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Checklist for Getting Started

o Bookmark the FAST website, which contains training schedules and materials,
reference information, forms, and other information about PeopleSoft systems at UH.
The FAST home page is located at: http://www.uh.edu/fast/ Click on Finance for
information about the General Ledger, Payables, or Purchasing.

0 Subscribe to one or more of the FAST listservs to receive email updates on changes to
the system, scheduled downtimes, training, and other up-to-the-minute announcements.
The FAST-FINANCIAL listserv provides updates related to the General Ledger,
Payables, and Purchasing. Instructions for joining the listservs can be found at:
http://www.uh.edu/fast/FAST-contact.htm

o Complete the following forms located on the Reference and Forms page of the FAST
Financial website (http://www.uh.edu/fast/financial/FS-refandforms.htm):

e Request for Financial System Operator ID'
e Request for Financial System General Ledger Access’
e Request for Financial System Accounts Payable Access”

' Mail the Operator ID form (including Confidentiality Statement) to Trisha Spinks at 713-743-1962.
* Mail the GL and AP Access forms to Catherine Chan at mailcode 0913 or fax to 713-743-8799.

Your operator ID will be the first six letters of your last name, followed by your first
and middle name initials. For example, the operator ID for Betty Jane Williams would
be WILLIABIJ. The operator ID for John Doe (no middle name) would be DOEJ. Once
your operator ID is setup, you will be emailed a temporary password for the Financial
database (GL, Payables, and Purchasing). Select Set Password when logging into
PeopleSoft to change your password.

o Attend the following classes to become familiar with entering or viewing vouchers:

General Ledger Orientation (required to view the General Ledger)
FAST Start Payables (required to create vouchers in Payables)
Advanced Payables (take FAST Start Payables first)

Travel Requests and Vouchers (take FAST Start Payables first)

These and other training classes are listed at the following web address, where you can
also register online: http://www.uh.edu/fast/FAST-training.htm
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ONLINE REFERENCES

WWW.UH.EDU/FAST

1. Click on Internet Explorer

J Bildress |@ it P L. 2!

2. Type in U of H web address

Academics Calendars
Administration Computing

U “ | V ! R 5 | ' Y f?f H 0 U S T 0 N Buidings & Maps  Development 3. Type in Fast behind the web address

WELCOME TO UH

YOUR UNIVERSITY:

PROSPECTIVE STUDENTS . .
The University of

CURRENT STUDENTS Hauston is

FACULTY celebrating its 75th

JAddress |@ it . b, ecufFast/ * | 4. Click on any of the link for
information.

planning
- Stud nt
Administration

/

tnnferentes
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LOGGING INTO PEOPLESOFT

The steps for logging into the PeopleSoft database are as follows:

1. Double-click the UHS PeopleSoft Production
Launcher icon located on your desktop.

|EJUH-PS Production Launcher (Z-drive) v:1:5 —lolx|| | 2. Select the Campus Location by clicking on the
appropriate radio button in the PeopleSoft Production
| Pleasze zelect Campus Location and PeopleSoft Database. Launcher window.
. . lect th ropri FSTRN.
 Campus Location PeopleSoft Database 3. Select the appropriate database FSTRN
= UH - Central " SAPRD " FSPRD 4. Click the OK button.
 GASEX " FSSEX
= UH - Clear Lake:
= SATRMux = FSTRM=x
" UH - Downtavin " SATRNsx - HR Only
£ UH - Victoria
LCancel |
PeopleSoft Signon ]| | 5. A PeopleSoft Signon box appears.
PeopleToals 7.60 . A .
Copyright [c] 1988-1999 PeapleSaft, Inc. 6. Verify Connection Type: Application Server.

All rights reserved.

Enter Signon Information Below:

7. Verify the Application Server Name: FSPRD.

Connection Type: I.t‘-‘«pplication Server j 8. OperID: Your ID
Application Server Mame: |FSPHD j 9. Password: Your Password
10. Click the OK button.
Operator 1D: I
Only those people who attended hands-on voucher entry
Password: I .. .
training will be granted access to create or update
vouchers. All others who submit an Accounts Payable
0K | SetPassword. | Camee| access form will be given view-only access.
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KEYBOARD AND TOOLBAR

FUNCTION KEYS + SHIFT + CTRL

F1 Invokes Help Viewer/PeopleBooks Invokes PeopleBooks
g =] . .

F2 (1 Moves to previous panel in group IEI Move to previous panel in panel group

F4 Displays list of valid values Displays partial list of valid values

F5 Inserts an image
=] menutist | |5 . e

F6 Moves to next panel in menu list —— Moves to previous panel in menu list
.@ Inserts a row at next higher level

F7 = Inserts a row

F8 |@ Deletes a row

F9 Moves to next row in list t| Moves to previous row in list Redisplays rows in

list box

Moves to next process (based on content)

Moves to previous process (based on content)

SPECIAL KEYS

Tab Moves cursor to next field

End Moves cursor to end of field

Del Deletes highlighted text

Home Moves cursor to beginning of field
Spacebar Turns on checkbox; activates pushbutton

Enter E

Saves the panel

Esc |£

Closes the panel without saving

Run a process for the first time

Run a process after the first time with defaults

+ | Add
|¢ | Update/Display (update and display current information)
|4

Update/Display All (update current and display current and historical information)

Correction (update current and historical information)

Fast Start
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Determining Number of Vouchers to Create

Do | need more than one voucher?

