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Mass Voucher Load - PeopleSoft Upload 

1. Create your Mass Voucher Load file in Excel  (CSV format) 

2. Import the voucher file (Accounts Payable>Vouchers>Import Vouchers)  

3. Run Voucher Build (Accounts Payable>Batch Processes>Vouchers>Voucher Build) 

4. Check and fix Pre-edit errors in Quick Invoice Entry (Accounts 

Payable>Vouchers>Add/Update>Quick Invoice Entry) 

5. Check and fix vouchers in Recycle Status (Accounts 

Payable>Vouchers>Maintain>Voucher Build Error Detail) 

6. Run Voucher Rebuild (Accounts Payable>Batch Processes>Vouchers>Voucher Build) 

7. Run Budget Check (Accounts Payable>Batch Processes>Vouchers>Budget Check) 

 

Security Required:  UW_SINGLE_PYMNT_VCHR role must be added to the user.  Go to 

http://www.uwsa.edu/fadmin/sfs/secprocauthor.htm for the SFS User Request Authorization Form. 

 

Note:  If these, or any job run, ends with Run Status = ‘No Success’ you should call Liv Goff 

608-890-2977 or Janet Larson 608-890-1632, or email: uwsaproblemsolvers@uwsa.edu. 

 

1. Create your Mass Voucher Load file in Excel   

The ‘Mass Voucher Load – template.xls’ contains a macro that will format the data and 

create the CSV file (comma separated values), and save the file to your desktop.  You 

template file may have a different name) 

Note: Payment Handling Code and Origin are campus specific.  If you do not know the 

values for your campus, please call Liv Goff 608-890-2977 or Janet Larson 608-890-

1632, or email: uwsaproblemsolvers@uwsa.edu 

2. Import the voucher file  

Navigation:   Accounts Payable>Vouchers>Import Vouchers>UW Import Vouchers 

 If this is the first time you have run the Mass Voucher load, you will need to create a Run 

Control.  Name it VCHR_LD and click ‘Add’. 

 

 Click Add to select the CSV file that you just created. 

http://www.uwsa.edu/fadmin/sfs/secprocauthor.htm
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 Click ‘Browse’ and navigate to you CSV file (Mass Voucher Load-IMPORT FILE.csv) 

 

 Select Upload 

 Click ‘Save’ to save your Run Control 

 Click ‘Run’  to run the Voucher Import 

 Click ‘OK’ in the Process Scheduler Request 

 

 Click Process Monitor to view the status of the job  

 

 Click Refresh until Run and Distribution Status change to Success and Posted 
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 Click Details to view the load results 

 

 Click Message Log to verify the amount of vouchers that you loaded. 

 

 

3. Voucher Build 

Navigation:   Accounts Payable>Batch Processes>Vouchers>Voucher Build 

 If this is the first time you have run the Voucher Build, you will need to create a Run 
Control.  Name it VCHR_BLD and click ‘Add’ 

 Request ID= 1 

 Process Option = Business Unit 

 Voucher Source = New Voucher Data 

 Voucher Build Interfaces = XML invoice 
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 Click ‘Save’ to save your Run Control 

 Click ‘Run’  to run the Voucher Build 

 

 Click ‘OK’ in the Process Scheduler Request 

 Click Process Monitor to view the status of the job  

 

 Click Refresh until Run and Distribution Status change to Success and Posted 

 Click Details to view the load results 
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 Click Message Log to look for Pre-Edit Errors, Postable Status and Recycle Status 

 

4. Check Pre-edit errors in Quick Invoice Entry 
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Navigation:  Accounts Payable>Vouchers>Add/Update>Quick Invoice Entry 

 

 Make sure you are on the ‘Find an Existing Value’ tab and Build Status = Pre-Edit Error. 

 This brings up the one voucher that didn’t load.  (The *SEE at the end of the vendor 

name shows us this is probably an inactive vendor).  We can review and correct the 

errors by clicking on the Review Errors link. 

 

 

 

 
 

 We see that there are problems with the vendor ID so we need to look up the Vendor 

number in Vendor Update to gather information to Correct Errors.  Open Vendor 

information in a new window so you can easily return to the Quick Invoice screen.   

Navigation:   Vendors>Vendor Information 
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 We can see that this is an inactive vendor.  The new vendor # is 131841 

 

 
 

 Return to the Quick Invoice Screen and click on correct Errors. 

 Change the Vendor Number to 0000131841 and hit save at the bottom of the screen. 

 

5. Check and fix vouchers in Recycle Status  

Navigation:  Accounts Payable>Vouchers>Maintain>Voucher Build Error Detail 

6. Run Voucher Rebuild Process 

Navigation:   Accounts Payable>Batch Processes>Vouchers>Voucher Build 
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 It is recommended to create a new Run Control if you need to rebuild any vouchers.  

Name it VOUCHER_REBUILD and click ‘Add’. 

 

 

 Click ‘Save’ to save your Run Control 

 Click ‘Run’  to Rerun the Voucher Build 

 Click ‘OK’ in the Process Scheduler Request 

 Back at the Voucher Build Screen, click Process Monitor to view the status of the job 

as it is running. 

 Click Refresh to check on the Status.   

 When the Run and Distribution Statuses have changed to Successful and Posted, 

you can click on Details to check on the results. 

 

7. Run the Budget Checking Process   

Navigation:  Accounts Payable>Batch Processes>Vouchers>Budget Check 
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