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Mass Voucher Load - PeopleSoft Upload

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

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

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

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)

PwnNPE

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.xIs’ 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

e [f 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’.

[> Travel and Expenses ;l
[ Accounts Receivable
= Accounts Payable
= Wouchers

[ Add/Update

[> Maintain / Eind an Existing Value § Adda New Value |

[ Approve

= Impart Vouchers

Run Control 1D: |
— UW Import Vouchers un t.ontro I'CHR—LD

[> Control Groups
[ Payments Add
[ Batch Processes

[» Review Accounts Payable
Info Find an Existing Value | Add a Mew Value

UW_LOAD_VCHR_DYN

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


http://www.uwsa.edu/fadmin/sfs/secprocauthor.htm

Spreadsheet Voucher Import Request

Run Control ID:  YCHR_LD Report Manager Process Monitar Run
add | | Deete | iiew | attached File:
E save | L Return to Search | +[E] Previous in List | Mext in List | [=] Naotify | Er 2dd | Update/Dizplay |

e Click ‘Browse’ and navigate to you CSV file (Mass Voucher Load-IMPORT FILE.csv)

|C:HDesl{mp‘nMass Voucher Load-IMPORT FILE.csv Browse... |
Upload | Cancel

e Select Upload

e Click ‘Save’ to save your Run Control

e Click ‘Run’ to run the Voucher Import

e Click ‘OK’ in the Process Scheduler Request

Process Scheduler Request

User ID: 00556590 Run Control ID: VOUCHER_LOAD

Server Name: SUNA Run Date: |02.|'231'2009 [#]
Recurrence: I 'l Run Time: I4:03:20PM Resetto Current Date/Time |
Time Zone: I Q

Select Description Process Name Process Type *Type *Format Distribution

I~ UW_LOAD_VCHR UW_LOAD_VCHR  Application Engine IWeb v”'l')(‘l’ ~ | Distribution
| Cancell

e Click Process Monitor to view the status of the job

{ Process List {_SemerList

UserID:|b0556590 C, Type: Application Engine vlLast I_ Days vl Refresh

Sewer‘l ~| Name: a, Inslanoel to |
Run | ~| Distribution l [ save On Refresh

Status: Status

First E 1-11 of 11 Izl Last)

Process List Customize | Find | Vi

Select Instance Seq. Process Type Process Name User Run DateTime Run Status gt:‘tzz”""“ Details
] 4047768 Application Engine UW_LOAD_VCHR 00556590 02/23/2009 4:03:20PM CST  Queued MIA Details
- 4047766 Application Engine FS_BP 00556590 02/23/2009 3:38:27TPM CST  Success Posted Details

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

Request Created On: 02/23/2009 4.04:42PM CST Parameters Transfer
Run Anytime After:  02/23/2009 4:.03:20PM CST Message Log View |l ocks
Began Process At 02/23/2009 4:.04:54PM CST Batch Timinas

Ended Process At:  02/23/2009 4:05:12PM CST View Log/Trace

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

Message Log

Instance: 4047768 Type: Application Engine

Name: UW_LOAD_VCHR Description: UW_LOAD_VCHR

Customize | Find | View A

Severity Log Time Message Text
4:04:54PM Start of File Frocessing
4:04:55PM Epd of Cile b e
<4:05:00F'M Vouchers Staged: 613

p A Eni aniIeMssinu
Published message with Transaction 1D of 0b086118-

4:05:12FM 01f6-11de-97e8-c3fb22 to request to have report addedin  Explain |
folder GENERAL

4:05:12PM Successiully posted generated files to the report repository ~ Explain |

Return |

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



I;'( Voucher Build ' Process Messages | Build Errors

Run Control ID:  VOUCHER_BUILD Report Manager  Process Monitor ST

*Request ID: lh—
Description: |
From Date: I— [ ¥ Assign Invoice ID
To Date: [ B ™ assigninvoice Date

*Process Option: | Business Unit =l

*Voucher Sources: | New Voucher Data =l

Selection Parameters Customize | Find | First [«] 10f1 [ Last
Business Unit

[owmsn’ o =
Interfaces omize | Find i First [4] 10f 1 ] Last
*Woucher Build Interfaces Publish Voucher Messages

[ XML Invoice =l r =]

B save | &\ Return to Search | +[E Previous in List | +[F Next in List | [=] Motify I L2 Refresh I s Add I Llpaals-'jiepla;.-'l