Only one invoice?

Yes

Only one delivery
date?

Yes

Only one payment
needed?

Yes

All items to be paid
from either local or
state funds?

Yes

Need one voucher

No——»

No——»

No——p

Need more than
one voucher

Fast Start
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Voucher Processing: The Voucher Life Cycle

Start

!

Department creates voucher in
PeopleSoft

Dept clicks red X
to exit voucher
panels without

saving

r-No

Q-

Yes
h J

Department saves voucher. Voucher number
assigned. Voucher can still be changed.

End -4¢— Department deletes voucher. <& No

Q-

Yes

v

Department budget checks voucher,
which reduces budget immediately.
Cannot change voucher lines.

Department budget checks
voucher again to return  @—————
budget to cost center.

Department

deletes voucher. No

a-

Yes
\

Accounts Payable approves voucher

/

Payment is processed according to the
Scheduled Due Date

End
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Creating a Voucher

Go Administer Procurement
Enter Voucher Information

Use Voucher
Invoice Header Information
Add

Add -- Youcher x|

Buszinesz Unit: I]I]?E 1 ﬂn

Youcher ID:
MUST BE "NEXT" - DO NOT CHANGE

Cancel

1. Select Business Unit.

UH = 00730
UH System = 00783

2. Click OK. Voucher number
will be assigned by the system.

Do not change or input a
voucher number in Voucher ID.

Enter Youcher Information - Use - Youcher

Fle Edit VYiew Go Favorites Use Process Inguire UHS Help

=18lx | 3. Click on flashlight (Vendor

Lookup).
alelex| lele] slel ols| A= ol ] el ]] P)
Invoice Header Information ILine Information and Charges I LUHS Data Line | Schedule Payment-Dept Use | Accounting Information | Template Inforn 4 I L4

Unit: 00730 Voucher: MEKT Lines: 1 Balance: 000 |

Mame: | ﬂ Loe: | ﬂ

ventor [ 3| (SHEERw — 3

Terms: [ 4] @ Goss: [ o000 woouse[ 4 @ 00

Date: [ Sales: 0.00 @ Schedule: [ 4|

Invoice: | Freight: | 0.00 @ VAT: |—n.nn

ContractID: | #| o T

Match Mgr. | Match Errors
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Enter Youcher Information - Use - Youcher

name of vendor.

File Edit WView Go Favorites Use Process Inguire UHS  Help

al&|el x| ElalE| slel 5| 2= slcl2] *le)sl ]

o—— Optional: type city, state,
earc fntena
Mame:  [dot [EH Oiigin | AddVendor | and/or postal to narrow search.
City: I -Manage Search Results . .
Stae: | ¢|shomName: | +| | MaxRows 5. Click on Sparky the dog. A list
Country: [USA 4 o [0 =E=]=] of vendors will appear.
Postal: I Class: I—ﬂ E E 1ta10of 21
Search Result . 6. Ifnecessary, increase Max
Select ¥Yendor ID Address  Yendor Name Detail 1 ROWS and Click on Sparky
(B nooonorss 1 DELL MARKETING L P =N again to view more vendor
[&#]  ooooon7sse 2 DELL MARKETING L P =8| | names.
[&]  oonooorss: 3 DELL MARKETING LP =Y
0000007592 1 DELL MARKETING L P .
% % 7. Click checkmark of correct
0000007592 5 DELL MARKETING L P .
| vendor name (i.e., the vendor
name that has the correct remit
to address).
|vendor Search ladd

Enter Youcher Information - Use - Youcher

=01l 8. Click on calculator (Date
Calculation Basis).

File Edit Yiew Go Fawvorites Use Process Inguire UHS Help

alg(@lx]| ‘el Ble =l=| A=) @] +lvlslz ||

Invoice Header Information |Line Irfarmation and Charges | UHS Data Line | Schedule Pa ment-Dept Lse | Accounting Infarmation | Template Infarn 4 >I .
Note: The following fields on the
| Unit: 00730 Youcher: NEXT DO NOT CHANGE Lines: 1 Balance: 0.00‘ . .
Invoice Header Information panel
Name: [DELLMARKET-001  +| L::: v | DELL MARKETING L P should not be changed:
¥endor: [b0000u7552 #| E' addr: [ 1+ Egﬁiiﬁg?%swzuum
Terms:  [30 + @Gmss: | 000 USD Use: | + @ 000 L4 Loc (LOC&tiOIl) -
Date: || T | [X] Scheduley, [OTH  +| always “v”
Invoice: | Freight: | 0.00 ¥AT: 0.00 P Money Bag
Contract 0: | [ E B0 To (Withholding)
srovoh b, || wraoh Erors | e Terms — defaults from
vendor
e Sales Tax —include in
Gross
e  Freight —include in
Gross
e Use Tax —include in
Gross
e Schedule — always
[ Invoice Header Information [add 2 “OTH”

On the Date Calculation panel, the
Date Calculation Basis must always
be “Prompt Pay Basis.”

