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QUICK REFERENCE GUIDE

Updated June 15, 2020

Voucher Entry — Copy a Purchase Order or PO Receipt

A voucher is an electronic version of an invoice. The SWIFT Accounts Payable (AP) module enables you to
enter information into a voucher and copy information from other sources, such as a purchase order or
receipt.

Manually matching, budget checking and submitting vouchers for approval is optional. Agencies may
wish to run these processes manually with critical vouchers or vouchers that are nearing prompt pay
deadlines. Vouchers not processed manually will be included in batch processing run daily at 10 a.m.
and 2 p.m. or overnight. Vouchers are submitted for approval only during overnight processing.

This Quick Reference Guide provides an overview of entering a voucher in SWIFT by copying an open
purchase order or PO receipt.

Steps to complete

e Step 1: Add a new voucher on the Voucher Regular Entry page.

e Step 2: Enter information on the Invoice Information tab.

e Step 3: Enter information on the Payments tab and save.

e Step 4: Run the Matching process.

e Step 5: Run the Budget Checking process and check the Summary tab for errors.
e Step 6: Submit the voucher for Approval.

Steps to Enter a Voucher by Copying from a Purchase Order or Receipt

Step 1: Add a new voucher on the Voucher Regular Entry page.

1. Navigate to the Voucher Regular Entry page.

Navigation Option Navigation Path

Navigation Collection Accounting, Accounts Payable, Vouchers.
The Voucher Regular Entry page will display by default.

WorkCenter Accounting, Accounts Payable, AP WorkCenter, Links section, Vouchers,

Regular Entry.

2. Onthe Add a New Value tab, enter the agency number in the Business Unit field.

3. Inthe Voucher ID field, leave “NEXT” as the default value. SWIFT will assign the next number.
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SWIF

4. Inthe Voucher Style field, leave the “Regular Voucher” option as the default value.

5. Press the Add button.

! Add/Update ~
Voucher

Regular Entry

Eind an Existing Value Keyword Search Add a New Value
Quick Invoice Entry

UnPost Voucher |Businessumt G1001 Ql

Match Workbench | Voucher ID | NEXT |

| Voucher Style | Regular “Youcher zl

Delete Voucher
Supplier Name Q

Close Voucher Short Supplier Name Q
I Maintain ~ Supplier ID Q
Supplier Location Q
I Inquiry v
Address Sequence Number 0 Q
u Invoice Number
Invoice Date
Gross Invoice Amount 0.00
Freight Amount 0.00
Sales Tax Amount 0.00
Misc Charge Amount 0.00
PO Business Unit Q

PO Number Q

Tax Exempt Flag O

Estimated No. of Invoice Lines 1

| add |

Note: You can use this screen to pre-populate the voucher by completing additional fields.

Step 2: Enter information on the Invoice Information tab.

1. SWIFT displauys the Invoice Information tab. Enter invoice information in the following Header

fields.
Header Field Field Description
Invoice No The invoice number provided by the supplier.

Accounting Date

The date used to post the transaction.

Pay Terms

Pay Terms are used to determine the scheduled due date, discount
date and net due dates. This defaults to Net 30 or Net 15 for a
certified targeted supplier.

Invoice Date

The date of the invoice.

Invoice Received

The date the invoice was received.

Goods/Services Received

The date goods/services were received.
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2. Check the Tax Exempt box if the payment is tax exempt.

3. Find the Copy From field in the Copy From Source Document section, and select the “Purchase
Order Only” to create a voucher by copying the PO, or select the “PO Receipt” to create a
voucher by copying the PO Receipt.

