Copy from Source Document and Invoice Lines
sections.

. Update the Invoice Lines section.
e Using “-“, remove any extra lines that were added (Quick Invoice defaults at 4 lines on the Add a

New Value page).

e Using “+”, add the lines that you need.

—

easantzs s [ B 5 oo 040t D L

formation PO/Receiver Information

Voucher Quantity Merchandise

IJine Distribute By HemID \iinited Uom Unit Price i iart Description Distribution
umber
5| oy - [ 50000 [EA @ [900.000 4500.00|EAP seminar Distribution

2. Scroll to the top and enter the Invoice Number, Invoice Date and Accounting Date.

Other fields are optional. If you leave the optional fields blank, the Voucher Build process
completes the voucher according to the defaults that are set up in SWIFT.

Quick Invoice
*Invoice Number: 2015 test
Business Unit: G1001 | ,
* [ : 021612015
Voucher NEXT Invoice Date:
Accounting Date: 02/2712015 El
Voucher Style; Regular

Scroll to the bottom of the page and Save the voucher.

3. The Quick Invoice page updates.
e  The Voucher has now assigned a Voucher number.
e  Thereis a new field called Build Status. Click on “To Build".

. Scroll to the bottom on the page again and Save the voucher.

uick Invoice
Q *Invoice Number: |2015.9and Creek

Business Unit: 1001 aaE0E E{J
Voucher: 00010700 Invoice Date:

Accounting Date: 0212712015 [#]
Prepaid Ref: [ Auto Apply

Voucher Style: Regular
*Build Status: [ o Build -]
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Next Steps: Now that the invoice information has been added to the new voucher using the Quick Entry
invoice process, the next steps are the same as the regular voucher style. The rest of the steps are
detailed in Lesson 1: Using the Regular Voucher Style.

e Step 3: Enter information on the Payment page
e Step 4: Complete your new voucher

e Step 5. Run the Matching process

e Step 6: Run the Budget Check process

e Step 7: Prepare the voucher for the Approval process

Upon completion of this topic, you should now be able to:

¢ Navigate to the Quick Invoice Entry page to set up a hew voucher

e Enter the information required to copy information from the original purchase order into your new
voucher.

e Understand the required fields on the Quick Invoice and Copy Worksheet pages.

e Create a voucher using the Quick Invoice Entry components.
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Having completed this lesson, you should now be able to:

e Create vouchers with retainage

e Create third-party vouchers

e Create and use template vouchers
e Create inter-agency vouchers

e Create journal vouchers

e Create quick vouchers
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Lesson 5. Reporting Tools

Lesson Overview

When there are questions about money owed to vendors, SWIFT provides several tools to find up-to-the-
minute information about vouchers in question. You can find information about individual vouchers or
groups of vouchers in various parts of the AP life cycle. You can determine if there are any errors with
vouchers so that you can correct them.

This lesson introduces the terms and general steps for getting real-time information from SWIFT using AP
reporting tools: inquiries, queries and reports.

1. Inquiry:
An inquiry is an online data lookup that is geared to data in a specific SWIFT module. An inquiry
features fields used to specify the needed data. SWIFT presents the results online as rows and
columns of data.

Favc:['rtes Mainlﬂenu ;) Acccruntg Payable » Review hccnug'ts Payable Info >

2. Query:
A query is a customized data lookup in SWIFT using the Query Viewer under the Reporting Tools
menu. The resulting data may be viewed online or downloaded to Excel. You will not be able to
drill down using the data presented online.

Favorites : Main Menu : Reporting Tools > Query » Query Viewer

There are several commonly used inquiries and queries used by SWIFT AP staff and administrators. All
of these will be described in this lesson as well as others that may be useful to you.

After completing this lesson, you should be able to:

e Locate the appropriate searches.
e Input data parameters (data limits).

¢ Run the needed AP inquiries and reports.
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Most SWIFT modules contain inquiries through a “Review XXX Information” submenu. All of the
Accounts Payable inquiries are accessible through the Review Accounts Payable Info submenu.

In general, they follow the same steps:

e Step 1: Navigate to the Inquiry page using the Review Accounts Payable Info page.
e Step 2: Use the Inquiry results to review and select vouchers.

e Step 3: Review the appropriate voucher for the information that you need.

Each of the Inquiry types is described in depth later in this lesson. Also included in these topics are
descriptions of the fields.

Inquiry Type

Purpose

Budget Exceptions
Inquiry

Look up vouchers with budget exceptions — either for an individual voucher
or for a list of vouchers.

Payment Inquiry

Search on payments using specific search criteria to create a list of detailed
payment information or display a chart of payments by date.

Review Vendor
Inquiry

Allows you to look up information about a particular vendor or to help a new
vendor to start the registration process.

Scheduled Payments
on Hold

Allow you to determine why a payment has not been paid to a particular
vendor.

Vendor Aging Inquiry

Allows you to assess the status of vendor payments on hold, how long they
have been on hold, and if the hold has extended beyond the scheduled
payment due date.

Voucher Accounting
Entries Inquiry

Find the accounting entries associated with payment vouchers. You can
see if vouchers have been posted to the General Ledger or view their
posting status.

Voucher Document
Inquiry

Find out information about documents attached to or associated with a
particular voucher.

Voucher Inquiry

Search for an individual voucher or a list of aggregated vouchers based on
the Vendor ID. It is helpful to find “Remit to” and “Ordering” addresses. You
can see if it is approved and active in SWIFT.
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Voucher Inquiry
Topic Overview

Use the Voucher Inquiry to find out information about an individual voucher or a list of aggregated
vouchers based on the search criteria selected. For example, a vendor may call to see about the status
of a particular payment. Or, you may use it in the morning to troubleshoot for possible errors from the
previous evening'’s batch processing.

Steps to complete to use the Voucher Inquiry:

e Step 1: Navigate to the Inquiry page using the Review Accounts Payable Info page.
e Step 2: Use the Inquiry results to review and select vouchers.

e Step 3: Review the appropriate voucher for the information that you need.

Step 1: Navigate to the Inquiry page using the Review Accounts Payable Info page.

1. Navigation: Accounts Payable, Review Accounts Payable Info, Vouchers

2. Choose Voucher to get to the Voucher Inquiry page.

Voucher Inquiry

Je

Search Name ALL

Voucher ID

o

Invoice Id
Vendor SetlD SHARE
Short Name

o

Vendor Name 1
Vendor Name 2

Vendor 1D

Fely ey

Vendor Location
Entry 5tatus

PR <y =y« Ry C SRy C Ry &

Notice that there are many fields on this page. How you use it depends upon the purpose of your
voucher inquiry.
3. Review the fields and enter the ones that pertain to the voucher you are searching for.

e There are From and To fields that allow you to input a range.
e The Business Unit is required.
e Scroll down on the right to see more fields.
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Field

Field Description

Search Name

The Search Name field defaults to “ALL.” You do not need to
change that for this search.

Business Unit

The Business Unit field will default to the alphanumeric code
representing your agency or MNOO1. Change it if it doesn't fit your
current search needs.

Voucher ID This is the 8-digit system-assigned number attached to the voucher
when it was created.
Invoice ID The vendor’s invoice number if it was recorded when the voucher

was created.

Vendor SetID

All vendors will be shared state-wide, accept the default of SHARE.

Short Name

A vendor is assigned a shortened version of the vendor’'s name
during vendor entry. Itis made up of the first 10 letters of the
vendor’'s name with three numerical digits at the end. The numbers
increment as additional vendors with the same name are added —
the order they are added. If you know it, you can use it to search
for a voucher for that vendor. If you don’t know the vendor’s short
name, it is possible to click the Look Up button (magnifying glass
icon) to view an alphabetical list of vendor short names

Vendor Name 1

This is the vendor’s primary name as it is shown on their income tax
return.

Vendor Name 2

This is the second line of the vendor's name. Not all vendors will
have data in Name 2.

Vendor ID

This is the 10 digit identifier assigned by SWIFT during the vendor
registration.

Vendor Location

This is a collection of default information about a vendor. Itis NOT

the vendor’s address. It can include information such as:

e The relationship between the purchasing address and the “remit
to” address.

e Vendor bank account number

e How electronic payments are made to this vendor

e The email address for informing the vendor of payment.
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Entry Status

This displays where the voucher is in the payment process. This list
is in alphabetical order. This means it does NOT reflect the actual
order of the steps in the payment process. Typically, you will use
the following statuses:

e Open
e Postable
e Recycle

Accounting Dt

This is the date in which the voucher was entered into SWIFT. This
field automatically populates with the goods received date. It should
only be changed if the voucher had an encumbrance for the
previous fiscal year, and it had to be back-dated.

Invoice Date

The date recorded on the vendor's actual invoice.

Due Date

The date by which the State's payment must reach the vendor.

Entered Date

The date that the vendor's payment request was first created in
SWIFT.

Origin Set ID

This is the same as the Business Unit field.

Origin

This shows where the transaction started:

e Online manually

e Sub-system (another State computer system)

e Agency interface

This code is shared with Procurement and Accounting.

e For Accounting, it is a 2-digit code.

For Procurement, it is a 3-digit code.

Everyone can use the ONL code (ON Line Entry).
The financial interface subsystem ID is a 2-digit code.

Control Group ID

The State of Minnesota does not use this field.

Contract ID

The State-assigned identifier for a contract as assigned in
Procurement.

Lease Number

The number assigned to a lease through Procurement.

PO Business Unit

The business unit that originated the purchase order.

Purchase Order

The number assigned to the purchase order in Procurement.

Item ID

This ID number comes from a vendor’s catalog. It assigned during
voucher entry or copied in from the Purchase Order.
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Amount Rule

This rule, with a dollar amount in the Amount field AND USD in the
Currency field, allows you to find a range of vouchers in the desired
dollar amount. Helpful if you are looking for vouchers by the cost
range.

Amount The total dollars or approximate dollar value (if used with the
Amount Rule field) on the voucher.
Currency The medium of exchange used for the payment. The State of

Minnesota only uses USD as its currency.

Voucher Style

This is the type of voucher required. The State of Minnesota uses
the following:

Adjustments - Credit memo

Journal Voucher - Voucher correction or intra-agency
Regular Voucher - Most common

Single Pay Voucher - Only used through interfaces
Template Voucher - Use for a vendor who is paid several
times; it holds the vendor's standard information
Third-party Voucher - Used to pay additional insurance or
shipping (for example) if it was not included on original
purchase order

e All other options are not used by the State of Minnesota. If
you try to select one, you'll get an error message.

Post Status

Where the payment is in the general ledger posting process.

e Payment Not Applied
e Posted
e Unposted

Approval Status

Where the voucher is in the payment approval process.

e Approved
e Denied
e Unapproved.

Voucher Balance

Whether or not the payment is complete or if there is more owed to
the vendor after the current payment is made (e.g., useful for
Vouchers with Retainage).
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Voucher Source

Where the voucher originated. The State of Minnesota uses the
following source types:

Online

XML Invoices
Self-service Invoices
Return to Vendor
Recurring PO Voucher
Procurement Cards
Receivables Customer
Refunds

User ID

The log-on ID of the person who created the voucher.

GL Business Unit

The only General Ledger Business Unit for the State is MNOO1. All
vouchers post to only one general ledger.

Department ID

Account The agency or MMB account number where the payment is
charged.
Financial The number of the agency department where the payment is

charged.

VAT No.

The State of Minnesota does not use this field.

Process Instance

This is the system identifier attached when the check was run. Do

not use this field in this inquiry.

Match Status

Where the voucher is in the Match process.
Manually Overridden

Match Dispute

Match Exceptions Exist
Matched

Not Applicable
Overridden — Credit Note
To Be Matched
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Sanctions Status

If the vendor has been placed on the federal Office of Foreign Asset
Control (OFAC) list where the vendor currently stands as far as its
ability to interact with the State of Minnesota. Option meanings:

Blocked: The vendor has been investigated and found
inappropriate to interact with, so SWIFT will not allow them to be
paid.

Cleared: The vendor was investigated and confirmed as
appropriate to do business with. SWIFT will pay this vendor.
Review: The vendor is under investigation, and SWIFT will not
allow them to be paid.