Date Calculation

MUST BE "PROMPT PAY BASIS" - DO NOT CHANGE

Date Calculation B asis:

Xl 9. Type invoice received date.

Prompt Pay Basis Basis Date:

08/17/2001 10. Type invoice date.

Invoice Receipt Date: II]BH /2001 ﬂ Invoice Date: IUBH 472001 11. Type goods receipt date
Goods Receipt Date:  [08/17/2001 K} Acceptance Date: [08/17/2001 (delivery date).

12. Type acceptance date (same as
goods receipt date).

114 IEI Apply | Cancel |

13. Click OK.
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Enter Youcher Information - Use - Youcher 10| x| 14 Type anOICC number eXaCtly as

it appears on the invoice (30

File Edit Wew Go Favorites Use Process Inguire Report UHS  Help

Bl @ x| EEE B oc| A= @lcl=] #le]4lE ]

Invoice Header Information | Line Information and Charges | UHS Daka Line | Schedule Payment | Schedule Pa ment-Dept Use | Record Payment | a < | *] CharaCterS max)'
Unit: 00730 Youcher:  MNEKT Lines: 1 Balance: 0.00| . .
Note: Only one invoice per voucher.
Name: IDELLMAHKET-III'II ﬂ Loc: IV ﬂ BES}I‘;‘QH?KETNGLP
vendor [ooootorstr | [S ][] aas [ 8| ST T T 15. Type total amount of voucher.
Tems: [30 %] @ Gross: [ L] 185000 usO Use:| # @ .00
Date:  [oonarzoot | [l sates [ o Q4 Schedule: [MAN +| 16. Click Line Information and
muoice: [Pzatzz RE] | Freiwns [ ooo [Q4]  war [ oo ] Charges panel.
Contract ID: | + Go T
Match Mar. | Match Errors |
| [Trvaice Header Information [add A
A separate voucher line is needed for controlled or capital assets (i.e., | 17. Determine whether multiple
items to receive a property tag). The following list of accounts (as of voucher lines are needed.

August 20, 2001) must be placed on a separate voucher line:

54354-54356 Controlled Assets
58000-58999 Capital Assets

Enter Youcher Information - Use - Youcher =10l x| l 8 . If more than one VOuCher lll‘le IS

needed, enter the amount of the
first voucher line. Otherwise,
do not change Amount.

File Edit %ew Go Favorites Use Process Inguire Report UHS Help

ale |8 x| ‘alas| 2w o= 8| @(c=] +els]7]
Invaice Header Information _Line Information and Charges | U Dats Line | Schedule Pavment | Schedule Pa ment-Dept Use | Record Pavment | A4 I ’I

| Unit: 09730 Youcher ID: MERT Balance: 00,00 |
. Tm — qnh,u:..nm s B oucher Line | In this example, the amount for
1 rﬂm |—ﬂ Optiples GS100 Computer |_ﬂ| line 1 was changed from
; IAmmml — Iﬂnznlilg Elnlrg Event ﬂ IAI:!:ulml ﬂ IFuml ﬂ ID-plII:I ﬂ $ 1 ,850.00 tO $ 1 ’05000
Program Class Bdgt Pd -
s.,.e.li.:...,. A A mﬂ.h:+fsl 19. Type description of payment
T 3| Asset] stat | | D (30 characters + 50 characters

on UHS Data Line panel).
For inventoriable or capital assets,
include specific name and model
le number in Description that should
appear in Property Management
inventory.

For reimbursements, type “REIMB”
at the beginning of the Description
field, which will help ensure these
payments are correctly classified for
1099 reporting.