4. Select the Go link.

Invoice Information || Payments | | Voucher Attributes
Business Unit G101 [inotce o [rouererotestir | Invoice Total
VoucherID  NEXT [Recounting Date [101172015 Line Total 000
B 0 qQ = Attachments (0)
Voucher Style Regular Voucher [Py Terms | Net 30 ~Currency s Q Template List
" = fer Sear
Invoice Date | 107152019 Basis Date Type  Inv Date Miscellaneous A Supplier Search
=} Supplier Hierarchy
Freight Supplier 360
Invoice Received | 10/15/2019 O Tax Exempt = Supplier 360
Sales Tax -
=]
Supplier ID Q Service Period Use Tax 0.00
Begin Date:
Goods/Services | 101152019 Tow | 000
ShortName | TEST-001 Q .
Received Difference 000
Location 001 a Custom Number
Address |1 Q Control Group Q
Incomplete Voucher
Save Save For Later Action [v] Run Calculate Print
¥ Copy From Source Document
Non PO Receipt
. Q Q None o
PO Unit PO Number Copy PO Copy From TN, [60]

The Copy Worksheet screen will display. Enter the appropriate values in the Lookup Criteria section.

e If copying a PO, go to #5—9, and skip #10 — 14.
e If copying a PO Receipt, skip #5 —9 and go to #10 — 14.

For “Purchase Order Only”

5. If creating a Regular Voucher by copying a PO, enter the PO Business Unit and the PO
Number. Additional search options are also available, such as PO Line Number and PO Date.

6. Press the Search button.

Copy Worksheet

Business Unit Giog1  Retum to lnvoice Informstian Voucher  NEXT

* PO Lookup Criteria

PO Business Unit Q Reset View Matched /Cancelled Only

PO Number From Q PO Number To

PO Line Number From PO Line Number To
*PO Date Option | NeDate 3] PO Date |55

» Additional Search Criteria

Max Rows Search Copy Selected Lines

7. The Copy Worksheet screen will expand to include Select PO Lines. Review the data on the
Main Information tab to make sure you identify the correct PO line(s) to copy.
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8. Check mark the Select box for the PO line to copy onto the voucher.

9. Press the Copy Selected Lines button.

Copy Worksheet

Business Unit gDy et te Invsice Infarmation Voucher NEXT

¥ PO Lookup Criteria

PO Business Unit | G101 Q Minnesots Mansgement & Sudget Reset View Matched iCancelled Only

PO Number From | 3000004081 Q PO Number To Q

PO Line Number From Q PO Lina Number To Q
*PO Date Option | Mo Date [¥] PO Date

» Additional Search Criteria

Max Rows Search Copy Selected Lines

Select PO Lines Q o 1[v] View All
POUnit G1001 PO Number 3000004081
Supplier D 0000200200 LEAPS OF FAITH CONSULTING INC PODate Q5192017
= Seiect Al Deselect Al
Select PO Lines
I Q 11 of 1[] View All
Main Information || Contract Information || UPN Information
P Line Schedule . Quantity . 5 Amou
Select Unit Price o er e tiem ID Description i UOM  Merchandise Amount  Currency PO Qty UOMPO PO Price g}
E 350000000 3 1 :::SE & - Dalvary of Wark 1.0000 EA 50000| | usD 10000 EA 2600.00000 v
< >

For “PO Receipt”

10. If creating a Regular Voucher by copying a PO Receipt, enter the Receipt Unit and the Receipt
Number. Additional search options are also available.

11. Press the Search button.

[Copy Worksheet

Business Unit  G1001 Voucher ID  NEXT Back fo Invoice

~ Receiver Lookup Criteria

PO Business Unit Q PO Number Q
*PO Date Option | No Date v PO Date
Ship To Q
‘ Receipt Unit Q
Receipt Number From Q Receipt Number To
“Recv Dt Opt | No Date v Receipt Date
Receiver Line From Receiver Line To
Pro Number Q Packing Slip Q Reset
Carrier ID Q Bill of Lading Q

{¥ Additional Search Criteria

12. The Copy Worksheet screen will expand to include Select Receiver Lines. Review the data on
the Main Information tab to make sure you identify the correct PO line(s) to copy.