Valid: The vendor has never been investigated. SWIFT will pay
this vendor.

If the field shows that the vendor is under financial sanction, contact
your MMB representative.

Max Rows The number of rows you want displayed in the search results. The
default is 300. You may change this to fit current needs.

Search Initiates the search.

Clear Removes all data entered above to allow you to start over.

Sort Criteria

Allows you to state how you want the data displayed (in what order)
in the search results.

Sort By

This is the primary field sorted on for the data your search
recovered.

Sort Asc/Desc.: Designates how the sorted data displays: top to
bottom (ascending) or bottom to top (descending).

Display Currency Criteria Group Box: The State of Minnesota
does not use this field.

Late Interest Analysis Group Box: the State of Minnesota does
not use this field.

4. When you have entered your desired search criteria, click the Search button to view the search

results.

Financial Department 10
VAT HNo

Process Instance

Match Status

Sanctions Status

Max Rows

100 Search Clear

s

Step 2: Use the Inquiry results to review and select vouchers.
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1. The Voucher Inquiry Results appears from your search. There are four tabs at the top of the page:

Voucher Details tab: This is the default tab. There are three buttons that tell you if there is information
in this field. If you click on one of these buttons gives you the detailed information.

e Accounting Entries - shows the Voucher Accounting Entries page
e Match Status - shows the Matched Vouchers page

e Payment Information - shows payment details

Accounting Match Match Payment
Entries Status WorkBench Information
= Mot
L_'lg' Applicable
Mot
Applicable
=i Mot -
L_'lg' Applicable
To Be
Matched
= Mot -
L_'lg' Applicable
= Mot
L_'lg' Applicable
= Mot -
L_'lg' Applicable
=i Mot ;
L_'lg' Applicable
B Matched = @

Amounts tab: This tab shows you all of the monetary values associated with the vouchers found.

‘iooher Detalls I I hare Cetzlls Wendor Cetalls IR
Businass Traneaction JGroEs Ineodoa Viowschar u"[ﬂm Unapplbﬂ Total Mom- Entarad | Groces Amount
Unit VouShSTID o reney amount Balance  Prepayments March VAT Pald R s P’"{
1001 DO TET UsD 10,540.00) 10, 540,00 0.1 B03.58 0.0 0.0 101, | [
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Field

Field Description

Gross Invoice
Amount

Shows the amount paid to the vendor. It does not include the sales
tax. MMB collects the sales tax and pays as a direct pay to the
Department of Revenue at the end of each month.

Voucher Unpaid

Shows the amount on the voucher that is yet to be paid.

Balance
Unapplied Shows the payments in the system that have yet to be applied to the
Payments overall total owed the vendor.

Total Non-Merch

Shows the portion of the payment comprised of sales and use tax.

Entered VAT

This column is not used by the State of Minnesota.

Gross Amount Paid

Shows how much has been paid to the vendor so far.

Net Amount Paid

The gross amount paid on this voucher, less any discount -- like 2%
discount on a 2% 10, net 30.

More Details tab: This tab shows a link to journal detail lines as several statuses. When the Budget
Header Status shows “Valid”, then the voucher passes the budget check. “Exception” means that there
are errors. The icon on the Detail Lines section links you to the voucher detail page.

=

‘igucher Detzlis AMOUTE : ‘wendor Detalls ==

Businsss vouchsr  Vendor Datas Approvs 05 Buagst
Vouc e Lk it &ta it OOV o o " 2 - oot D d o 20

nit Vioucher ID sty Loc Lings  Poststatus n o Approval History tatus Origin Dus Date Basls Date Acctg Date Enterad on r:ta:t.l.-asr

o InnoneanT Regu = - . - -

Gi DODDEED et | |Poste Approw ed | Approval History  (Ope ML 2812 2812 252 2

Vendor Details tab: This tab contains standard voucher data such as the Business Unit, Voucher ID,
Vendor ID and the Vendor Short Name.

L [ ¥
Voucher Detlls | Amomnis || More Detalls : [
Eﬁ”“ Voucher I Vendor ID short Vendor Nams Meams 1 Mame 2 History Status
G0 0000STET  |(000TS6545 | ZENGER FOL-0D1 | ZENGER FOLKMAN o
G1001 00010474 (0000255401 |INNOVATIVE-02S INNOVATIVE OFFICE SOLUTIONS LLC
Step 3: Select and use the appropriate voucher(s).

Depending on the information you searched for, you now have information about an individual voucher or
a list of aggregated vouchers.
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Voucher Document Status Inquiry

Topic Overview

Use the Voucher Document Status Inquiry to find out information about documents attached to or
associated with a particular voucher. Each agency determines the types of documents to attach to its
payment vouchers. These documents include purchase orders, invoices, receipts and other vouchers
created to pay separate charges (e.g., Retainage Vouchers) or error correction vouchers.

For example, a vendor may call you to see about the status of a particular payment. You can use this
inquiry to check the remittance address on the attached invoice to see if the payment was sent to the
correct address.

Steps to complete to use the Voucher Document Status Inquiry page:

e Step 1. Navigate to the Inquiry page using the Review Accounts Payable Info page.
e Step 2: Use the Inquiry results to review and select vouchers.

e Step 3: Review the appropriate voucher for the information that you need.

Step 1. Navigate to the Inquiry page using the Review Accounts Payable Info page.
1. Navigation: Accounts Payable, Review Accounts Payable Info, Vouchers, Document Status

2. The Voucher Document Status Inquiry search page appears. Enter the desired information on this
page.
e Enter the Business Unit.

e Enter other desired information to search for a particular voucher. Click on Search.

0 The Operator field allows you to set up a search for a range of vouchers (e.g., begins
with, =).

0 The Edit box allows you to type in a specific voucher number or part of a number using a
wildcard.

o If you do not remember a complete number, you can use a wildcard (%) before or after a
voucher number segment.

e A Search Results section opens up.
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Voucher Document Status Inq

Enter any information you have and click Search. Leave fields blank for a list of all values.

~ Search Criteria

Business Unit: = -

Voucher ID: |begins with -||

Invoice Number: begins with = | Q
Invoice Date: = - A
Vendor ID: begins with - liq

Short Vendor Name: - Q

[[Icase sensitive

Search Clear |Basic Search Save Search Criteria

Step 2: Use the Voucher Document Status results to review and select vouchers.

e The column titles are bolded and underlined which indicates that you can sort them.

e The individual data values are underlined and blue. Select a voucher by clicking on it.

Search Results

Only the first 300 results can be displayed.
Wiew All First |ﬂ 1-100 of 300 |I| Last

Business Unit Voucher ID Invoice Number Invoice Date Vendor Setll Vendor ID | Short Vendor Hame

G1001 00000001 |July 2011 Distribution 07M11/2011 |SHARE 0000341524 |INMOVO BEM-001
G1001 00000002 |4647537 07/08/2011 07M11/2011 SHARE 0000203519 DELTA DENT-002
G1001 00000003 |07/11/2011 Claims & Admin 071142011 SHARE 0000341524 INMOVO BEM-001
51001 00000004 07/09411 Claims 071172011 SHARE 0000211943 BCBSM INC-001

Step 3: Select and use the appropriate voucher.

1. The Voucher Document Status page opens up for the voucher that you selected. You can click on
links within this page get more information.
e The Voucher ID field brings you to the Voucher Inquiry page.

e The Status link displays the posted vendor accounting entries for this voucher.

Voucher Document Status

Business Unit: G1001 Document Tolerance Status: Valid
Invoice ID: 08/03/2011 Claims Invoice Date: 08/04/2011 Budget Misc Status: Valid
Gross Amount: 2736900.31 Usb Approval Status: Approved Budget Status: Valid
Vendor ID: 0000231512 & HEALTHFART-001 Document Type: Woucher Match Status:

Location: 001 Posted

2. Onthe Associated Documents section there are two tabs. On the Documents tab, you can find
information about documents associated with the voucher.
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The Document Type field shows you that this voucher has been paid (Payment). If you click on
its DOC ID, it brings you to the Payment Inquiry page.

The Document Type field also shows you that there is another voucher associated with this

particular voucher (Voucher). If you click on its DOC ID, it brings you to the Voucher Inquiry
page.

Associated Document

customize | Find | view o | B8 | 3 Fpat K g2 072 1 Lot
Documents Related Info
—
SetiD PIElEEs |[DEErheE DoC ID Status Document Date  Vendor ID Location
Unit Type
SHARE |Pavment oooooon2as | Posted oarzorz010 0000015131 01
30201 [7oucher 00000002 | Posted 07i01/2010 0000015131 0ot

Intra-agency payments will display as “Unreconciled” and it will show who the payment went to.
In this case, “Unreconciled” means that no information came back from a bank for this payment.

Other items appeatr, also, such as requisitions, purchase orders, receipts or packing lists.

The Related Info tab displays other information about this voucher including the Accounting Entries for
both the voucher (e.g., Payment) and the secondary voucher (e.g., Voucher).

Associated Document

Customize
SetliD Business Unit Document Type Accounting Entries
SHARE Fayment Accounting Entries
0201 Youcher e counting Entrieq

You have completed this topic.
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Voucher Accounting Entries Inquiry

Topic Overview

Use the Voucher Accounting Entries Inquiry to find the accounting entries associated with payment
vouchers. You can see if vouchers have been posted to the General Ledger or view their posting status.

Steps to complete to use the Voucher Accounting Entries Inquiry page:

e Step 1: Navigate to the Inquiry page using the Review Accounts Payable Info page.

e Step 2: Review the appropriate voucher for the information that you need.

Step 1: Navigate to the Voucher Accounting Entries Inquiry using the Review Accounts Payable

Info page.

1. Navigation: Accounts Payable, Review Accounts Payable Info, Vouchers, Accounting Entries

2. Onthe Voucher Accounting Entries search page, there are several search fields available.

e Enter the Business Unit AND either the Voucher ID or the Invoice Number of the specific
voucher you are looking for.

e Click on Search. Information populates this Voucher Accounting Entries page.

Voucher Accounting Entries

a

*Accounting Line View Option:

Invoice Date:

|V0ucherID: Q Invoice Number: |
Show Foreign Currency
Vendor ID: Vendor Name:

Q

Reset

Step 2: Review the appropriate voucher for the information that you need.

On the Accounting Information section of the Voucher Accounting Entries page, there is accounting

information about the voucher.

¢ Notice the Posting Process field. There are several options on this field.

Posting Option

Posting Option Description

AP Accrual

The posting process was completed against the AP Accrual Ledger.

Payments

The posting process occurred when a warrant or ACH is created.

Cash Clearing

The posting process occurred when the warrant is redeemed.

AP Close

This reverses entries created when a voucher is closed.
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Posting Option Posting Option Description

Payment The posting process occurs when a warrant is sent for unclaimed
Calculation property.
Escheatment

e The GL Status field tells you whether the voucher has been posted to the General Ledger.
“Distributed” means that the voucher has been thought the journal generator process.

Voucher Accounting Entries

R2001 @,

Accounting Information

AP Accrual [6L Dist Status: |

Distributed

‘Business Unit: Voucher ID: 00000002 2, jwoice Number: 456780
*Accounting Line View Option: | Standard ;l ™ Show Foreign Currency Search
Invoice Date: 08/04;2010 Vendor ID: aoooot1a1 3 Vendor Name: WALMAR OPTICAL CO

e The Main Information tab gives you the debit and credit entries as they have been entered into

the Ledger.
=N Information Chartfields Journal [
Description Monetary Amount Currency Code Ledger GL Unit
Accounts Pavahble -16.00 USD ACTUALS hArI001
Ring, Packing, Graphite, Cimli 18.00 USD ACTUALS MMO01
Accounts Payahle -35.00 USD ACTUALS hArI001
Switch, Trigger, Cirnling 13032 35.00 USD ACTUALS MO0
e The Chartfield tab provides the distribution information.
Here you will see the information that is required for ChartField entry: Fund Code, FinDept ID,
Approp ID and Account Number. You can use this information to ensure accurate distribution
records.
Tax Authority E';'j'l ;'::::J‘::e D :‘C"F%'}"""“"’“ I8 3 ceount il:::uunt g‘:::‘:f:g} gg:tn:y gg:tn;y Eﬁ:usmess Project  Activity
{Class) {CF1) {CF2)
2105 R2034151 R204005 200003
2105 R2934167 R294005 414001
000 R2634000 R204205 200003
000 R2934000 R294205 413001
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The General Ledger is the central repository of all financial transactions. It is considered the end
point of all accounting transactions.