Youcher Build | Process Messages | Build Errors

e Click ‘Save’ to save your Run Control
e Click ‘Run’ to run the Voucher Build

Process Scheduler Request

User ID: 00556590 Run Control ID: VOUCHER_REBUILD

serverName: W ~| Runpate:  [0212312000 Bl
Recurrence: I 'l Run Time: |1;58;3'.|’PM Resetto Current Date/Time |

Time Zone: | Q
Distribution

Select Description Process Name Process Type *Type *Format
¥ Voucher Build AP_VCHRBLD Application Engine  [web =] [TXT  =| Distribution
oK | cancel | Refresn |

e Click ‘OK’ in the Process Scheduler Request
e Click Process Monitor to view the status of the job

[ Process List {_SemverList |

UserID:|h0556590 Q. Type: IAppIicationEngine vlLast: I 1 IDays vl Refresh |

Senler:l 'l Name: | Q. Instance: | to |
Run I vl Distribution I vl ¥ Save On Refresh

Status: Status

Process List 1-50f 5 [+ Last
Select Instance Seq. Process Type Process Name  User Run Date/Time Run Status w Details
[ 4047752 Application Engine AP_VCHRBLD 00556590 02/23/2009 1:58:37PM CST Queued NIA Details

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



Process Detail

Instance: 4047747 Type: Application Engine
Name: AP_VCHRBLD Description: Voucher Build

Run Status:  Success Distribution Status: Fosted

Run Control ID: VOUCHER_BUILD  Hold Request
Location: Server © Queue Request
Server: PSUMX  Cancel Request

" Delete Request
" Restart Request

Request Created On: 02/23/2009 12:42:00PM CST Parameters Transfer
Run Anytime After:  02/23/2009 12:41:55PM CST Message Log ) View Locks
Began Process At 02/23/2009 12:42:14PM CST Bafeh Timings

Ended Process At 02/23/2009 12:46:19PM CST View Loa/Trace

oK Cancel |

Recurrence:

e Click Message Log to look for Pre-Edit Errors, Postable Status and Recycle Status

Message Log

Instance: 4047747 Type: Application Engine

Name: AP_VCHRBLD Description: Voucher Build

Severity Log Time Message Text

10 12:42:14FM Beginning Batch Voucher Build/Pre-Edit Explain
10 12:42:28PM 0 Voucher(s) Staged for further review. Explain
10 12:42:28PM Explain
10 1242 30FM Mew vouchers to be processed = 612 Explain

10 12:42:34FM Beginning Voucher Header Defaults and Editing Explain
10 12:43:.09PM Invoice Line Default Processing Started. Explain
10 12:4318PM Beginning Youcher Distribution Defaulting. Explain
10 12:43:26FM Applying Youcher Payment Defaults. Explain
10 12:43:33PM Processing Miscellaneous Voucher Records. Explain
10 12:43:37PM DEFAULT processing completed Explain
10 12:43:38FM EDIT processing started Explain
10 12:4534FM EDIT processing completed Explain
10 12:45:35PM PRORATE processing completed Explain
10 12:45:36PM SCHEDULE processing started Explain
10 12:45:49PM SCHEDULE processing completed Explain
10 12:45:49PM WVALIDATE processing started Explain

10 12:45:50PM Vouchers processed with entry status Postable: 610 Explain
—_— - . TIT e

10 12:45:50PM Vouchers processed with entry status Recycle: 2 Explain
10 12:45:50PM VALIDATE processing completed Explain
10 12:46:07PM MOVE processing completed Explain

Published message with Transaction |D of 42962c08-
12:46:20PM 01da-11de-bb3f-9c21c9 to request to have report addedin ~ Explain
folder GENERAL

12:46:20PM Successfully posted generated files to the report repository  Explain

Return |

4. Check Pre-edit errors in Quick Invoice Entry

B [E BBl eletiele el el



Navigation: Accounts Payable>Vouchers>Add/Update>Quick Invoice Entry

Quick Invoice Entry
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: [== [owmisn] Q

Voucher ID: |begins withj|

Invoice Number: |begins withj|

Vendor ID: | begins with = || Q

Short Vendor Name:|begins withj|

Name 1: | begins withj|

Build Status: |= || Pre-Edit Error =D
Voucher Source:  |= =l -

[" Case Sensitive

Search | Clear | Basic Search Save Search Criteria

¢ 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.