[ |Line Information and Charge [Add v
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: Enter \l'ucher In[ormaion - Use - Youcher . =1ol x| 20. Determine whether multlple
Fle Edt View Go avontes Use Process Inquire Report UHS  Help distributions are needed for the
B8 X aaEE vw == a8 @co| *]|v 4] ] voucher line
Irvoice Header Information  Line Information and Charges IUHS Data Line | Scheduls Pavment | Scheduls Pa ment-Dept Use | Record Payment | 4 I 'I 21 If more than one distribution iS
| Unit: 00730 Youcher ID: MEXT Balance: 00,00 | : .
e ——— =T needed for the voucher line,
Amount Ttem Deseription Quantity UI:M Unit Price Change the amount for the first
L 1wse.00 | Ed) opuiie: a5 Compoter] [ distribution.
‘ Amount — l:::l‘;:lg Entry Event ﬂ ::;::m ﬂ Fund ﬂ DeptiD ﬂ -]
Ilew-" o IC'«SS o IBdul Fd o In this example, distribution
ol hd + Projects
SpeedChart GL Unit Ezch Rate amount was not changed.
N 3| AsselI Srat [oorzo | uso
22. If paying for an asset, enter the
quantity of assets. Otherwise,
leave blank.
= Since this computer is an
inventoriable asset, the quantity
was entered.
23. Type Account number or select
|_| Line Infarmation and Charge [Add v from hSt'
. To select from list, click on
YallWTE =] drop-down list box arrow
beside Account box.
SedD: 00797 Ll
Account: W ﬂ a— | The sub-panel for Accounts will
appear. Follow the steps below:
Setll Acct Dezcr Type Search
00797 [54353 REFRIGERAMT GASES E a ? A. Type the first one or two
00797 |54354 EQUIPMEMNT-STATE COMTROLLED A55 numbers of the five-digit
N = L e COMPUTER EQUIP-STATE CONTEOL & 23D account.
00737 |54356 TELECOM EQUIP-STATE COMTROL A5 _
00797 |54357  |REPAIR PARTS - LABS & FACILITI E IXXXX = Asset.
00797  |54358 COMPUTER EQUIPMENT - EXPENSED E 2XXXX = Liability
no7s7  |54359 COMPUTER PARTS AMD FURMISHIMGS E _ 3XXXX =Fund
00737 |54360 TELECOMMUMICATION FURMISH & EQ E 4XXXX = Revenue
007vay Rd361 TOOLS, FURMISHIMGS & EQUIPMEMNT E _
00797 |54362  |FURMNITURE E 5:::::{)1; kEXpenﬁe
00737 |54363  |EQUIPMENT E B. Click Search. ~
007av7 54364 ART-E=FPEMSED E C. Scroll down the list until
00737 |54365  |ART ACQUISITION E v | 4— m you find the correct
1| | » account.
D. Double click on the
correct account.
Fast Start Page 11 Rev September 20, 2002
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Enter ¥oucher Information - Use - ¥oucher

File Edit View Go Favortes Use Process Inguire Repork UHS Help

gl gl#X| ‘alalE| sle B=| a8 &lcl2] el
Invoice Header Information Line Infrmation and Charges | Uk Daks Line | Schedule Payment | Schedule Fa ment-Dept Use | Record Payment | 44 I L

‘ Unit: 00730 YoucherID:  NENT Balance: 200.00 |
ﬂ Distribute b!:lnmt > ;I
Amount Item Description Quantity UOM Unit Price
1] 050,00 | ﬂ Optiples GX150 Compote] | ﬂ|
Amount Quantity Entry Event Acoount Fund DeptiD |
1] wso00 [1ooon | | | [sass5s | [2076 PXY +| [nooes B |
Program Class Bdgt Pd
| 26 JEAN T # Projects E|
SpeedChart GL Unit Exzch Rate
I ¥ Asset| st | Joorso & usD

G5

[ Line Information and Charge \Add v

Projects Information ﬂ

PC Business Unit: [00730 o L 2o
Project/Grant: [N E ﬂ Cancel |
Activity ID: | +

Resource Type: [ s
Resource Category: [ 4
Resource SubCategory: | +]

24.

25.

26.

27.

28. Select from Project/Grant list or

Type Fund or select from list.

Type Dept ID or select from
list.

Type Program or select from
list.

To select from list, type the

first letter of the program (A-I)

and select Search.
Click Projects. Projects

Information sub-panel will
appear.

type “NA” (not applicable).

29. Click OK.
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Enter Youcher Information - Use - ¥Youcher =] 3|

30. To insert another line on the

File Edit Wiew Go Favorites Use Process  Inguir eport  UHS  Help

Blelgx HEE e @l=| SE] glew] #le s | voucher, click on the outside
Invoice Header informatisn _Line Information and chargedInsett Row[ine | schedule Payment | Schedule Payment-Dept Use | Record paymert | a 4 | | SCI‘OH bar
[ unit: 00730 voucherid:  mExT Balance: aoos0 | :
Distribute by: [Ame =1 =]
, IAmullnl — Il:em :I ‘50 — Iﬂuanli:; UoRr :I Iuni: Price m 3 1 . Clle on the Insert ROW icon
‘ Im..u..... — Ia.....m, EI...., Event = e = — = o = = (OI‘ press F7)
T e T
SpeedChart GL Unit Ezch Rate .
0 | Assell Stat I [oovae  +|] uso
T [Gine Infarmation and Charge [&dd A

Enter Youcher Information - Use - Youcher E oy ] | 3 1 . If additional VOUCher lineS are

288X a8 25 == G e *|v]4] ] needed, change the amount for
Invoice Header Information _Line Information and Charges | UHS Data Line | Schedule Payment | Schedule Payment-Dept Use | Record Pavment | a4 | * | the second voucher line.