Main Infarmation || Chartfislds :'
iournal ID Line Journal Datel Doc Type DocSeqlb Doc Seq Date Fudget Date Bsudget Primary Accounting Date
APOOOOT200 2 08/08/2010 08062010 W A 08r0eE2010
APOOOO1200 4 08062010 08062010 W A 080652010
AFO0001200 1 08062010 08062010 W ' 080652010
AFO0001200 3 08062010 0862010 b ' 08062010

Journal Information | Journal Information Description

Journal ID The GL journal credited and debited for the vouchers.

Line The journal line number of the entries

Journal Date The date the entries were posted to the GL.

Budget Date The date the budget was charged for these transactions.

Budget Status V =Valid. It should always be V.

Primary Defaults to Y. It is not used.

Accounting Date The entry date from the voucher.

You have completed this topic.
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Payment Inquiry

Topic Overview

Use the Payment Inquiry module to look up payments either individually or in groups depending upon
the search criteria you select. Payment details may only be viewed if the payments have been completed
and posted. You can search on payments using specific search criteria to create a list of detailed
payment information or display a chart of payments by date.

You may use this module for helping:

e Vendors who call with questions about their payments.

e Managers who may want information about a particular payment or payments to a specific
vendor.

e To search for payments that were put on hold.

There are two types of Payment Inquiries. Both of these inquiries are covered in this topic.

l. Payment Inquiries about payments on an individual voucher

Il. Payment Inquiries about payments that were put on hold.

Steps to complete to use the Payment Inquiry page:

e Step 1: Navigate to the Inquiry page using the Review Accounts Payable Info page.

e Step 2: Use the Inquiry results to review and select vouchers.

I. Payment Inquiries about an individual voucher

Step 1: Navigate to the Payment Inquiry page using the Review Accounts Payable Info page.
1. Navigation: Accounts Payable, Review Accounts Payable Info, Payments, Payment

2. Onthe Payment Inquiry search page, there are many search fields available. This search page
can be customized so that you can tab directly to the most commonly used fields.
Select Personalize Page link on top right corner of screen. Use radio buttons on Page
Personalization to customize.
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Field

Field Description

Vendor Name

Applies to both the From and To fields. You can use these to get a
range of vendor payments with the same or similar name in the
range.

Bank SetID This field is required for payment inquiries. It defaults to “SHARE”".
A SetlID is an identification code that represents a set of control table
information or TableSets. They are used to group control data.
Bank Code This is a five character item assigned to the financial institutions that

state agencies deal with.

Bank Account

The name assigned to the State of MN account that the payment
comes from.

Bank Account #

The identifying digits associated with a bank account.

Reference Field

This is the payment reference ID. It is also viewable on the
Payments tab after a voucher has been created (e.g., 0001511815).

Payment Date

This is the date that the payment was made. You can use these to
get a range of the dates of vendor payments.

Payment Method

You can search on these items. The State of Minnesota only
uses ACH, System Check and Manual Check.

Payment Cycle

This field is rarely used. You can select “Inter-Agency Payments” for
searching for Inter-agency payments. AP staff that use the Voucher
Build process may use the “Express Check” option.

Seq Num

The Sequence Number (Seg Num) is the number assigned to the
day on the daily pay cycle.

Payment Status

Allows you to specify the payment types you wish to search for. The
State of Minnesota uses the following options:

e ACH/EFT Prenote

e Escheated Check (Check or warrant has been sent to
unclaimed property)

e Overflow is used if the check is issued with more that14

advice lines.

Paid

Replaced

Reprinted

Stopped

Void
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Field

Field Description

Remit Set ID

There is only one for the State of Minnesota. It defaults to “SHARE".

Remit Vendor

Allows you to find and select the vendor — either by the number
assigned to the vendor or the vendor’s primary name.

Settle By

This field describes how the payment occurred.

ACH (Automatic Clearing House) means it was settled by the
Financial Gateway.

Warrants or checks means the payment was settled by the Pay
Cycle.

Settlement Status

This field is used only if the “Financial Gateway Status” is selected in
the Settle By field. The default status is “Paid,” but other statuses
including Cancelled, Hold or None can be assigned.

Single Payment

Allows you to designate if you only want to see payments to vendors

Vouchers without a vendor ID. Leaving this box unchecked shows all
vouchers.

Show Chart Allows you to show payments in a chart format. It requires that you
enter a “from” and “ to” date range that is not greater than 31 days.

Chart Type You can choose severdal chart options such as Bar Chart,

Horizontal Bar, Horizontal Stacked Bar, Percentage Stacked Bar
and Stacked Bar. When you click on a bar in the chart, you will see
the list of payments represented on the chart.

Sorting Criteria

The 1st and 2nd sorts allow you to sort by some of the search
criteria in the Payment Inquiry pages such as the Bank Account, Pay
Cycle, Payment ID, etc. You can also choose the Descending box
to organize your sort. Click on the Sort button if you choose any of
these Sorting Criteria.

3. Enter the fields you desire to search on. The minimum fields are:

e Search Name — “ALL"
e Bank SetID — “SHARE”
e Reference ID

e Click on Search.

Released September 16, 2016 (Version #2)
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Payment Inquiry

Search Criteria

| Search Name |ALL I (&}
From

Vendor Hame |

Aye

*Amount Rule Any

Amount |

Currency |
[Bank SetiD |SHARE |
Bank Code |

Bank Account |
Bank Account #
Feference 0001511815

el iy elye

Payment Date |
Payment Method
Pay Cycle |

Seq Num |

Payment Status

Remit SetiD [SHARE
Remit Vendor |
Settle By

Settlement Status

O LD L0

4

Single Payment Vouchers

Clear

The Payment Inquiry Result field opens up.
Step 2: Use the Inquiry results to review and select vouchers.
1. The Payment Inquiry Result page displays several tabs.

o Payment Detail (Default): More information about this payment.
Pa_y!mmtlnwiry Result Personalize | Find | View A

Payment Details Additional Info Vendor Details Einancial Gateway
=

| Payment Payment = Payment Reconciliation 7

| Source Reference ID Method Amount Currency Creation Date Payment Date Status Status Reconcile Date
Automated

WCHR 0001511815 Clearing 1,497 60 USD 1042812013 10/29/2013 Paid Unreconciled

| House

e Additional Information: Describes the Post Status and Pay Cycle
Payment iInguiry Result Personalize | Find | \View Al | & | i
" Payment Details

First R4 of 1 LA [ a2

Vendor Details || Einancial Gateway [F=TH

Payment Post Cancel Bank .
\ Source Reference ID SHatnk _A{:tion Cancel Date -Pay Cycle Seqg MHum i Description
VCHR 0001511815  Posted o C2"¢®! DLYEFT 593  WF US BANK

e Vendor Details: Information about the vendor such as the address.

Released September 16, 2016 (Version #2)
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Payment Inquiry Result - Personalize | Find | Vicw &) | E First K 4 or 1 I [asi
| Payment Details Additienal Info VLU ST Financial Gateway. | |

| Payment £
Source Roforench I Vendor Hame Vendor 1D Address City State Postal
\WVCHR 0001511815 AL LWAYS ASSOC INC 0000215946 58345 HODGSONRD SHOREVIEW MM 55126

e Financial Gateway: Financial Gateway is SWIFT’s centralized electronic payment system. You
can see information about how the payment is moved out.

Personalize | Find | View o | B | #

Payment Inquiry Resuit First

Payment Details Additional Info Vendor Details Financial Gateway
Payment Settlement :
Source Referbnce i Settle By e Transaction 1D External Party Reference ID Batch 1D
VCHR 0001511815 Financial Gateway Paid AP001512286 DLYEFT-000593

e Show All Columns button:
This shows all of the information from the above tabs on one tab.

Payment Inguiry Result
|Source B TEE T et Amount Curren Creation Date Payment Date [HE =i Reconcilia
Reference ID Method <y ay Status
Automated
NVCHR 0001511815 Clearing 1,497 60 USD 1002812013 1002802013 Paid Unreconci
House

2. Note: if you click on the Payment Reference ID on any of these tabs, the Vouchers for
Payment page opens. It adds some new fields.

e Source: What SWIFT module the payment was made in. It will always be a voucher.

e Reconciliation Status: Displays whether the payment has been reconciled. ACH payments
remain unreconciled. Warrants are unreconciled until cashed. Once cashed the status is
updated to Reconciled.

e Reconciliation Date: Displays the reconciliation date if the warrant has been reconciled.

Vouchers For a Payment

Back To Payment Inguiry

Bank Name: US BANK Pymnt Ref ID: 0001511815

Accounting Date: 1012912013
Pay Cycle: DLYEFT Seq Num: 593 Payment Date: 10i29/2013
Vendor Name: AALLWAYS ASSOC INC Days Outstanding: 493
Address: 5845 HODGSON RD Payment Clear Date:

Reconcile Date:
SHOREVIEW MM 55126 USA Value Date: 10/29/2012

Payment Amount: 1497.60 USD Payment Method: ACH

Description =

Personalize | Find | View All| E | # First K1 4 of 4

SETES Voucher ID [T Advice Date Invoice Humber Gross Paid Amount Paid Amount Currency LEEL Laiz Source

Unit Seq
G1001 00007736 1 10M16/2013 24454 1,497.60 1,497 80 USD Accounts Payable Vouchers

Taken Charge
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Il. Payment Inquiries about Payments on Hold.

Step 1. Navigate to the Payment Inquiry page using the Review Accounts Payable Info page.

1. Navigation: Accounts Payable, Review Accounts Payable Info, Vendor, Scheduled Payments
on Hold.

e Onthe Scheduled Payments on Hold search page, enter the search criteria. Typically, you can
use the Name 1 field to locate the vendor’'s name.

e You may need to review several vendors or payments with a specific vendor. Select the correct
vendor and payment in question.

Scheduled Payments on Hold

Enter any information you have and click Search. Leave fields blank for a list of all values.

>

SetiD: = - SHARE Q
Vendor ID: begins with Q
Short Vendor Name: begins with ~ Q
Our Customer Number: begins with - Q,
DUNS Number: begins with -

Name 1: begins with - Q,

[l case Sensitive

Clear  |Basic Search Save Search Criteria

Step 2: Review the appropriate voucher for the information that you need.

On the Scheduled Payments on Hold page, there are two fields that indicate a “Hold” status: On Hold
check box and the Hold Reason field. There are several reasons why a payment has been put on hold.

Accounting in Dispute
Back-up withholding
Revenue set-off

e Retainage

Scheduled Payments on Hold

Se Viendo

ShdrtHame: Vouchare:

L
Invoic: Oate: Schedulod Payment: 1 Full
Unit: Voucher:

Gross Amt: 0 010 Daoliar Due Date: 06142013
Discount: 000 Descount Due Date:

Days Overduse: 835 Scheduled to Pay: aTR222013

Wihdl Hold

Hoid Reascn Accounting in Dispute
@ seve O mewniesesch o Pevess ot 40 medebst (] Neaty

Approval $tatus: Pending

You have completed this topic.
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Budget Exceptions Inquiry

Topic Overview

There may be times when payments requested exceed the indicated budget. For example, when running
a budget check, you receive an error message. Also, when viewing a journal entry, you might see that
its Check Budget Status field reads: "Exception.”

e Use the Budget Exceptions Inquiry module to look up vouchers with budget exceptions — either
for individual voucher or for a list of vouchers.

e When looking up vouchers with budget exceptions, look under the SWIFT Commitment Control
module. This is different from most other AP inquiries.

NOTE: Please look in the Appendix of this User Guide for a list of budget check exceptions, descriptions
and potential solutions.