13. Check mark the Select box for each PO Receipt line to copy onto the voucher.

14. Press the Copy Selected Lines button.
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Copy Worksheet

Business Uit G1001 VoucherID  NEXT

~ Receiver Lookup Criteria

PO Business Unit |52 a PO Number a
*PO Date Option | No 5312 & PO Date =
Ship To a
Receipt Unit a
eceipt Humber From a Receipt Number Ta
“Racw Dt Opt | No Date [v] Receipt Date =]
Receiver Line From Receiver Line To
Pro Number Qa Packing Ship Qa Reset
Carrier 1D a Bill o Lading Q
¥ Additional Search Criteria
. to Retur ]
Max Rows to Refurn Search Copy Selected Lines
Select Receiver Lines Q 1oz &) b M naw Al
PO Business Unit G100 PO Number 3000004352 PODaE  gRER0NT
Regeipt Unit Receipt Number 0000014018 Receipt Date 013112018
Ship To Pro Humber
Carrier 1D Packing Siip
Supplier 1D G48000D000 Bill of Lading
& seect
MK T SERVICES
Select Receiver Lines
5 Q o] b M View Al
Main Information | | Contract Information | | UPN Information
ot Li i . Merchandise Unmatched Gty
Select RegeiptLine  Seq tem 1D Description Quantity UOM  UnitPrice o Curency Procurement Graup 1D 1 uom
E 1 1 o 10000 EA 1007.55000 warss| | USD 10000 EA
< >

15. SWIFT will copy PO information onto the /nvoice Information tab. Review the following fields to
verify SWIFT copied the correct data:
e Header fields: Pay Terms, Supplier ID, ShortName, Location, Address, Invoice Total
e Invoice Lines fields: Distribute by, Item, Quantity, UOM, Unit Price, Ship To,
Description
e Distribution Lines fields (in the GL Chart tab): GL Unit, Fund, Fin DeptID, Appropriation
ID, Account, Budget Date

Note: The Budget Date (in the Distribution Lines) must be equal to or earlier than the
Accounting Date (in the Header).

16. In the Distribution Lines section, do not check mark the Finalize box unless the voucher is

for a final payment.
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Tnwoice Infarmation | | Fayments | | Woucher Aibutas
Business Unit  G1001 Involcs No | Woucherpatest Invoice Total
S Accounting Date 10752018 =
Voucher 0 NexT ounting ot E Lns Totar as0az0
Voucher sty - Py Tarms [0 a] = =
ouchor Siyle  Requiar vaugh Pay Terms - - U O
involcs Date [197572018 EE| oassoateTyps mvoae Wiscellansous -
_ Fralgnt -
Involcs Receivea 19752018 B 01 Tax Exempt =
Salon Tax
LEAPS OF FAITH CONSULTING INC slee T Ed
p— sorvics parion 3 Use Tax o0
Bagin Dt
Goo N 101152018 e Tatal 3,500.00)
snortame [[EAPSFFER @]  Goosmisamiess Bt .
Recaived prenee 2
Location |57 q Gustom Number
smaaresn [T q Contral Group a
Incompiete vougner
Save Save For Later Action ~ Run Calculate Print
 Copy From Source Document
Po unit £0 Humpsr e copy From | Moes -
Invoice Lines (7 Q ofi[v] View Al
' snipTo [GUETHELDD a
Line O capy oown Purchase Order O ons Asset * | =
Deseription | Phase 5- Dalhery o ork e
I = Sssilea Tax
e & confract fo |000000000000000000012
o a e541/7[013 v
sceounting Tag o 5
auantty [1.0000 .
uom [EA a .
uon Adjust PO Percentage
unitPrics [3.801.03003
Allocats by Percentage
Line Amount 50100
* Distribution Lines
3 Q 11 View All
GLChart | | ExchangeRate || Statisfis || Assets | II*
oY Line FOPercent  Fercent Merchandiee Amt Quantity ami Fund AMI  Openitem Butget Dats Finalize PO Finsllzed
| - o 1 100.0000 100,000 35000 10000 Q Q Q Q| [zt [ E N
< >
Save Save For Later

Step 3: Enter information on the Payments tab and save.
1. Select the Payments tab. (Note: Saved information will carry over to this tab.)