File Edit “iew Go Favoribes Use Process Inquire Report  UHS  Help

| Unit: 00730 ¥oucher ID: 00000055 Group: Balance: 0.00 | Otherwise’ dO not change the
Amount Item Description E c::'::":i'::“u'::;‘!“'“‘ Unit Price = - amount. In thls example’ the
G2 52 I I T =t - -n Compnre: 5] [ =l amount was not changed.
T T s [eeeer e [oore ERds| frmess T =l
> Dt | — rooests 33.Enter the Description for the
- — [aorzs— s|] voevsonto vao second voucher line.

34. If the voucher line will have
multiple distributions, change
ZI - the distribution amount.

In this example, the
distribution amount was
changed from $800.00 to

[ Il Information and Char ge [DpdatefDisplay 4 $50.00 because the book has a
different account than
computer supplies.

35. Skip Quantity since we are not
paying for an inventoriable or
capital asset on this line.

36. Input Account.

37. Input Fund.

38. Input DeptID.

39. Input Program.

40. Input Project
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Enter ¥oucher Information - Use - Youcher

O]

File Edit Wiew Go Favorites Use Process Inquwrmaport UHS  Help
glg |8 x| ‘akae g D= 8] @[] +|el47 |

Invoice Header Information _Line Information and Charad | san Row|Line | Schedule Payment | Schedule Payment-Dept Use | Record Payment | At I L4
1

‘ Unit: 00730 YoucherID:  D0DDDISE  Group: Balance: 00 |
Distbuee be: [ -] =]
Amount Item Description Quantity  UOM Unit Price
| 90000 | ﬂ Books and Computer Suf| I ﬂ|
Amount Quantity  Entry Event Account Fund DeptiD -
1] [50.00J [ ﬂ [5a907 ﬂ [2076 ﬂ [Hooss ﬂ m
Program Class Bdgt Pd
[Bosos " #| [ 8] | 3 Projects |
SpeedChart GL Unit Exch Rate
I # Assell Stat [oors0  +|[ toooooooo uso
Z| 2
| |Line Information and Charge [Update/Display v

41.

42.

To insert another distribution
line, click on the inside scroll
bar.

Click the Insert Row icon (or
press F7).

In this example, another
distribution line was added for
computer supplies.

Enter Youcher Information - Use - ¥Youcher

—To/x|

File Edit “iew Go Favorites Use Process Inguire Report UHS  Help

B8 x| EaE s 3= 8] @c]2] *lv|4]7 |
Invuoice Header Information _Line Information and Charges | ubs Data Line | Schedule payment | Schedule Payment-Dept Use | Record payment | & 4 I L4
=

| Unit: 00730 MEST 0.00| m

¥oucher ID: Balance:

Distribute by: [Amt -l -
Amount Item Description Quantity UOM Unit Price
v | Bl e compur - IR
Amount Quantity Entry Event Account Fund DeptiD -]
1] [50.000 ﬂ [53907 ﬂ [2076 ﬂ [Hooas ﬂ
Program Class Bdat Pd
[Dusss ﬂ | ﬂ [ ﬂ Projects |
SpeedChart GL Unit Exch Rate
(| # Assell Seat 00730 +| usD
Amount Quantits oy Event Account Fund DeptiD
[EE] w000 [ % [am 44 K| |znm:Eﬂ HO085 me
Program Class Bdgt Pd
(0 7 1 Y Y | e < |
&L Unit TR R
Assetl Stat w0 4| usD j =

o

|Line InFormation and Charge [add

43.

44,

45.

46.

47.

48.

49.

50.

Change distribution amount if
additional distributions are
needed. In this example, the
amount was not changed.

Change Account, if needed. In
this example the account was
the only field changed.

Change Fund, if needed.
Change DeptID, if needed.
Change Program, if needed.
Change Projects, if needed.
Verify voucher is balanced
(0.00). If not balanced, change
appropriate distribution

amounts.

Click on UHS Data Line.
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Enter Youcher Information - Use - Youcher

File Edit View Go Favoribes Use Process Inquire Repork UHS  Help

al&|#x| alae] sl =|E| Sl=] @] *lelsalf ]
voice Header Information | Line Information and Charqes UHS Data Line IScheduIe Payment | Schedule Pa ment-Dept Lse | Record Payment | ALILI

00000056 E

‘ Unit: 00730 ¥oucher: Lines: 2 Balance:

1 TIN: 17426168054

wispec: B+

Deseription2: |
R |
Delivered Di‘°=| ﬂ Do hot use delivered date - AP Use only.