Steps to complete to use the Budget Exceptions Inquiry page:

e Step 1. Navigate to the Inquiry page using the Commitment Control module.

e Step 2: Use the Inquiry results to review and select vouchers.

Step 1: Navigate to the Inquiry page using the Commitment Control module.

1. Navigation: Commitment Control, Review Budget Check Errors, Accounts Payable, Voucher
e Onthe Find an Existing Value page, you will find several fields.
e Typically, you will enter the Business Unit and the Voucher ID (of the voucher in questions).

e Click on Search.

Field Field Description

Commitment This is the ID for the transaction assigned when the budget check
Control Tran ID was executed.

Commitment This is the date assigned when the budget check was executed.

Control Tran Date

Process Instance This is the system identifier attached when the check was run.

Released September 16, 2016 (Version #2)
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Field Field Description

Process Status Allows you to select a specific status type and search for it. The
Process Status options are:

Document in process

Errors exist

No Errors or Warnings

Only Warnings Exist

Process Unsuccessful

Unrecorded Errors Exist

Voucher

Enter any infarmation you have and click Search. Leave fields blank far a list of all values.

Find an Existin

Maxirmurn nurmber of rowes to return (up to 300): (200

Commitment Control Tran ID: hegins with -

Commitment Control Tran Date: m El
w =~ 31001 @,
voucher ID: ’W @,
Process Instance: = -

Process Status: |= j | j

Clear | Basic Search [GF Save Search Criteria

Step 2: Use the Inquiry results to review and select vouchers.

1. After selecting Search, the Search Results section appears with a list of all vouchers that fit your
selection criteria. The Process Status reads “Error” or “Warning.”

Note: A warning is a soft error, which means you can still process the transaction although it needs
to be investigated.

Search Results

Cnly the first 300 results can be displayed.

Wiew All First .ﬂ 1-100 of 300 |I| Las]
Commitment Control Tran ID Commitment Control Tran Date Business Unit Voucher ID Process Instance Process Status
0006754366 04/03/2012 1001 000022291/2400018 Warn@
0006754435 04/03/2012 51001 ' 2230 2400177 Warning
0006754487 04/03/2012 1001 00002231 (2400337 WWarning
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2. Click on the voucher in question using the Voucher ID field. The Voucher Exceptions page
appears.

This page provides information about the exception. You can see the reason for the exception. And
you can select the Run Budget Check button to rerun the budget check process.

Reminder: You can learn more about the Budget Check Exceptions, descriptions and solutions in the
Appendix.

Voucher Exceptions  [@I IS (ST (e

Business Unit: G1001 Voucher ID: 00002229 5
*Exception Type: =[] override Transaction o o0 e
100 More Budgets Exist

Maximum Rows:

Search Advanced Budget Criteria

Budgets with Exceptions

- Z ¥
Personalize | Find | View 21| B | #

GRS  Budget Chartfields
Details Business Unit Ledger Group Exception More Detail 0;:;;:: Transfer
1 &) MMOO0 KK_EXP_BUD | Exceeds Mon-Cnirl Budget More Detail GoTo . H

The Line Exceptions page provides you with the information about where the error exists on the voucher
in question. You can compare this information with your receipt or other documentation to research the
error.

¢ On the Line Values section, you can see which lines and distribution lines are in question.

e Onthe Line ChartFields section, you can see which ChartFields were entered.

e On the Line Amount section, you can look at the amount entered.

Youcher Exceptions Line Exceptions

Business Unit: G1001 Voucher ID: 00002229 &

*Line Status: - Override Transaction 6 T M
Maximum Rows: 100 More Lines Exist

Line From: Q Line Thru: Q

" Search

Transaction Lines with Budget Exceptions

Line Values Line Chartfields Line Amount
Line Distribution Line
@l 12

Personalize | Find | View All|

Budget Date GL Business Unit

1110312011 MNO01

You have completed this topic.
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Review Vendor Inquiry

Topic Overview

Anyone wanting to do business with or receive payment from the State of Minnesota must be a vendor in

SWIFT.

Use the Review Vendor Inquiry to look up information about a particular vendor.

Start with the vendor’s Tax ID. You can get this number by asking the vendor or ask the buyer for
the vendor’s W9 form.

Getting their Tax ID is critical. There are many vendors with similar names and addresses (e.qg.,
Minneapolis Auto Body and Minneapolis Auto Dealers). You want to ensure that the payment is
sent to the correct vendor.

If you cannot find the vendor either by name or tax identification number in this inquiry, then you
can help the vendor begin the registration process by directing them to the Vendor Resources
page on MMB's website: www.mn.gov/mmb/accounting/swift/vendor-resources/

ALWAYS check the vendor file before helping a vendor begin to register.

Steps to complete to use the Review Vendor Inquiry page:

Step 1:

Step 1: Navigate to the Review Vendor Inquiry page.

Step 2: Use the Inquiry results to review and select vouchers.

Navigate to the Review Vendor Inquiry page.

Navigation: Vendors, Vendor Information, Add/Update, Review Vendors

On the Review Vendors page, you will see several fields. Enter the fields with information to
search for vendors.

You can use the Wildcard of “%” meaning “anything.” For example, “%Marriott” tells SWIFT to
search for any data fields containing “Marriott.”

Click on Add.
Field Field Description
Name This is the name of the vendor as reported on their income tax

returns. If there are multiple vendors with the same name, the name
usually includes the business’ specific location. There are two types
of vendor names.

e Legal name as reported on the income tax return
e Doing Business As (DBA)

Released September 16, 2016 (Version #2)

Page 209


www.mn.gov/mmb/accounting/swift/vendor-resources

e ._4 State of Minnesota

= SWIFT >

AP2 —Voucher Entry, Maintenance and Approval

Field

Field Description

Vendor Status

Provides information about where the vendor is in the vendor
approval process.

Approved

Denied

Inactive

To be Archived (rarely used)
Unapproved

ID Type

These are identification numbers used to identify the vendor. The
Tax Identification Number (TIN) is the vendors Federal Employer
Identification Number (FEIN) or individuals Social Security Number
(SSN) and the most reliable search option. The identification
numbers include:

Tax Identification Number (FEIN or SSN)
Central Contractor Reg

DUNS Number (No Edit)

Minnesota Tax ID

TIN Exempt

Classification

This is a specific, significant designation attributed to a vendor. The
State of Minnesota uses only two: Employee and Outside Party

Persistence

This list describes how the vendor was set up and relates to how the
vendor will be used.

e OneTime

e Permanent

e Regular

e Single Payment
Review Vendors
Search Criteria
=S atiD: SHARE Q Vendor ID: Q
Name: Contains - |%Marriott ShortName-: Equal to -
Withholding Name: Equalto v Classification:
Vendor Status: v Type:
Sanctions Status: v Persistence:
Address: Equalto - City:
Customer Number: Country: Q
ID Type: Tax Identification Number - State: Q
VAT Registration I1D: Postal:
Withholding Tax ID:

Clear
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Step 2: Use the Inquiry results to review and select vouchers.

The Search Results section appears at the bottom of the Review Vendors page. Vendors are listed by
address. Vendors with multiple addresses will appear multiple times for each of the addresses in SWIFT.
There are three sections that provide important information about the vendor in question.

1. The Main Information section includes the Effective Status field. This is where you can see if a
vendor’s address is valid.

e “Pending” - not approved yet.
e “Active” - approved.
e ‘“Inactive” - once active but not currently active.

Personalize | Find | iew A1l | & | i 110 of 66 1 La

UETA T Additional Vendor Info [ Audit Information

SetlD Vendor ID Name 1 ShortName Address City State Country Effective Status
= COURTYARD BY - 1605 RICHARD PETTY  DAYTONA .
SHARE 00001943867 MARRIOTT ) COURTYARD-008 BLVD BEACH FL USA Active

2. The Additional Vendor Info section has several fields with information about why a vendor isn’t
being paid.

e Status — If the status is “Approved”, the vendor is approved and able to be selected on
documents and receive payment in SWIFT.

e Withholding — If this box is checked, it shows that the vendor is subject to withholding action this
vendor.

e Open for Ordering — If this box is checked, it shows that the State can do business with this
vendor.

e Sanctions Status — This section reinforces the “Open for Ordering” checkbox. Vendors are
validated against a federal financials sanction list. The validation process will assign the following
statuses:

o Valid: The vendor can do business with the State of Minnesota.

o0 Review: The vendor is under investigation.

0 Blocked: The vendor has been found unfit for business with the State of Minnesota.
o0 Cleared: The vendor was under investigation but was found to be fit and can be paid.

Personalize | Find | View All | B | 3 Firet T 1.10 or 66 O L3

Main Information Audit Information

Persistence AR Number Withholding Wihd Name VAT Vendor Open For Ordering
Approved Outside Party Regular

Status Classification

Sanctions Status

3. The Audit Information section allows you to track who has performed tasks with the vendor and
when. You can contract the State staff member for more information.

I T
Personalize | Find | View Al BV | % st |

Main Information Additional Vendor Info Audit Information h

Last Activity Date Ca=t Modified By Last modified date Created By Created Dateltime

01/25/2013 00357287 02/07/12 11:08AM FIDAVOY_1_12110 05M19M11 6:24PM

You have completed this topic.
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Topic Overview

The Vendor Aging Inquiry is an important tool to stay current on movement of vouchers through
SWIFT. This inquiry allows you to assess the status of vendor payments on hold, how long they have
been on hold, and if the hold has extended beyond the scheduled payment due date.

Use the Vendor Aging Inquiry to see:

e Which payments are outstanding for specific vendors
e Which payments are up-coming and which ones are past due and for how long

o If a payment has been on hold and if the hold has extended beyond the payment due date

Steps to complete to use the Vendor Aging Inquiry page:

e Step 1: Navigate to the Vendor Aging Inquiry page.

e Step 2: Use the Inquiry results to review and select vouchers.

Step 1: Navigate to the Vendor Aging Inquiry page.

e Navigation: Accounts Payable, Review Accounts Payable Info, Vendor, Aging

e Onthe Vendor Aging page, you will notice all of the same search fields as the other AP inquiries
from Review Accounts Payable Info page.

e Enter criteria such as the Business Unit and other criteria that are helpful to you. Click on

Search.
Vendor Aging As of Date:
Search Name ALL a
From To

B2201 Q B2201 Q
Vendor SetiD SHARE a

Short Name Q Q
Vendor ID Q Q
Vendor Location Q
*Amount Rule Any -

Amount

Currency usb Q,

Sanctions Status v

Max Rows 300 Clear
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The Balance as of .... section will appear at the bottom of the Vendor Aging page with the vendor aging

data.

Step 2: Use the Inquiry results to review and select vouchers.

1. The Balance as of... section has 4 different sections with payment information.
Each row in these sections contains hyperlinks to get to the data. If there is no data in that section, it will
show “0.00.”
e Status: This displays the vouchers overdue sorted by categories.
0 Approved Voucher — these are vouchers that have been approved
o Unapproved Voucher — These are vouchers that have not been approved
0 Negative Voucher — credits in the system
0 Hold Payment — payment is being withheld
0 Prepaid Voucher — unapplied amounts of paid prepayment vouchers
e Past Due: This section shows vouchers overdue for payment by “Over 60 days”, “60 to 31 days”,
and “30 to 1 days.”
e Schedule/Maturity Date: This section shows the total of vouchers with due dates in the future.
e Total: This section displays the total amounts of vouchers overdue by categories.
| Balance as of |
I:l Qver 60d 60 to 31d 30to 1d 0 to 30d 31to60d Over 60d Total
Approved Voucher 0.00 0.00 0.00 0.00 21010 286,335.49
Unapproved Voucher 0.00 0.00 0.00 0.00 0.00 575.559.53
Megative Youcher -8,297.26 0.00 0.00 0.00 0.00 0.00 -8,.297.26
Hold Payment 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Prepaid Youcher 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Draft Issued 0.00 0.00 0.00 0.00 0.00 0.00 0.00
2. Select the data you desire to research.
e Each row in these sections contains hyperlinks to get to the data. If there is no data in that
section, it will show “0.00.”
e To get detailed information about individual payments for your research, click on a link.
e For example, if we select the link of “285,125.39” in the Past Due, Over 60 d column, you will see

the Scheduled Payment Listing that provides all of the payments that make up that total.