2. Review the following fields to verify SWIFT copied the correct PO information:

Header fields: Pay Terms, Pay Reason (if applicable), Location, Gross Amount, Scheduled Due
Payment Options fields: Bank, Account, Method, Pay Group, Handling, Hold Reason (if
applicable), Netting, Hold Payment (if applicable), Separate Payment (if applicable)

3. Enter the Agency Origin Code in the Agency Origin field.

4. Inthe Message field, enter optional text to print on the remittance advice.

5. Press the Save button. (Note: If you’re not ready to complete the voucher, you may also press

the Save For Later button to save your work for later.)

6|Page-Quick Reference Guide



SWIF

STATEWIDE INTEGRATED
FINANCIAL TOOLS

Payment Options

*Bank Pay Group | REGULARPAY CYCLE [v] “Netting | NotApplicatie [V
*Account |WF Q “Handiing | ReguEr Males Warmsnis ] e
*Method [ACH Al e Hold Reason ]
¥ hcions
Message |
Wessage will sppesr on remittance sdvice.
Schedule Payment
“Action | Sehedule Fayment 3] Payment Date
Pay = Reference
Save Save For Later

Invoice Information || Payments || Voucher Attributes
Business Unit 1001 Invoice No. |veusherpotest
VoucherID NEXT Invoice Date | 10/1512018 Action 1
Incomplete Voucher
Voucher Style Reguiar Voucher ™
Agency Origin: |00 Q MVE - Sheilan
Total Amount  3,500.00 *Pay Terms |30 a Net 20 Schedule Payments
Supplier Name  PLAY TO YOUR PromptDate  11/14/2018
STRENGTHS
Pay Reason ~
Payment Information Q
Payment 1
*Remit to | 0000290208 Gross Amount 0] yen Scheduled Dus
Location 001 Q Discount 000 yep et Due
*Address |1 Discount Due
Accounting Date
LEAPS OF FAITH CONSULTING ING
24 DUCK PASS RD
NORTH CAKS, MN 55127
[ ms18A violation? O Retention?

Run

Payment Inguiry

Discount Denied

Holiday

Message:
Layout

O Hold Payment

O separate Payment

After pressing the Save button, SWIFT will automatically update remaining fields, including
Voucher ID, Payment Information such as Net Due and Discount Due data, Scheduled
Payment data, and Sales Tax and Use Tax.

Note: When copying from a PO Receipt for a PO that included Sales or Use Tax, SWIFT will
calculate these taxes and display a message about tax calculation. If this message displays, select
the Invoice Information tab, press the Calculate button, and then press the Save button.

Step 4: Run the Matching process.
1. Select the Invoice Information tab.

2.

Under the Action list, select the “Matching” drop-down option.

3. Press the Run button to run the Matching process.

4. A Message box will ask if you want to wait for the matching process to complete. Press Yes.
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Summary | | Related Documents | | Invoice Information | | Payments || Moucher Atiributes || Error Summary
Business Unit  G1001 Invoice No | voucherpotest
Voucher ID 00027860 Accounting Date | 101152018
Voucher Style Regular Voucher *Pay Terms |30 Q B
Net 30
Invoice Date | 1071572010 E Basis Date Type  Inv Date
Invaice Received | 10152019 e 0 Tax Exempt
LEAPS OF FAITH CONSULTING INC
Supplier Ip | 0000200200 Q Service Period Begin
Date:
ShortName |LEAPS OF F001 Q.| GoodsiServices Received | 10152019
Location |001 Q Custom Number
*Address |1 [=} Control Group =%
Sudget Chacking |
Save Action JIEETT] |
Porwren |

Invoice Total
Line Total

“Currency
Miscellaneous
Freight

Sales Tax

Use Tax

Total 3,500.00

Difference

Calculate

0.00

Supplier 380
o B

Print
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Do you want to wait for the process to be completed? Voucher will be displayed after process ends. (7050,54)

|Y&s || N-::-|

Step 5: Run the Budget Checking process and check the Summary tab for errors.