3rd Party ¥endor InF

ann

(I

UHS Data Line |pdd Y

Example of using UHS PCC 8:

Fle Edit Yiew Go Favorites Use Process Inquire Report UHS  Help

Ble# x| EEE| B = S5 #lel=] #le|Al]
Invaice Header Information | Line Information and Charges UHS Data Line | schedule Payment | Schedule%zmenthegt Use | Recard Pavment | 414 I L

00730 00000055 0.00 ‘

| Unit: ¥oucher: Lines: 2 Balance:

-
1 TIN:  T742E1E2064

EELLACERE N UHS PCC 8 requires 3rd party info.

oo

Description2: | m
LU I 55 )
Delivered Date: [ #|
3rd Party Yendor
Short Name: [VALMART 001 4| Loo:[v 4|

¥endor ID: [00000058T1 ﬂ A Addr: |_qﬂ
A

51. Click the diskette (Save).

52. Make note of the voucher
number.

53.

For each voucher line, type or
select UHS PCC from list. The
most commonly used PCC
codes are as follows:

1 = Travel reimbursement to
employee, prospective
employee, or student.

6 = Interagency payment with
state funds (requires RTI
number).

8 = Move expense from state to
local or local to state fund.

9 = Payment to vendor or non-
travel reimbursement to
employee, or other
payments.

When using UH PCC 8, you
must also select the third party
vendor for that transaction.
54. Type additional description (50
characters max) for each
voucher line, if needed.

55. For interagency payment with

state funds only, type RTI
number (six digits) provided by
the other state agency.

SR - 56. Click Schedule Payment-Dept
Use.
(| [UHS Data Line [add 4
Scenario: Payment to WalMart originally charged to a local fund. If
moving the expense to a state fund, the payee on the voucher will be
University of Houston and the 3™ party vendor will be WalMart.
Fast Start Page 15 Rev September 20, 2002
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Enter Youcher Information - Use - Youcher

University of Houstan

URE ADMINISTRATIVE SYSTEMS TEAM

System

File Edit %ew Go Favorites Use Process Inguire Report UHS  Help

=T

alelax| @ae sl o= g8 @lo(=2] el

Line Information and Charges I UHS Data Line | Schedule Payment _Schedule Payment-Dept Use | Record Payment | Approvals and Matching | Accou 4 |+
Unit: 00730 Invoice: P23432 Vendor: DELL MARKETING LF
Woucher: 00000055  Date: 08142001 1D: 0000007592 Pay Group:
=Y |
‘Payment Details ‘Payment Action ;I
Bank: [CHASH] ﬂ*Zﬂ EET|
Account: bise_ S Gross Amt: 1,850,00
Net Due: 03/417/2001 Discount: 000
Discaunt Due: Rl separate I it Hoid
Scheduled Due: lm E I~ Haold Reaszon:
Handling: ISH—_*I‘é Schedule 1D:
P
Romito: [ioomm0rssz o] Cemae
Location: IV—ﬂ Addl:l__1ﬂ ;Eﬁixsﬁiu%mznnm j
v ’7| |5chedule Payment-Dept Use |Updata,|’D|spIay A

x|

SetlD: 00730

60c

SetD |Descr

|Handling

E

losures
High Dollar - $50,000+
Special Handling Payments
Student Refunds

| Shart Desc

E ures
HighC'ollar
SpecHnding
StudR efund

| Sequence

Cancel |
Search |

o a —

57.

58.

59.

60.

The default bank and bank
account will be as follows:

Bus Unit 00730
Bank: CHASH
Acct: DISB

Bus Unit 00783
Bank: FROST
Acct: DISB

If using local funds, it is not
necessary to change the bank. If
paying from the imprest account,
select IMPR under Account. (Only
a few people have authority to use
the imprest account.)

If using state funds, change the bank
to STATE and the bank account to
TREA.

Change Scheduled Due Date
(Requested Pay Date), if
needed.

In this example, the date was
changed to September 4, 2001.

Check the Separate box to issue
a separate check, if needed.

Select the Handling code, if
needed.
a. EN = Enclosures
b. SH = Special Handling
c. Click OK

In this example, SH was selected.

Note: It is not necessary to choose
HD or SR, because the voucher will
determine if these apply
automatically.

Fast Start
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Enter Youcher Information - Use - Youcher § ] 4 6 1 . Cth on the drOp-dOWn hst bOX

File Edit W“iew Go Favorites Use Process Inquire Report UHS  Help f Add S 1 ¢ - .
] i or ress. Select appropriate
Bl& (@)X 'g/am =|=| =] @c]>] #[ve |4l _ ;
l6(3X] 508] Bt o)m) A8) Bl:|o) 4|l ) address from list, which must

Line Information and Charges | UHS Data Line | Schedule Payment Stheruls Payment-Dept Lse | Record Payment | Appravals and Matching | Accou 4 1 .
; i match remit to address on
Unit: 00730 Invoice: P23432 Vendor: DELL MARKETING L P - .
Voucher: 00000055 Date:  08/14/2001 ID: 0000007592 Pay Group: mvoice.
.
E|E =Y | a. Select the appropriate
rPayment Detalls—————————————— rPayment Action——————————————— ;I .
Bank: crasHly E=ra— address from the list.
Account: [oise_ 4] Gross Amt: 1,850.00 )
Net Due: 09/17/2001 Diecount: - Remit address = R
Discount Due: [~ Separate [~ witid Hold Order address = O
. [09/0472001 ) . _
Scheduled Due: I Hdd  Reason: Remit/Order address = R/O
Handling: [sn + Schedule ID-
P
Payee .
. DELL MARKETIMG LF
Remit to: ||J|]ul]l]l]?532 ﬂ DEFT 0747 b. Click OK.
FOEBODX1200M
Location: IV jAddl: 'J OALLAS, TH 753120001 j
v [ |Schedule Payment-Dept Use [Update/Display g