BLIs‘ines‘s‘
Unit
B2201

B2201

ent Listin . Personalize | Find | View 10 ‘rlf"v"ﬂ st 10 110 07300 O st
il Voucher Detais | Bank Detais
Pymnt Payment Hold Trans
Voucher ID Nbr Method Scheduled to Pay Payment Gross Amount Currency Name
00635668 1ACH 08/08/2014 375.00USD GOODWILL INDUSTRIES INC
00635605 1ACH 08/08/2014 1,300.00USD L&A EMPLOYMENT COUNSELING &

You have completed this topic.
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Queries

A query is a customized data lookup in SWIFT using the Query Viewer under the Reporting Tools menu.

Query Viewer enables you to:

e Run queries and have results sent to a separate browser window.

e Download and format the data in an Excel worksheet and/or in an XML format.

e Schedule queries to run at predefined times or on recurring schedules (e.qg., first thing in the
morning). The results of these scheduled queries are routed to your Report Manager in SWIFT.

Query Viewer provides several fields that can be used to locate queries. You can search for a query

using the basic or advanced search options.

e Basic Search Option: Search using only the “begins with” condition.

e Advanced Search Option: Search using one or more search criteria and selecting from a choice

of conditions for each criterion.

Common Queries used in Accounts Payable

Query Name

Purpose

M_AP_GBL_EXCEPTION

Exceptions: This comprehensive query provides details
about vouchers with exceptions within a selected date
range. For example, you can search for vouchers with
any exceptions or holds within a date range.

M_CM_GBL_INTERAGENCYPMT_BFY

Interagency Payments: Allows you to see interagency
payments by budget year (e.g., January 1 through
December 31).

M_CM_GBL_INTERAGENCYPMT_FY

Interagency Payments: Allows you to see interagency
payments by fiscal year (e.g., July 1 through June 30).

M_AP_GBL_MATCH_EXCEPTIONS

Match Exceptions: Allows you to find vouchers with
match exceptions.

M_AP_UNPAID_VOUCHER

Unpaid Voucher: Allows you to see which vouchers
have not paid as expected. You determine how often you
wish to run it (e.g., daily, weekly, 8:00 am, etc.). Common
reasons include inactive vendor status, discount missed,
or voucher on hold.
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Query Name Purpose

M_VENDOR_INQUIRY Vendor Inquiry: Allows you to look up a particular
vendor to see if they are active or not, as well as detail
regarding name, location(s), addresses, payment method
assigned to each location and statuses.

M_AP_GBL_VOUCHERS Voucher Inquiry: Allows you to input a date range and
business unit to get a list of all vouchers entered into
SWIFT during the time selected. It includes the match,
budget, approval and payment statuses.

M_AP_GBL_RECYCLED_VCHRS Recycled Status: Allows you to quickly check for
vouchers in “Recycled” status.

Query Naming Conventions

To use a query to retrieve data from SWIFT, you will need to now its name or a part of its name. The
naming convention for SWIFT is: M_XX_GBL...

e Mis for Minnesota

e XX represents the two-letter SWIFT module abbreviation (e.g., AP for Accounts Payable)

e GBL displays if all users have access to this query

e Characters that appear after XX or GBL describe the kind of data the query will locate. For
example, the query M_AP_AGENCY_ORIGIN will show information associated with the Agency
Origin field on the Payments tab of the Voucher Regular Entry Page.

o Use capital letters and the underscore symbol.

e Wildcards (%) can be used in any of the fields to refine or broaden a search.

After completing this topic, you should be able to:

e Navigate to the Query Viewer to find and run queries based on criteria you select.
e Use the data from the query you searched for.

e Schedule queries.
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How to Run Queries in SWIFT

1. Access the Query Viewer Page (Basic Search Option)
e Navigation: Reporting Tools, Query, Query Viewer.

¢ Inthe Search By box, select a search criterion and type in all or part of a query name.

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By | aueryname *  Ibegins with [M_AP_GBL_E

Search Advanced Search

The Query Search Results displays with all of the queries that begin with the name you entered.

2. Use the Query Search Results to locate the particular query that you wish to use.

To work with the data from a query, select the Run to “Excel” hyperlink.

Search Results

*Folder View — All Folders — -

Personalize | Find | View Al BV | 3 Frst £ 447 o717 T Last

i Runto Runto Run to Add to
Query Hame Description Owner Folder HTML Excel XML Schedule v
M_AP_GBL_ENTERTAINER_TAX MR Entertainer Tax Payments Public HTML Excel XML Schedule Favorite
M AP GBL EXCEPTIOM Im Public HTML Excel (XML Schedule Favorite

The query will open with the additional parameters it needs (e.g., the AP Unit and the range of Accounting
Dates).

M_AP_GBL_EXCEPTION - AP Exception Query

AP Unit: lz1001
ACCOUNTING |DATE:  [01/01/2015 [5]
ACCOUNTING_|DATE_TO: [02/28/2015 [5]

View Results
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The query data appears in a table form.

M_AP_GBL_EXCEPTION - AP Exception Query

AP Unit:

ACCOUNTING_DATE:
ACCOUNTING_DATE_TO: |2
iew Results

Download results in:  Excel SpresdSheet TSV Tewt File XML Fie (57 Kb)

Ml Al

unit| Voucher |Gross amt Y%7 origin T Vend Invoi Us Descripti Updated  pecpripti status  [PU9DEt] APPT g gpatus 5N|Ett Close | ooy

55 Char gmn lype vendor nvoice Ser escription E“ escription atus Status Stat atus atus :t:tfa Status atus
ot

1 GI001 0D0DBS3  SEA340 00 ONL  REG 000237943 424B044555550240 27112  00B3307S Rebeck Mary C 00633078 RebeckMary C  Matched  Vaid  Approved Postable Posted ::;Ii:abla Dpen f’;’“‘*: q
Payment

Use the information from the query results.

Each AP staff person likely has access to several queries. Each query provides a different slice of the
SWIFT AP data. A list of commonly used AP queries is provided in this lesson’s introduction. If you
download the query into Excel, you can use the table to filter the information by the columns.

For example, the AP Exceptions query is comprehensive. You will need to scroll to the right to see all of
the columns available. In the example below, a filter was added.

¢ Inthe Status field, you can search for those vouchers where “Match Exceptions Exist.”

¢ Inthe Budget Status field, you can search for vouchers where there is an “Error in Budget
Check.”

¢ Inthe Net Sel Status field, you can search for vouchers that are “On Hold.”

|Status - |Budget Status - |Appr Stat
Matched Walid Approved
Mot Applicable Walid Approved
Match Exceptions Exist Walid Denied
Net Select Stat T

Hold

Hold

Hold

Hold
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How to Schedule Queries

Through the Process Scheduler, SWIFT allows you to schedule queries and reports to be run at a specific
time, instead of at the moment you request them. You can also schedule queries to run on a recurring
basis, for example, daily, weekly, or monthly at a set date and time.

For this example, we will use the Unpaid Vouchers query.

1. Use the Process Scheduler to schedule queries.
e Navigation: Reporting Tools, Query, Query Viewer

e Type in the name of the query you wish to schedule. Or, if you don’t know the exact name, use
the Advance Search and put in information to search by.

e Click on Search.

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

Query Name COntains + |unpaid

Description Deginswith  ~ |

Uses Record Hame Deginswith - |

Uses Field Name Pe0inswith = |

Access Group Name Degins with - | Q

Folder Hame Degins with - |

Uszer -

*Query Type
Owner = -
When using the IN or BETWEEM operators, enter comma separated values without quotes. i.e. JOB EMPLOYEE, JRNL_LM.

Search Clear Basic Search

e The Search Results section opens up with the Query Name you selected or with queries that
contain the information you input in the Query Viewer.

e Find the desired query and click on Schedule.

Search Results

*Folder View — Al Folders — -

Query Name Description Owner Folder % % ;R(:‘nl_to Schedule ?:\fotr(i)tes
APY1101_UNPAID_DBMEMOS APY1101 UnPaid DBMemos Public HTML |Excel XML |Schedule Favorite
M_AP_GBL_EXP_VCHR_UNPAID_BFY AP Exp by COA - Unpaid Vchrs Public |EPM HTML |Excel XML |Schedule Favorite
M_AP_GBL_EXP_VCHR_UNPAID_FY AP Exp by COA - Unpaid Vchrs Public EPM HTML | Excel XML Schedule Favorite
M_AP_UNPAID_VOUCHERS Unpaid Vouchers Public HTML |Excel XML Favorite
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On the Scheduled Query page, create or add a Run Control ID.

After you select Schedule, the Scheduled Query page appears. It defaults to the Add a New
Value page. Create a Run Control ID. Click on Add.

NOTE: To schedule a query for the first time, you will need to create a Run Control ID for it.
Use this same Run Control ID any time you wish to schedule this particular query.

A Run Control ID is used as a key (with a user ID) for records that contain the parameters that a
process needs at runtime. Storing the parameters in a table that the process can query using the
run control ID and user ID enables the process to run without user intervention.

Scheduled Query
Find an Existing Value [

Private Query: |M
Query Name: |M_AP_UMPAID_VOUCHERS

Run Control IDJ|Unpaid Vouchers MMB 2015

Add

Another page opens up requesting more parameters for your query.

Enter the necessary query parameters. In this case, add the Unit and User. Click OK.

M_AP_UNPAID_VOUCHERS

Unit:

Pser ] allowed): |%|
[ ok 1 cancal

glo01 |a

The Schedule Query page appears displaying the query parameters you selected. It asks for a
description of the query to be run.

Enter a description of this query. It will appear on the search results if you run this query again.

Click Apply to navigate to the Process Scheduler Request page. Clicking on OK will save your
query, but you'll need to re-enter it to schedule it.
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Schedule Query

Run Control 1D: Unpaid Report Manager Process Monitor
Vouchers
MWMB
2015
Query Name:

Unapid Vouchers

Update Parameters

Prompt Name Value
BUSINESS_UNIT G1001
OPRID %

oK Cancel

4. The Process Scheduler Request page allows you to choose when and how to run the query.

e The Run Date and Run Time show the current date and time. If you click OK, it will run
immediately.

e If you select any of the Recurrence dropdown options, the query will run according to the
parameters selected.

e The Type and Format dropdown lists indicate how the query will output. The Text Format will be
delivered to your Report Manager.

o Navigation: Reporting Tools, Report Manager, List

e Select OK when you have determined when and how to run the query.
Process Scheduler Request
UserID: 01087463 Run Control ID: Unpaid Vouchers MMB 2015
Server Name: Run Date: |03/16/2015 31
Recurrence: vl un Time: 10:32:14AM Resetto Current Date/Time
Time Zone: Q,
Select Description Process Name Process Type Type *Format Distribution
PSQUERY PSQUERY Application Engine | Web - TXT + |Distribution
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Course Summary

The Lessons in the Accounts Payable 2 course include:
e Voucher Entry (Referencing a Purchase Order or Direct Entry)
e Voucher Maintenance (Error Identification and Corrections)
e Voucher Approval
e Specialized Vouchers

e Reporting Tools
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Appendix

Appendix A: Key Accounts Payable Terms

Term Term Definition

Account The Account ChartField classifies the nature of a transaction such as "cash" and
"supplies.” The values in this field determine whether it is an asset, liability, equity,
revenue or expenditure. All transactions in SWIFT will have an Account. See

ChartField.
Accounting The date the transaction will be accounted in GL, which will determine the period
Date they are posted. This will default to the current date.
ACH Automated Clearing House (ACH) is an electronic network for financial transactions

in SWIFT. ACH processes large volumes of credit and debit transactions in
batches. ACH credit transfers include direct deposit payroll and vendor payments

Action The Action button allows you to follow the next steps as you are ready such as
Match and Budget Check. These options will not appear until you are ready.

Activity In the Grants Management and Project Costing modules, activity is a Project
Costing ChartField that specifies the funding source of a Project.

Address Physical address of the vendor associated with the location listed. It defaults from
Sequence the Location field and should not be changed. This field populates when the
Number Vendor ID is entered.