1. Select the “Budget Checking” option from the drop-down list.

2. Press the Run button to run the Budget Checking process.

Summary

Business Unit

Voucher ID

Voucher Style

Invoice Date

Invoice Received

Relsted Documents

Invaice Information || Bayments || Moucher Attributes | | Error Summary
. J—— SalesiUse Tax Summary
1001 Invoice No | voucherpotest )
Invoice Total Non Merchandise Summary
- v Session Defaults
Je— Accounting Date | 107152018 Line Total o000 I
. B 0 Q = T
Regulsr Voucher Pay Terms Net 20 “Currency LE0 .
10152018 ; o Miscellaneous T Lis
Basis Date Type  Inv Dste View Audit Logs
Freight Advanced Sugglier Search
s Advanced Supplier Searc!
101572018 Tax Exempt

LEAPS OF FAITH CONSULTING INC

Sales Tax

Use Tax

Supplier Hierarchy

o ields

Supplier ID | DO00280268

ShortName LEAPS OF F-001

Location | 001

*Address

Save

Service Period Begin Date: Supplier 380

Goods/Services Received 10152018
Total 3,500.00
Custom Number

Difference 0.00

R T

Calculate Print

3. A Message box will ask if you want to wait for the Budget Checking process to complete. Press

Yes.

Do you want to wait for the process to be completed? Voucher will be displayed after process ends.

| Yes H No ‘

4. When the Budget Checking process is complete, select the Summary tab, and verify the Status

fields read as follows:

Field Name

Field Description

Entry Status

Postable means the voucher has no errors and is ready to be posted.

Match Status

Matched means the matching process is completed.

Approval Status

Pending means the voucher is ready for Approval.

Post Status

Unposted means the voucher is not posted.

Budget Status

Valid means that the budget checking process is completed.
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Summary Belated Documents Invoice Information Bayments Youcher Attributes Error Summary

Business Unit G100 Invoice Date 10/ 5/2018

Voucher ID 00027260 Invaice o voucherpotest
Voucher Style  Regular Invoice Total  3,500.00 usD
Supplier Name  LEAPS OF FAITH GONSULTING ING

24 DUCK PASS RD
NORTH QAKS, MN 55127

Entry Status  Postable

Pay Terms Met 30

Preview Approvs
Match Status

Matched Voucher Source  gnjine
Approval Status  pending Origin  OML
Post Status  Unposted Created On  10M5/2018 3:17TPM

Created By TESTEROZ

Last Update 10/15/2018 4:13PM

Budget Status  Valid Modified By TESTERO2

ERS Type Not Applicable

Budget Misc Status  Valid Close Status  Open

*View Related | Payment Inquiry [ e Audit Logs

Step 6: Submit the voucher for Approval.

1. Select the Invoice Information tab and press the Submit Approval button.

Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary
Business Unit G101 rvoice No poveipoesy Invoice Total
Voucher ID 00027860 Accounting Date [fnszote ) Line Total 350000
Ve * 30 Q - 5
Voucher Style  Regular Voucher Pay Terms het 30 *Currency L)
&=
Invoice Date 1011512018 Basis Date Type  Inv Date Miscellaneous .
Freight n
Invoice Received | 10/15/2018 Tax Exempt )
Sales Tax .
LEAPS OF FAITH CONSULTING INC =
P Use Tax 000
Supplier ID 0000280288 Service Period Begin
Date: B
ot 3,500.00 aes
ShortName  LEAPS OF F.001 Goods/Services Received | 10/1572018
Difference 000
Location 001 Custom Number
*Address 1

2. SWIFT will display the Approval Comments screen. In the Additional Details field, enter any
optional comments to send to the approver, if applicable, and press the OK button.
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Approval Comments ol
Help
Business Unit G1001
Voucher ID 00027560
[

Additional Details

254 characters remaining

Cancel Refresh

3. The Approval Summary tab displays the Voucher Approval details and status.

< | Bayments Voucher Atiributes Error Summary Approval Summary
Business Unit G101
VoucherID 00027360

Voucher Approval
"~ BUSINESS_UNIT=G1001, VOUCHER_ID=00027860, VOUCHER_LINE_NUM=1, DISTRIB_LINE_NUM=1:Fending
Voucher Approval Path 1
Pending

Multiple Approvers
M_FS_WCHR_APPR_01

Return to Search Notify Refresh Add Update/Display
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