Quick Invoice

Business Unit:  UWMSN *Invoice Number: ISFS LSMN FT 1- 0286
Voucher: 00603303 *Invoice Date: 02/12/2009 [3
Voucher Style:  Regular *Build Status: Error -
v
PO Unit Q, PO No Q, Worksheet Opt INUHE VI

-

Build Code Q Packing Slip Bill of Lading |

Recv Unit Q, Recv No Carrier ID
Vendor: IUUUDSEEQ?D Q Prepaid Ref: I I™ Auto Apply
Location: IDDD‘I Q, Acct Template: I Q,

Override Session Default
InvoiceAddress:l 1Q Terms: I Q
Remitting Addr: I 1Q Control Group: I Q,
Accounting Date: I—E;J Review Errors
BLEDSOE BRACE SYSTEMS * 3EE Due Date: I [ Session Defaults
131841
PO BOX 671610
Calculate
Total: | 101.00 |
HOUSTOMN
TX 75267-1610  USA Currency: [usoia Edit Cumbinatiunsl
Business Unit:  UWMSH Voucher ID: 00603303 Correct Errors
' et - : . - . _
Header Errors Customize | Find | View All | =& First (4] 4 of 1 [M Last
Field Name Message
Vendor 1D TSE Prompt table edit; value not found in prompt table.

o \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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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

SetiD: == | ER Q
Vendor ID: [contains | [568970]
Persistence: |= =l =]
Short Vendor Name: | begins with ﬂ| Q
Our Customer Number:| begins with x| | Q
Name 1: |begins withj| Q
" Include History [ Correct History [~ Case Sensitive
Search | Clear | Basic Search Save Search Criteria

Search Results

Setil  VendorID Short Vendor HName Qur Customer Number Hame 1
LUWMSH 0000568970 BLEDSOEBRA-001 (blank) BLEDSOE BRACE SYSTEMS * SEE 131841 Reqgular

e We can see that this is an inactive vendor. The new vendor # is 131841

[ Summary {_Identifying Information | Address | Contacts | Location | Custom

SetlD: UWMSN

Vendor ID: 0000568970

Vendor Short Name: BLEDSOEBRA BCEDS0OEBRA-OD

Vendor Name: BLEDSOE BRACE

Order: BLEDSOEBRA-001 Remit To: BLEDSOEBRA-001
PO BOX 671610 PO BOXG671610
HOUSTON, TX 75267-1610 HOUSTON, TX 75267-1610

Status: Last Modified By: MTF

Persistence: Regular Last modified date: 06/10/2008 10:53AM

Classification: Supplier Created By: MTF

HCM Class:

Created Dateftime: 02/20/2008 2:55PM
Open for Ordering:  Yes

Withholding: Mo
VAT: Mo

Last Activity Date: 06/10/2008

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



e Itis recommended to create a new Run Control if you need to rebuild any vouchers.
Name it VOUCHER_REBUILD and click ‘Add’.

{ Voucher Build " Process i jes | Build Errors |

Run Control ID: VOUCHER_REBUILD Report Manager  Process Monitor S

*Request ID: |1

Description: |

From Date: l— [# [ Assign Invoice ID

To Date: [ W assion Invoice Date

*Process Option: | Business Unit =l

*Voucher Sources: |NI (Unrestricted) =l

Selection Parameters Customize | Find | i First [] 1 of 1 [ Last

Business Unit

[owmsn & El
LUsiomize | Find First [4] 1.0of 1 ] Last

*Voucher Build Interfaces Publish Voucher Messages

[XML Invoice = r =

& save | £L Return to Search | +[E Previous in List | +[E] Mext in List | [=] Notify | s Refresh | [Es Add | Ll-,::ats-'jie-,:la;.-'l

e Click ‘Save’ to save your Run Control

e Click ‘Run’ to Rerun the Voucher Build

e Click ‘OK’ in the Process Scheduler Request

e Back at the Voucher Build Screen, click Process Monitor to view the status of the job
as it is running.

e 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

Budget Check

Run Control Il BUDGET_CHECK Report Manager ProcessMonito

Process Request Parameters i Vie First [4] 10f1 [ Last

*Process Frequency: |Always Process j =

Request Number: 1

*Description: IHCM
*Transaction Type: I“\P _VOUCHER Q&
Selection Parameters Find | View All First [ 1 of 1 [r] Last
Field Name Value Type FromiTo From/To
Business Unit x| fvaue | [uwmsn Q #[=



Process Scheduler Request

User ID: 00556590 Run Control ID: AP_WHD

Server Hame: IPSUNX vl Run Date: |04¢2m2009 [#]
Recurrence: I 'I Run Time: |1:30:14PM Resetto Current Date/Time |

Time Zone: I Q

Select Description Process Name Process Type *Type *Format Distribution
v Comm. Cntrl. Budget Processor FS_BF Application Engine |Web j |'I'XT j Distribution

(SD | Cancel Refresh
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