Agency Origin This is the area within the State agency responsible for this voucher.

ApproplD: An appropriation ID is a 7-character alphanumeric identifier. It indicates a single
appropriation account that controls the total amount of an agency’s expenditures.

Appropriation An appropriation legally authorizes spending or the collection of receipts as
specified in session laws or state statutes.

Approval Where the voucher is in the payment approval process.
Status e Approved
e Denied
e Unapproved.
AppWorx This is the Batch Scheduler. It runs the voucher processes three times daily: 10

am, 2 pm and during the night. Building, matching and budget checking occur
during this process, if you choose not to run matching and budget checking during
voucher creation.

Asset An asset is any item that is owned by the State of Minnesota. Assets can be
tangible such as computers, vehicles, or office equipment. They can also be
intangible such as internally developed software, intellectual property and water or
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timber rights. Assets transactions are important to record at the matching process
for entering vouchers referencing a purchase order.

Bank Account

The name assigned to the State of MN account that the payment comes from.

Bank Account #

The identifying digits associated with a bank account.

Bank Code This is a five character item assigned to the financial institutions that state agencies
deal with.

Bank SetID This field is required for payment inquiries. It defaults to “SHARE”. A SetID is an
identification code that represents a set of control table information or TableSets.
They are used to group control data.

Bilateral Bilateral Netting is the process that SWIFT uses to issue payments to other state

Netting agencies (e.g., Inter and Intra-Agency Agreements). It matches AP vouchers with

Accounts Receivable invoices. Every inter-agency payment voucher must have a
SWIFT bill (receivable) to match against. Or, the payment will not be processed.

Budget Check

Budget checking is the process of validating the transaction against the available
budget.

Budget Date

This comes from Commitment Control. It must ALWAYS be before the Accounting
Date.

Budget
Exceptions
Inquiry

Look up vouchers with budget exceptions — either for an individual voucher or for a
list of vouchers.

Business Unit
(BU)

The Business Unit generally represents a legal entity. For the state of Minnesota,
the Business Unit typically corresponds to an agency with the exception of the
General Ledger (GL). The GL Business Unit is at a statewide level (i.e., MNOO1)

Buyer ID This field is populated by default from the purchase order. The buyer on the PO
defaults on the voucher for reference.

Category Category refers to the level at which the budget is controlled: Category 1 is payroll
and benefits; Category 2 is all other budgeted expenditures; and Category 3 is all
non-budgeted expenditures.

Chart of Chart of Accounts consist of eight Standard ChartFields and six Project/Grant

Accounts ChartFields. When combined the ChartFields define specific transactions.

ChartFields are required to define the appropriate funding source.

ChartString

Combining a series of ChartFields creates a Chart String. A Chart String is used to
define, identify, categorize and sort a transaction.

ChartField

The Chart of Accounts is comprised of informational fields that provide the basic
structure to segregate and categorize transactional and budget data. Each Chart of
Accounts field is called a ChartField. Statewide Reporting ChartFields are: Fund,
Department ID (also known as Financial Department ID), Appropriation ID, Account,
and Statewide Cost (optional field). Optional Agency Reporting ChartFields are:
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SubAccount, Agency Cost 1 and Agency Cost 2. Project/Grant Reporting
ChartFields are: PC Business Unit, Project, Activity, Source Type, Category, and
Sub-Category.

Classification

This field is used in the review vendor inquiry. It is a specific, significant designation
attributed to a vendor. The State of Minnesota uses only two: Employee and
Outside Party

Closing a
Voucher

Use this process when a voucher has already run through the voucher posting
process and the voucher must be discarded. The voucher must NOT have been
paid or selected for payment.

Commitment
Control

Commitment Control enables you to control expenditures actively against
predefined, authorized budgets.

Commitment
Control Tran
Date

This is the date assigned when the budget check was executed.

Commitment
Control Tran ID

This is the ID for the transaction assigned when the budget check was executed.

Contract ID The State-assigned identifier for a contract as assigned in Procurement.

Customer A unique number that identifies a vendor in SWIFT. Not all vendors assign

Number Customer Numbers

Deleting a This is allowed if the voucher is unpaid and has NOT yet gone through the voucher

Voucher posting process. This process discards the voucher and does not require action
from supervisors.

Discount Calculates based on the Pay Terms selection above and cannot be manually
changed.

Distribution Distribution Lines on the Invoice Information page details include invoice accounting

Lines details, the GL date, charge accounts, and project information. An invoice line can
have one or more invoice distributions.

Encumbrance An encumbrance is the name given to funds that have been reserved when a
purchase requisition is finalized and encumbered. When a requisition is processed,
funds are placed aside for that transaction. Those funds are no longer available for
use in other transactions, but also have not been included in the Actual Funds
balance because a payment has not yet been generated. The purpose and main
benefit of encumbrance accounting is avoiding budget overspending.

Fin/DeptID Fin Dept ID (financial department identifier) represents the organizational function to

which expenditures and other activities must be applied. The department structure
should represent the organizational structure of an agency or department.
Combined with other ChartField values, Department IDs form the basis for
department budgets that track revenues and expenditures.

Freight Amount

Enter the freight or shipping charges associated with the invoice.
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Fund

Fund is an independent fiscal and accounting entity with a self-balancing group of
accounts, recording cash and/or other resources together with all related liabilities,
obligations, reserves and equities. They are split out for the purpose of carrying on
specific activities or attaining certain objectives in accordance with special
regulations, restrictions or limitations.

General Ledger

General Ledger is the central repository of all financial transactions. It is

considered the end point of all accounting transactions.

GL Chart

Use this page to enter the accounting details that will be loaded in the General
Ledger (GL)

Goods/Services
Received Date

Used to identify the date the goods/services were received by an agency. If you
use the Copy From field and copy from a PO Receipt, this information will be
automatically populated.

Gross Invoice

This is the total dollar value of invoice to be paid including any taxes and freight

Amount charges

Handling Use this field for special handling of warrants, like a “pull warrant” or a “warrant with
enclosures” that allows a printed state warrant to be pulled from the mail and
brought to the department for additional procedures.

Header The header on the Invoice Information page defines the common information about
the invoice: invoice number and date, supplier information, remittance information,
and payment terms. A voucher only has one header.

ID Type This field is used in the review vendor inquiry. These are identification numbers
assigned to the vendor that are used by MMB'’s central contract registry based on
federal standard for contracting firms. These numbers include:

e Tax Identification Number
e Central Contractor Reg

e DUNS Number (No Edit)
e Minnesota Tax ID

e TIN Exempt

Inquiry An inquiry is an online data lookup that is geared to data in a specific SWIFT
module.

Invoice An invoice from a vendor is the bill that is received by the purchaser of goods or
services from an outside supplier. The vendor invoice lists the quantities of items,
brief descriptions, prices, total amount due, credit terms, where to remit payment,
etc.

Invoice Date The date recorded on the vendor’s actual invoice.

Invoice Lines

Invoice lines on the Invoice Information page capture the details of the goods and
services billed on your invoice. You must have at least one voucher line.

Invoice Number

The invoice number as supplied by the vendor. When entering an invoice number,
SWIFT checks for duplicate invoice numbers in order to prevent duplicate payments
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Invoice Receipt
Date

The date the invoice physically arrived at the agency. Invoices are to be physically
stamped with a receipt date when they are opened

Item ID

This ID number comes from a vendor’s catalog. It assigned during voucher entry or
copied in from the Purchase Order.

Journal Header

A journal contains a header with information that uniquely identifies the journal
(business unit, journal id and journal date) along with other information such as long
description, ledger group and ledger.

Journal
Voucher

Used for adjusting accounting entries on posted and paid vouchers or intra-agency
fund transfers

Lease Number

The number assigned to a lease through Procurement.

Line Amount

Displays the combined total of the distribution line amounts.

Location

This is defined very differently in AP. An address is physical street address; a
location is a series of business rules agreed to between the vendor and the state
entity. Locations enable a user to indicate the different types of addresses a
customer has, e.g., one to receive bills, another for shipping, a third for postal
deliveries, and a separate street address. Each of these addresses has a different
location number. In AP, a location stores information about how the state or agency
does business with a given vendor.

Match Status

Where the voucher is in the Match process.
Manually Overridden
Match Dispute
Match Exceptions Exist
Matched
Not Applicable

To Be Matched

[ )
[ )
[ )
[ )
[ )
e Overridden — Credit Note
[ )
A

Match SWIFT page and processes that support troubleshooting matching errors.

Workbench

Matching Matching is the process of applying system match control rules against voucher,
purchase order, and receiver documents, ensuring that an invoice being entered
reflects the amounts ordered and received before it is approved for payment.

Message This optional field allows for text to be entered and printed on the remittance advice
or the later sent to a supplier with notification of payment.

Misc. Charge Any other charges on the invoice not included with freight or tax (e.g., insurance).

Amount This is rarely used. It can be entered on this page or it can be entered in the next
section

Name This field is used in the review vendor inquiry. It is the name of the vendor as

reported on their income tax returns. If there are multiple vendors with the same
name, the name usually includes the business’ specific location. There are two
types of vendor names.
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e Tax Information Number (TIN)
e Doing Business As (DBA)

One Asset: If selected, it will override all assets on the voucher line to use the same asset ID.

Origin Origin represents a division, district or regional level within the agency and is the
level directly below the business unit. An agency can only configure the origin at
one level, e.g., division only or district only or regional only. When this information is
received from agencies, SWIFT will assign a three-digit origin value and provide the
agency with a list of their assigned values. The origin is a required field that exists
on the header level of requisitions, purchase orders, contracts and strategic
sourcing event documents.

Origin Set ID This is the same as the Business Unit field.

Pay Terms These are the terms that the vendor uses to calculate due dates, discount due
dates and discount amounts, if any. This is typically Net 30.

Payment Search on payments using specific search criteria to create a list of detailed

Inquiry payment information or display a chart of payments by date.

Payment Status

Allows you to specify the payment types you wish to search for using inquiries. The
State of Minnesota uses the following options:

ACH/EFT Prenote

Escheated Check (Check or warrant has been sent to unclaimed property)
Overflow is used if the check is issued with more that14 advice lines.

Paid

Replaced

Reprinted

Stopped

Void

Persistence

This field is used in the review vendor inquiry. This list describes how the vendor is
paid.

One Time
Permanent
Regular

Single Payment

PO Business
Unit

The business unit that originated the purchase order.

Post Status

Where the payment is in the general ledger posting process.
e Payment Not Applied

e Posted
e Unposted

Posting Posting is the process by which accounting entries are created or updated based on
user transaction input and accounting entry templates.

Process This is the system identifier attached when the check was run.

Instance
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Program Program identifying numbers track revenue and expenditures for federal or state
programs within or across agencies. It can be used to identify groups of related
activities, cost centers, revenue centers and responsibility centers.

Project Project is the primary Project Costing ChartField used to capture additional

information useful for grant and project accounting.

Prompt Date

Populated when the PO receipt is copied. The Prompt Date is calculated using the
later of the Invoice Receipt Date or Goods Received Date plus 30 days. This date
"prompts" SWIFT to generate the payment so that it reaches the vendor by the
calculated prompt date.

Purchase Order

A Purchase Order (PO) authorizes the state agency to purchase specific goods or
services at a certain price. Itis sent to the supplier (vendor). When the vendor
accepts the purchase order, it becomes a contract in which both parties are
expected to fulfill.

Query

Query is a reporting tool that retrieves information from the SWIFT database.

Query Viewer

Query Viewer allows users to search for and view data but users cannot add,
change or delete the information.

Quick Invoice

A voucher created from the voucher build process.

Reference Field

This is the payment reference ID. It is also viewable on the Payments tab after a
voucher has been created. 0001511815

Regular Default setting; used for PO related, direct entry, and inter-agency payments

Voucher

Remit Set ID This field is used for payment inquiries. There is only one for the State of
Minnesota. It defaults to “SHARE".

Remit to This field indicates where the payment will be sent. Itis set up in the creation of the

vendor file. The default is ACH (Automated Clearing House).

