HOW TO CREATE A PO VOUCHER

1. From the menu, select Accounts Payable>Vouchers>Entry>Regular Entry.
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2. In the Add a New Value screen, click on [image: image2.png]Add
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3. In the Invoice Information page, enter PO Unit and Purchase Order.  Click on [image: image4.png]Copy PO



.  The system will copy the PO information to the Invoice Information page.
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4. In the Invoice Information page, enter Comments and complete Invoice section (reference: HOW TO CREATE A VOUCHER).  Important:  Do not delete Voucher/Distribution Lines.  If no amounts are applicable, enter $0 for the lines.
5. If you want to finalize entire PO with this voucher, you can click on [image: image6.bmp]on the top of the Invoice Information page.  Then click on [image: image7.bmp].
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If you want to finalize particular PO lines with this voucher, you can click on [image: image9.bmp] in the Invoice Line section.  Then click on [image: image10.bmp].
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