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Interfaced Vouchers Troubleshooting
Occasionally, vouchers that have been interfaced into SWIFT contain errors. This Quick Reference Guide walks you through the process of finding and resolving errors with interfaced vouchers.  
For more details, refer to the Accounts Payable Voucher Entry, Maintenance, Approval and Reporting Tools User Guide.
Step 1: Use the Voucher Build Error Detail search page to find errors.
1. Navigate to: Accounts Payable, Vouchers, Maintain, Voucher Build Error Detail
2. On the Voucher Build Error Detail page, enter the Business Unit and click Search.
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· Note:  You will need the “Voucher Maintenance Error Detail” role in order to access this page.

3. On the Search Results page, click on the Voucher ID to select it.  This will take you to the Voucher Build Error Detail page.
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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.
2. [bookmark: _GoBack]Click on the Correct Errors link to view the voucher.
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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
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2. Most errors are corrected on the Invoice Information page.  Click on it.
· The Review Errors button (yellow triangle) shows where the error occurs (e.g., Header). 
· The red circle shows the error. 
· In this example, the voucher is out of balance.   The amounts in the Header, Invoice Lines and Distribution Lines do not match. 
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3. Correct the errors and click on Save.

Step 4: Verify that the voucher no longer has errors. 
1. Check the Error Summary page.  Make sure there are no errors.
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2. Run budget checking.   On the Action list, select “Budget Checking”.  Then click Run. 
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3. On the Summary page, the status of the Budget Status is now “Valid.”  The Entry Status is now “Postable.”
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4. Return to the Invoice Information page and submit it for approval. 
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