Remit Vendor

This field is used for payment inquiries. Allows you to find and select the vendor —
either by the number assigned to the vendor or the vendor’s primary name.

Remittance A remittance advice is a note sent from SWIFT to the vendor, informing them that

Advice the invoice was paid. The advice may contain elements such as a text note, the
invoice number and the invoice amount, among others.

Retainage Retainage refers to a portion of payment that is withheld until the completion of a

project.

Review Vendor
Inquiry

Allows you to look up information about a particular vendor or to help a new vendor
to start the registration process.

Run

The Run button allows you to “run” a process such as copy the lines of a purchase
order.
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Run Control ID

A run control ID is used as a key (with a user ID) for records that contain the
parameters that a process needs at runtime. Storing the parameters in a table that
the process can query using the run control ID and user ID enables the process to
run without user intervention.

Sales Tax The sales tax associated with the purchases on the invoice It can be entered on this
Amount page or it can be entered in the next section

Sanctions If the vendor has been placed on the federal Office of Foreign Asset Control

Status (OFAC) list where the vendor currently stands as far as its ability to interact with the

State of Minnesota.
Option meanings:

o Blocked: the vendor has been investigated and found inappropriate to interact
with, so SWIFT will not allow them to be paid.

e Cleared: vendor was investigated and confirmed as appropriate to do business
with. SWIFT will pay this vendor.

e Review: the vendor is under investigation, and SWIFT will not allow them to be
paid.

e Valid: vendor has never been investigated. SWIFT will pay this vendor.

If the field shows that the vendor is under financial sanction, contact your MMB

representative.

Scheduled Due
Date

Allows you to specify the due date that the payment needs to reach the vendor. It is
calculated by adding the Pay Terms to the Invoice Date

Scheduled
Payments on
Hold

Allow you to determine why a payment has not been paid to a particular vendor.

Seq Num

The Sequence Number (Seg Num) is the number assigned to the day on the daily
pay cycle.

Service Period
Begin Date:

This is the date when the service began. It is used for tracking and reporting paid
service periods.

Settle By

This field is used for payment inquiries. It describes how the payment occurred.
ACH (Automatic Clearing House) means it was settled by the Financial Gateway.

e Warrants or checks means the payment was settled by the Pay Cycle.

Short Vendor
Name

Use this field to search for a vendor when the Vendor ID is not known

Single Payment
Voucher

Used for interfaced payments only where vendor is not listed in SWIFT

Source Type

Source is a two-character identifier for the origin of the journal, e.g., AP represents
accounts payable. Source Type is a Project Costing ChartField representing a
category of costs or revenue.
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SpeedChart SpeedChart keys can be defined with multiple accounting distributions and are used
during data entry instead of the individual ChartField combinations. Sets up
categories for direct entry vouchers. Is | helpful with multiple vouchers using the
same Chart of Accounts.

SWIFT Statewide Integrated Financial Tools (SWIFT) replaces Minnesota Accounting and
Procurement System (MAPS) as the State of Minnesota’s official financial and
procurement system on July 1, 2011. The |A Data Warehouse is replaced at the
same time.

Tax Exempt Check the box if the agency is not required to pay sales tax on the purchase. This

Flag option should not be selected if the tax exempt status is unknown

Template Set up for recurring payments to the same vendor such as rent, utilities or

Voucher installment payments

Third Party Used to create payments for a vendor not identified on the original PO, usually for

Voucher shipping, insurance, etc.

Tolerance Tolerance Range allows slightly inexact quantities and amounts on vouchers to

Range match PO and their PO receipts. It is usually a few cents or dollars or percentages

of difference that will be tolerated.

Unit of Measure
(UOM)

How an item is measured. Depending on the application, units of measure might
describe dimensions, weights, volumes, or amounts of locations, containers, or
business activities. Examples include inches, pounds, work hours, and standard
cost dollars.

Unmatch Required for error correction if the error occurred in a purchase order-based
voucher.

Unpost Required for all voucher effort corrections if the voucher post process is complete
and the accounting entries have been prepared for the GL.

Unpost Review voucher details and create reversal entries for a single voucher.

Voucher

User ID The log-on ID of the person who created the voucher.

Vendor A Vendor is the supplier of the goods or services. Vendors are referred to as

Receivers in SWIFT.

Vendor Aging
Inquiry

Allows you to assess the status of vendor payments on hold, how long they have
been on hold, and if the hold has extended beyond the scheduled payment due
date.

Vendor ID SWIFT identification number for vendor.
Vendor After selecting the appropriate Vendor ID, the system automatically populated the
Location Short Vendor Name, Vendor Location and the Address Sequence Number fields

that are associated with the selected Vendor ID.
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Vendor SetID

A collection of configuration elements for state use for inquiries. All vendors will be
shared state-wide, accept the default of SHARE.

Vendor Status

This field is used in the review vendor inquiry. Provides information about where
the vendor is in the vendor approval process.

Approved

Denied

Inactive

To be Archived (rarely used)
e Unapproved (rarely used)

Voucher A voucher is often a pre-numbered form used in the accounts payable department
to standardize and enhance an agency'’s internal control over payments to its
vendors and service providers. A voucher is usually prepared after a vendor's
invoice has been matched with the purchase order and receiving report.

Voucher Find the accounting entries associated with payment vouchers. You can see if

Accounting vouchers have been posted to the General Ledger or view their posting status.

Entries Inquiry

Voucher
Balance

Whether or not the payment is complete or if there is more owed to the vendor after
the current payment is made (e.g., useful for Vouchers with Retainage).

Voucher Details

Provides additional information about the voucher to view prior to unposting

Voucher
Inquiry

Search for an individual voucher or a list of aggregated vouchers based on the
search criteria selected.

Voucher Post

This process prepares the accounting entries picked up by the Journal Generator to
post to the General Ledger. When the Voucher Posting process is run, vendor
account balances are updated, and corresponding financial information is stored on
tables until the Journal Generator is used to create a journal entry.

Voucher
Source

Where the voucher originated. The State of Minnesota uses the following source
types:

Online

XML Invoices
Self-service Invoices
Return to Vendor
Recurring PO Voucher
Procurement Cards
Receivables Customer
e Refunds

Warrant

A warrant is an order drawn authorizing payment to a designated payee. lItis
usually conditional upon funds being available. It is referred to as the Automated
Clearing House (ACH) process issued by the state and is payable on the state’s
treasury

Workflow

Workflow refers to the way in which work flows through the multiple steps of
business processes. When a vendor invoice is entered into the system, the invoice
will go through an approval and payment process where someone else reviews and
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approves the invoice, and another person submits payment to the vendor. This
workflow process includes notifying the different people involved via email or
worklist updates that they are required to take the next step in a process.
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Appendix B: SWIFT Status Field Values

This table illustrates the values for each voucher status, before and after processing.

Status Type Process Initial Status Post-Processing Status
Entry Status Voucher Entry Open Deleted

Recycle

Postable
Match Status Matching To Be Matched Exception

Manually Overridden
Manually Set to Create
Note

Match — Dispute

No Match

Approval Status Voucher Approval To be Approved Pending Approval
Approved
Denied

Budget Status Budget Processor Not Checked Valid

(Budget Checking) Error

Document Document Tolerance | Not Checked Valid

Tolerance Status Checking Error

Post Status Voucher Posting Not Posted Posted

Status

Payment Status Pay Cycle Not Selected Selected for Payment
Payment Selection
Subprocess
Payment Status Pay Cycle Selected for Paid
Payment
Payment Post Payment Posting Not Posted Posted
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Appendix C: Budget Check Exceptions

Transactions with errors stop at the budget check stage. They do not proceed until they are corrected or
overridden and are budget checked again.

Exception

Description

Possible Solution(s)

Budget is on Hold

The budget for this
ChartString has been placed
on hold.

Validate that the budget string is correct.
Contact the SWIFT Help Desk.

Exceeds Budget

The requested transaction

Verify that the ChartString is correct.

Tolerance exceeds the available e Add money to the budget.
budget. There is not enough e Change the expense to another budget.
money at the DEPTSUM
level.
Failed MN e Transaction exceeds the e This message can occur if you have
Spending remaining spending exceeded your spending authority for this
Authority authority at the appropriation.

appropriation level.
e The transaction was input
in the incorrect fiscal year.

You may also receive an Exceeds Budget
Tolerance message.

Some appropriations allow agencies to
spend only what they have collected. In
this case, you may need to wait for
additional receipts to be collected.

Check the fiscal year.

Insufficient Funds

The ChartFields references a
budget with insufficient
funds

Verify that the ChartString is correct.
Add money to the budget.
Change the expense to another budget.

No Budget Exists

e There is a ChartField error.
e The ChartFields reference
a budget that has not yet
been established or is from

the wrong fiscal year.

Verify that the transaction is coded
correctly.

Change the funding on the transaction to
ChartFields that have a budget.

Check the fiscal year.

Connect with the budget coordinator to
follow up with budget issues.

Ref'd Doc has
been Finalized

The purchase order line has
been finalized.

Create a new purchase order.

Create a new purchase order line.
Reference a purchase order line that has
not been finalized.
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Appendix D: Payment Terms Overview

Minnesota statute 16A.124 requires payments to vendors to be made within 30 days. When available,
payments should be made in time to take advantage of vendor discounts typically within 10 or 15 days of
the invoice date. Understanding how SWIFT processes the various payment fields is critical to avoid
missing valuable discounts or paying early resulting in lost interest/investment income for the State. Pay
Terms and the Scheduled Due fields can be found on the Payments tab.

Pay Terms

e Currently, there are 21 different Pay Terms with discounts on SWIFT. Discounts range from 1%
to 10% and are automatically calculated reducing the payment, if made on time. Discounts
received are also automatically added back to the appropriate budget once the payment has
been generated.

e In accordance with state statute, SWIFT defaults Pay Terms to 30 days for external vendors. In
general, this should not be changed unless discounts are available or the payment is subject to
alternative payment terms. Changing this field to 000 (Net 0) can result in the payment
processing early.

e Please note the SWIFT pay terms default of 30 days for payments to external vendors should not
be confused with the SWIFT pay terms default of 000 (Net 0) for interagency payments
processed through the bilateral netting process.

Scheduled Due
e The Scheduled Due field determines when to pay the voucher. SWIFT automatically schedules
payments based on: Discount date if discounts are available and the current date is not past the
discount date.

e Current date if the net due date has passed.

¢ Net due date when there are no discounts available or the discount date has passed.
0 The Net Due Date is determined by the Invoice Date and the Pay Terms. For example,
an invoice date of October 3, 2013 and pay terms of Net 30 would have a Net Due date
of 11/2/2013.

o0 Changing this field to the current date to force the payment through can result in the
payment processing early. Unless there are extenuating circumstances, this field
should not be manually overridden.
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Appendix E: Date Definitions and Payment Processing

Overview

Minnesota statute 16A.124 requires that state agencies promptly pay their vendors. Payment should not
exceed 30 days. Payment is determined from the date that goods or services were received. Or, itis
determined by the date that the invoice was received, whichever date is later. Payments should not incur
interest charges.

Agencies must do their best to schedule payments to meet the invoice or statement due dates. Agencies
must pay according to their purchase contract terms. Whenever possible, agencies must take advantage
of early payment discounts.

Understanding SWIFT date fields and payment processing is critical to avoid missing valuable discounts
and paying on time.

Date Definitions

Accounting Date:
This date determines the accounting period in which a transaction is posted to the general ledger. Staff
should review Accounting Dates to make sure that expenses are recorded in the correct accounting
period. This is very important at fiscal year-end. These expenses need to be in the prior fiscal year.

e The Accounting Date defaults to the current date. It can be changed if needed.

e The Accounting Date is also updated by changes to the Goods/Services Received Date.

e If you copy "Purchase Order Only" into the voucher, SWIFT updates the Goods/Services
Received Date and the Accounting Date to the Current Date.*

¢ If you copy "PO Receipt" into the voucher, SWIFT update the Goods/Services Received Date and
the Accounting Date to the Receipt Date. **

Note that the Accounting Date on the Payments tab is different than the Accounting Date on the Invoice
Information tab. The second one is updated when the voucher is paid.