X
Remit Yendor: Q000007592
Remitting Lucatiun:l Cancel |
R ermit Wrdr Femiting  |Descr Search
Qoooo07e92 1 R:DEPT 0747 4|
Q000007es2 2 F:MELLOM BANE-DALLAS LOCKRBD:
DDDDDD?EEQ 3 F:PO BO 'IEDEIEI'I
: i 4 E-EI B 29k
DDDDEIEI?592 5 R:HI-ED & FED ﬂ«FTEHM.ﬁ.HKET SALE
Qoooo07e92 B R:PO BOX 120001 DEPT OES0
Q000007es2 7 F:1 DELL 'whdy
Qo0oo07es2 a R:PO BO 120007
Qo0oo07ee2 9 0:2214 '/ BRAKER LANE
00000n7e92 10 0:2111 WEST BRAKER LANE
Qoooo07e92 11 0:0OME DELL WAy
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e
T ~\") | FUTURE ADMINISTRATIVE SYSTEMS TEAM
e e =I5 1 62. Click magnifying glass
2|g|® x| Fae g% == G888 @l 4] (Payment Message) to type a
Line Infarmetion and Charaes | UHS Data Line | Schedue Pavment _ Schedule Payment-Dept Use | Record Payment | Approvals and Matching | accou <[+ message to the vendor or refuse
Unit: 00730 Invoice: P23432 ¥endor: DELL MARKETING L P :
Vuult:hel: 00000055 Date: 0814./2001 ID: 0000007592 Pay Group: or force lntereSt payment'
Paymont Dotai =9 PoymentAcion _‘| In this example, the magnifying
Bank: [cuasH s [seheie ] glass is selected
Sccount [orse ™+ Gross Amt: 1,850.00
Met Due: 09172001 Discount: 0.00
ozt By _ I Geparaie ik ol 63. Enter a message to the vendor
Scheduled Dus: [09/0472001 B o that will appear on the check
Handling: [sH | Schedule ID: ¢
Payee stub (optional).
Remit to: |uuu|1|307592 ﬂ o b sy
Lﬂgalinnjl—v ﬂAdd[:l_4ﬂ DALLAS, Tx 7E3830680 .
= 64. Click on arrow to open
Payment Reason Code list.
65. Select appropriate Payment
: Reason Code to refuse or force
v el [Schedule Payment-Dept Use [Update/Display = . N
interest, if needed.
Payment Message and Code il .
66. Click OK to return to the
P e s | 63] Scheldule Payment-Dept Use
ancel.
Fayment Reazon Code: I ﬂ m p
Late Payment Charge:  [&  + (2] 67. If refusing interest, select “N”
Late Chrg CD: [iz7 + for Not Applicable. If forcing
Late Charge Amt: interest, select “C” for Compute
Late Amt Denied: Late Charges.
EZJok Push Button |“ Cancel | Note: Anytime you change the
Late Payment Charge, you must
also select the corresponding
valid Yalues x| Payment Reason Code.
Otherwise, the Late Payment
SetlD: QoraF 66 Charge may not work as
Payment Reazon [ane:l Cancel | expected.
[ : Search | 68. Click OK Push Button.
ate Pavment
Late Payment Reaso
Q0var Refuze-dgency Dizcretion Late Payment Reaso
0wy Refuze-Automation lzsue Late Payment Reaso
0oysy? Refuze-Advance Payment Late Payment Reaso
Q0var Refuze-Dizputed Papment Late Payment Reaso
0oysy? Refuze-Employes Aeimbursement Late Payment Reaso
Q0var Refuze-Federal Funds Prohibit Late Payment Reaso
00wy |W-GE Refuze-G5C Exception Late Payment Reaso
00797 [M-mMI Refuze-tailing [nstructions Late Payment Reaso
00797 M-I Refuze-Ho Invoice Received Late Payment Reaso
1| | i
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Enter ¥oucher Information - Use - Youcher gl x|
File Edit | ¥iew Go Favorites Use Process Inguire Report UHS Help

ElEEEE E ENE = = E R i A T A

69. Once the payment is issued,
click on the Payment
Information icon for

Record Payment | Approvals and Makching | Accounting Information | Currency | Template Information | Status Summary | Comments ajr . f . b h h k
Unit: 00730 Invoice: P23432 Vendor: DELL MARKETING L P Information about the check.
Youcher: 00000055  Date: 0841472001 1D: 00000075es2 Pay Group:

