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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. Onthe Voucher Build Error Detail page, enter the Business Unit and click Search.

Voucher Build Error Detail

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

Business Unit: = ¥ G020+ Q
Voucher ID: begins with ¥ ||

TSE Run ID: = v |

Origin: begins with v ||

Control Group ID: begins with v ||

Vendor ID: begins with r |

Buying Agreement ID:| pegins with |

Invoice Number: begins with ¥ ||

Invoice Date: = ¥ | B
Voucher Source: = v r

Case Sensitive

Search Clear |Basic Search Save Search Criteria

Note: You will need the “Voucher Maintenance Error Detail” role in order to access this page.
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3. Onthe Search Results page, click on the Voucher ID to select it. This will take you to the Voucher
Build Error Detail page.

lSean::h Results
Iiew All

Business Uni_ S5E Run ID Origin Control Group ID Vendor ID
10201 00114936 14062969 |ONL |(blank)

G0201 00115002 | 14062960 |OML |(blank)

First 4] =22 3] Last
Buying Agreement ID Invoice Number Invoice Date Gross Invoice Amount Transaction Currency Voucher Source
PLACEHOLDR|(blank) 0220002344 04/07/2015 |1962.21 usD Online
GOR0O0O00O000 |(blank) IDC15007 4TH QTR FY15/05/12/2014 |10974.73 usp Online

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

Voucher Build Error Detail

Business Unit:

G020 Voucher ID: 00114936
Header Emors ——
——
Field Name Message
Merchandise Amount

“oucher Merchandise Amount 1962.21 <= sum of invpice line amounts §97.51.

First Bl 1 of 1 I3 Lot

Line Field Mame Message

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

L. Retun to Search | [=] Motify

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

Summary | Related Documents | Invoice Information  Payments | \Voucher Attributes
Business Unit: 0201 Invoice Number: 0220002344
Voucher ID: 00114838 Invoice Date: 04072015
Style: Regular Total: 1,962.21 UsD
Field Mame Message

Merchandise Amount “Voucher Merchandise Amount 1952.21 <> sum of invoice line amounts 897.51.

First B 1of1 13 Last

Line Field Name Message

2 Merchandise Amount Invoice line Merchandise Amount .01 <> sum of Distrib Line amounts .02,
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2. Most errors are corrected on the Invoice Information page. Click on it.
e The Review Errors button (yellow triangle) shows where the error occurs (e.g., Header).
e Thered 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.

Summary Related D Payments \oucher Attributes Error Summary
Business Unit: G201 Invoice No: IDC 15007 4TH TR P15 Action:
Voucher 1Dz 00115002 Invoice Date: 051202014 B3y
Voucher Style: Regular oucher Accounting Date: 04202015 B [ Tax Exempt Run
Vendor 10: GSR.OD0D00D R WMMB NON OPERATING Invoice Receipt Date: 051212014 |  Session Defautts
ShortName: [MB NON OP-001 |, 658 CEDAR ST Service Period Begin B  attachments (0}
Location: o1 400 CEMTEMMIAL OFFICE BLDG Date: = ~
ST PAUL, MN 55155 Goods/Services Received:04202015 1B commentsin)
*Address: 1 QU }
Customer Number: Preview Approval
Advanced Vendor Search
i ] *Pay Terms: =  [ooo Q@
Invoice Lines: 10874.72 ay fems = et Calc Basis Date
*Currency: usDiQy Basis Date Type: Inv Date —_—
= MNon Merchandise Summary . =
Miscellaneous: = Print Invoice
Sales/Use Tax Summary
Freight: i
Sales Tax: i
Use Tax: 0.00 5
Total: 10,974.72 Copy From Source Document
PO Unit: [
Difference: 0.00 "
PO Number: [ Gopy PO
Copy From: | Mone v Go
Received By:
Invoice Lines Find | View ail_First £ 1011 I (4
(E
Line: 1 Item: @ uom: Lo Q
*Distribute by: Amount v Unit Price: [10,574.72000 Quantity: [1.0000
Ship To: GOZRECEFT 1=} Line Amount: 10,574.72 ) One Asset
SpeedChart: Q ESCRpTIon: ISTAR SWIDC 4TH QTR SFY¥15
Buyer ID: Q, Category ID Q,
Calculate
Seles/Use Tax
Line Amount: 10874.72|
Distributed: 4288 Sﬁ
Difference: Lg584.84
B First Kl 12072 I Lot
m Exchange Rate || Stafistics Assels (]
gm Line A“;’f’“"”i* Quantity "GLUnit  Fund Fin DeptiD :‘UW Cost pocount é‘:ﬂ ?9"" Cost | nppropin ﬁf’“
=] (m] 1 6,584.84 1.0000 MNDO1/C |[3000/CY [G0231081/QL Q420101 | ,_Q Q |GD21322) G020
= [w] 2 4,389.88 1.0000 MNOO01|CY 3000/, ||G0231061CQ Q420101 |Q ,70\ Q [|c21322|Q |[c0201