* SWIFT limits the Accounting Date to the first date of the open accounting period if the Goods/Services
Received Date is older.

* SWIFT limits the Accounting Date to the first date of the open accounting period if the Receipt Date is
older.

Budget Date: This date determines the Budget Period the funds will be taken from. Staff should review
Budget Dates to ensure expenses are recorded in the correct Budget Year. This is very important at fiscal
year-end or for continuing appropriations.

e The Budget Date defaults to the current date. It can be changed if needed
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e Budget Dates are copied from the Budget Dates on the purchase order during the copy process.

e SWIFT updates the Budget Date with changes to the Goods/Services Received Date for direct
vouchers.

e SWIFT does not automatically update Budget Dates with changes to the Goods/Services
Received Date when associated with purchase orders

e Budget Dates must be less than or equal to the Accounting Date.

Discount Due Date: This is the date the payment is due to the vendor in order to receive a discount.

e SWIFT will generate the discount based on the Invoice Date and the Pay Terms (including
weekends and holidays).

e For example, an Invoice Date of 3/1/2015 with Pay Terms of 1% and 10/N30 will result in a
Discount Due Date that is 10 days from the Invoice Date or 3/11/2015.

Goods/Services Received Date: This date is used to record the goods and services that were received
by the agency. For goods, this is the date the goods were received. For services, this is the end date of
the service. The Good/Services Received Date and the Invoice Receipt Date determine the Prompt Pay
Date.

e If you create a voucher by using "Purchase Order Only", SWIFT updates the several dates. It
updates the Goods/Services Received Date and the Accounting Date to the Current Date.

e If you use "PO Receipt" to create a voucher, SWIFT updates several dates. It updates the
Goods/Services Received Date and the Accounting Date to the Receipt Date .

e The Goods/Services Received Date must be less than or equal to the Accounting Date.

Invoice Date: This is the actual date of the vendor’s invoice. The Invoice Date and Payment Terms are
used to calculate the Net Due Date and the Scheduled Due Date. It is also used to calculate sales tax. If
the tax code associated with the voucher changes on a particular date, SWIFT automatically figures the
tax according to the effective date of the change. The Invoice Date must be less than or equal to the
Invoice Receipt Date.

Invoice Receipt Date: This date is used to record the date the invoice was physically received by the
agency. This date along with the Goods/Services Received Date is used in determining the Prompt Pay
Date.

Net Due: This is the date the payment is due to the vendor.

e SWIFT generates this date based on the Invoice Date and Pay Terms (including weekends and
holidays).

e For example, an Invoice Date of 3/1/2015 with Pay Terms of1% 10/N30 results in a Net Due Date
that is 30 days from the Invoice Date or 3/31/2015.
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Payment Date: Payment Date and the Payment Reference IDs are automatically completed after the
voucher has been processed for payment.

Prompt Pay Date: This is generated by SWIFT. This is the date a payment must be made for it to be
paid on time. This date is calculated by using the greater of Invoice Receipt Date or Goods and Services
Received Date + 30 days.

Service Period Begin Date: For services, this is the date the service began and will be included in the
eSettlement invoice. This field is not required.
Scheduled Due: The Scheduled Due Date determines when the voucher is processed. SWIFT
schedules payments based on the Current Date, the Discount Date (if applicable), and the Net Due Date.
The Scheduled Due Date is determined by:

e Discount Date if discounts are available and the Current Date is not past the Discount Date

e Net Due Date when there are no discounts available or the Discount Date has passed

e Current Date if the Net Due Date has passed

Note: In most cases, the Scheduled Due Date should not be manually overridden. Changing it to the
Current Date can result in early payment processing. However, do not do this unless there are special
circumstances.
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Appendix F: Match Exceptions Matrix

Exception | Description | Cause of Match Accounts Payable Resolution | Buyer Resolution
Exception
100 No receipts | No receipts were found Contact the buyer. The buyer should contact
found. for the purchase order the person at the “Ship
(PO) specified on the TO" location specified on
voucher. the PO for further
research.

130 Vendor/Loc | The Vendor ID or the If the Vendor/Loc on the Update the Vendor or
not = PO Vendor Location on the voucher is different from the Vendor Location on the
Vendor/Loc | voucher does not match | PO, contact the buyer to PO.

with the PO. determine if the PO or the
voucher should be updated.

140 Voucher The Item ID on the The defaulted Item ID should Update the Item ID on the
item not = voucher lines does not not be changed on the voucher. | PO.
PO item. match the Item ID on the | If there is a difference between

PO Line. the PO and the voucher,
contact the buyer to determine
which should be updated.

160 Vendor/Loc | The Vendor ID or the If the Vendor/Loc on the PO is Cancel the receipt and
not = Vendor Location on the different from the receipt, create a new receipt with
Receiver voucher does not match | contact the buyer to determine | the correct PO.170
Vendor/Loc | this information on the if the voucher or the receipt

PO receipt. should be updated. If the
receipt was manually
associated with the voucher,
remove the incorrect receipt
and associate the correct one.

170 Voucher The Item ID on the Do not change the defaulted Cancel the receipt and
item not = Voucher Lines does not | Item ID on the voucher. If there | create a new receipt with
receiver match the Item ID on the | is a difference between the the correct PO.
item. Receiver Line. receipt and the voucher,

contract the buyer. If the
receipt was manually
associated with the voucher,
remove the incorrect receipt
and associate the correct one.

250 Line amount | The difference between Contact the vendor and validate | If the PO needs to be
not = PO the Voucher Line the Invoice Amount and updated, create a change
line amt with | Amount and the PO Line | Quantity. If the Invoice is order to match the

Amount is greater than

incorrect, the vendor should

voucher price or quantity.
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Exception | Description | Cause of Match Accounts Payable Resolution | Buyer Resolution
Exception
the PO amt | the configured price send a new Invoice. If the If there is a receipt is
tol tolerance ($50 at State Invoice is correct, contract the associated, it must also
of MN). buyer to create a change order. | be updated.

260 Line amount | The difference between | Contact the vendor and validate | If the PO needs to be
not = PO the Voucher Line the Invoice Amount and updated, create a change
line amt with | Amount and the PO Line | Quantity. If the Invoice is order to match the
the PO % tol | Amount is greater than incorrect, the vendor should voucher price or quantity.

the configured price % send a new one. If the Invoice | If the receipt is
tolerance (10% at the is correct, contract the buyer to | associated, it must be
State of MN). create a change order. updated also.

270 Line amount | The difference between | Contact the vendor and validate | Validate the PO Amount.
not = recv the voucher Line the Invoice Amount and If correct, update the
line amt Amount and the Receipt | Quantity. If the Invoice is receipt Amount.

Line Amount is greater incorrect, the vendor should
than the configured price | send a new one. If the Invoice
tolerance ($50 at State is correct, contract the buyer.
of MN).

280 Line amount | The difference between If the Invoice is incorrect, the Validate the PO Amount.
not = recv the voucher Line vendor should send a new one. | If correct, update the
line amt with | Amount and the Receipt | If the Invoice is correct, contract | Receipt Amount.

PO % tol Line Amount is greater the buyer.
than the configured price
% tolerance (10% at the
State of MN).

330 LTD vchr gty | The total voucher Contact the vendor and validate | If the PO needs to be
greater than | quantity (including the Invoice Quantity. If the updated, create a change
PO gty with | previously matched Invoice is incorrect, the vendor | order to match the
receipt tol guantities) exceeds the should send a new Invoice. If voucher quantity. If the

guantity on the PO. This | the Invoice is correct, contact receipt is associated, the
includes the allowed the buyer to create a change receipt must also be
over-receiving quantity order. updated.

(0% at the State of MN).

This is a life-to-date

exception — it will

account for all Invoices

for a given PO.

340 LTD vchr The total voucher Contact the vendor and validate | If the PO needs to be
amt greater | quantity (including the Invoice Amount. If the updated, create a change
than PO amt | previously matched Invoice is incorrect, the vendor | order to match the

guantities) exceeds the
Amount on the PO. This

should send a new Invoice. If
the Invoice is correct, contact

voucher quantity. If the
receipt is associated, the
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Exception | Description | Cause of Match Accounts Payable Resolution | Buyer Resolution
Exception
includes the configured the buyer to create a change receipt must also be
price tolerance ($50.00 order. updated.
at the State of MN).
This is a life-to-date
exception meaning -
will account for all
Invoices for a given PO.

350 LTD vchr The total voucher Contact the vendor and validate | If the PO needs to be
amt greater | quantity (including the Invoice Amount. If the updated, create a change
than PO amt | previously matched Invoice is incorrect, the vendor | order to match the

guantities) exceeds the should send a new Invoice. If voucher quantity. If the
amount on the PO. This | the Invoice is correct, contact receipt is associated, the
includes the configured the buyer to create a change receipt must also be
price % tolerance (10% | order. updated.

at the State of MN).

This is a life-to-date

exception - it will

account for all Invoices

for a given PO.

580 Line gty not | The voucher quantity Contact the vendor and validate | Validate the PO quantity.
=recv qty exceeds the quantity on | the Invoice quantity. If the If correct, update the
with PO the receipt. The receipt | Invoice is incorrect, the vendor | receipt quantity.
received % guantity includes the should send a new Invoice. If
tol allowed over-receiving the Invoice is correct, contact

guantity (0% at the State | the buyer to create a change
of MN). order.

700 Freight not PO freight terms = Paid | Contact the buyer. If the freight charge is
allowed. by the seller but the valid, update the PO

voucher contains freight Freight Terms.
costs.

710 Vendor’s There may be issues Contact the Vendor
Financial with the vendor. Maintenance Group to
Sanctions complete a review of the vendor
Status (e.g., verification).

M_P100 PO date The Goods/Services Contact the buyer. The buyer should work
range is not | Received Date on the with AP and the
valid voucher is not within the Contracts team to

PO Date and the PO
Expiration Date range.

determine a resolution.
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Appendix G: Prompt Payment Processing Policy

=
Minnesota Management & Budget
Statewide Operating Policy

Minnesota Management and Budget, Accounting Services Number 0801-01
Issued: December 10, 2015 Revised: N/A

Prompt Payment Processing
Objective

To ensure that all payments made by the State of Minnesota take advantage of early payment discount
periods. If no discount applies, the invoice must be paid with 30 days following receipt of the invoice,
merchandise, or service, whichever is later. Minnesota Statute 16A.124
(https://www.revisor.mn.gov/statutes/?id=16A.124).

Policy

State agencies shall pay each valid vendor obligation within the vendor’s early payment discount period.
If a vendor does not have an early discount period, the invoice must be paid within 30 days following
receipt of the invoice or completed delivery of the product or service.

A state agency that bills another state agency for a service or commodity is considered a vendor like any
non-state vendor.

The SWIFT prompt pay date is computed by adding 30 days to the invoice receipt date or the
goods/services receipt date, whichever is greater.

Invoice Errors

If an invoice is incorrect or otherwise unpayable, an agency must notify the vendor within 10 days. Once
a correct invoice is received, all agencies must pay the corrected invoice within the early discount period
or 30 days.

Interest Charges

If a vendor has not received payment on a valid invoice within 30 days, the vendor can bill the agency for
interest at the rate of 1.5% per month or fraction thereof. The minimum interest charge on invoices of
$100 or more is $10 per month. The agency should pay the actual penalty due to the vendor on unpaid
balances less than $100. All interest penalties and collection costs must be paid from the agency's
current operating budget.

Interest charges, if any, should not automatically be added to a late payment. The vendor must invoice
the agency for the interest charges.
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Exceptions

e The Department of Human Services must notify hospitals receiving reimbursement under the
medical and general assistance medical care programs within 30 days if they discover an
incorrect or improper invoice.

e The Commissioner of Human Services must pay or deny a valid vendor obligation for health
services under the general assistance medical care or Minnesota Care programs within 30 days.

¢ Adjustment claims that have been prepared in accordance with the commissioner’s published
specifications, must be adjudicated within 90 days after receipt.

Related Information

Annual Prompt Payment Report (http://mn.gov/mmb/mmbhome/reports/index.jsp)
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