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.

Summary Related Documents Invoice Information Payments Voucher Attributes

Business Unit: G0201 Invoice Number: IDC15007 4TH QTR FY15
Voucher ID: 00115002 Invoice Date: 08M2/2014
Style: Regular Total: 1097472 UsD

|This Woucher does not have any errors.

&) save | L\ ReturntoSearch [=] Notify = @ Refresh [EvAdd| [ElsupdateDispiay |

Summary | Related Documents | Invoice Information | Payments | Voucher Atributes | Error Summary
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2. Run budget checking. On the Action list, select “Budget Checking”. Then click Run.

Summary

Related Documents Payments

Voucher Attributes Error Summary

Business Unit:
Voucher ID:
Voucher Style:

G201 Invoice No:
00115002

Regular Voucher

Invoice Date:

Accounting Date:

|IDC1SDU? ATH QTR FY15

05/12/2014 [

04/30/2015 [ [[]Tax Exempt

Action:
Budoet Checking
[ Eun |

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

“Postable.”

m Related Documents Invoice Infoermation Payments “oucher Aftributes Error Summary
Business Unit: GO201 Invoice Date: 0sM22014
Voucher ID: 00113002 Invoice No: IDC15007 4TH QTR FY15
Voucher Style: Regular Invoice Total: 1087472 ygp
Contract 1Dz
Vendor Name: MMEB NOMN OPERATING Pay Terms: MNet D

i;g EEB?E&EAL COFFICE BLDG Voucher source: Cniin
ST PAUL, MN 55155

| Entry Status: Postable Origin: ONL
Match Status: Mo Match Preview Approval Created: 04/28/2015
Approval Status: Pending Created By: 01106622
Post Status: Unposted Maodified: 05132015

Modified By: 01087453
ERS Type: Mot Applicable

hudget Status: “alid I Close Status: Open
Budget Misc Status: “alid
Summary Related Documents Payments \foucher Attributes Error Summiary
Business Unit: o201 Invoice No: | Action:
Voucher ID: 00115002 Invoice Date: |—'|
Voucher Style: Regular Voucher Accounting Date: Tax Exempt Run

Vendor ID:
ShortName:
Location:
*Address:

Advanced “fendor Search

ST PALUL, MM 55155

 a

GSRO000D0D Q MME NOM OPERATING
MME NOM OP-001 Q. EEECEDAR ST
001 Q 400 CENTEMNIAL OFFICE BLDG

Invoice Receipt Date:

Service Period Begin

Date:

GoodsiServices Received:
Customer Number:

D5/12/2014 |
[ &
D4/20/2015 |5

—

Session Defaults
Adtachments (0}
Commentsi0)
Preview Approval

Invoice Lines: JogTa7s  PayTerms: o poo QR Neto .
*Currency: UsD/Cy,  Basis Date Type: Inv Date Calc Basis Date
" — Mon Merchandise Summary 5 5
Miscellaneous: ™ Frint Invoice
Freight: Sales/Use Tax Summary
relght: = I Submit For Approval I

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