= | 70. Click the Comments icon to go
= = to the Comments panel.
rPayment Details -Payment Achton——————————— ;I

Bank: ICHASH ﬂ Schedule vl
Account [prse s Gross Amt: 1.850.00

Net Due: 09/17/2001 T 000

Discount Due: [~ Separate [~ ‘witd Hold

Scheduled Due: [09/17/2001 [ lod  Reason:
Handling: [eP ﬂ Schedule ID:

Payee

Remit to: [0000007592  +| DELL MARKETINGL P
DALLAS, TX 752230620

Location: [V ﬂAddl:l 4j j

[ |Schedule Payment-Dept Use [add v

Enter Youcher Information - Use - Youcher : =] 7 1 Type Voucher Comments SuCh
. >

File Edit “iew Go Favorites Use Process Ingquire Report UHS  Help

as:
8&|@X| ‘olaal e == A= 8lc2] #|v]sE]
Record Pavment | Approvals and Matching | Accounting Information | Currency. | Template Information | Status Summery _Comments I LILI
- : e  Purpose/Benefit statement.
Unit: 00730 Invoice: P23432 Vendor: DELL MARKETING LF ) .
Voucher: 00000055 Date:  08/14/2001 ID: 0000007592 Pay Group: e Justification for requested
payment date, if
| applicable.

Vaucher C e Additional information

Furpoze/Benefit: Computer, Books, and Computer Supplies for instruction in the Theater Department. ;l required for payment,

Price discount |

& 72. Type message to UHS

-Payment C =l Treasurer’s Office in Payment

Payments: 1 |Hald check for department pickup, = Comments. such as

5
o e Hold for department pickup
Zl e Hold for vendor pickup
When typing payment comments, select SH for Handling . Deliver to an on-campus

on the "Schedule Payment - Dept Use" panel.

address (for any check with a
UH address)
e  Mail check via overnight mail
(provide overnight envelope
7 [Comments |Update/Display 4 and Completed form)

73. Click Accounting Information.
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Enter Youcher Information - Use - ¥ouch -1af x| 74 DO not Change the ACCOunting

Fil= Edit Vew Go Favorites Use Process Inguire Report UHS  Help D 1 N d d
@l@'lxl .l'II Il EllEII ﬂlﬂl @I<2:|':>I +I‘,I‘4|L|| ate unless l.Ilstl‘.uCte to do so
by someone in Finance.

S Data Line | Schedule Payment | Schedule Payment-Dept Lse | Record Payment | Approvals and Matching _Accounting Infarmation | currency | LI_’I

Unit: 00730 Invoice: P23432 Vendor: DELL MARKETING L P .
Voucher: 0000005 Date:  08/14/2001 ID: 000007532 Pay Group: 75. Click on Budget Check.
A ing | i Youcher P g
Accounting Date: 09/01/2001 ¥ Post Youcher I~ Close Youcher 76. A message will appear that
Accounting Template:  [STANDARD  #|| [ Delete Voucher indicates the voucher passed or
- — piamd VAT failed the budget check.
i " Prorate Non-Recoverable VAT
Account At: Net -
If passed, click Yes to refresh
rWoucher P Rule: rBudget Checking panel.
" Sales Tax " Late Charge Budget Check:  Errar
I™ Use Tax " Disc Eam/Lost . .
I Freight If failed, click Yes to see why
the voucher failed budget
Budg=ECHETRERER E check. Change the distribution,
The Youcher did not pass Budget Checking Requirements. lf necessary, and CliCk BUdget
Do you want to see details? [9340,45] Check again
i I M C | Explai .
= o | _torel | i | 77. Save the voucher before closing
Service=Field Change [ |Accounting Information |Update/Display v the Voucher pal’lel by CliCkil’lg

on the green diskette.

78. Make a note of the voucher
number to print the voucher
coversheet.

79. Attach invoice or other
documentation to cover page,
obtain required signatures, and
forward to Accounts Payable.
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Printing the Voucher Coversheet the FIRST TIME

Use the following navigation the FIRST time you print the coversheet.

Go Administer Procurement
Enter Voucher Information

UHS  Voucher Coversheet
Add

: Ente Youcher Informaion - UHS - Youc : N [=]ES] 1 . Add _ Voucher COVCI‘Sheet
File Edit ‘Wiew Go Favorites Use Process Inguire Report UHS  Help D 1 B
ialog Box

R E EEEEE R A E|

a. Type Run Control ID:
Voucher Coversheet

b. Click OK.

Add -- ¥oucher Coversheet x|

Run Control ID: I m ‘
Cancel

| Y

Enter Youcher Information - UHS - Youcher Coversheet

=181 | 2. Run Control Panel

Filz i view Go Favorites Use Process Inquire Report UHS  Help

af¥ex| mlan| sz o] S=] @lc]=] +e]sl ] a. Business Unit: 00730
Run Control | ’ ’
Operator ID: MTGLISS0 ) . b.  Voucher ID: 00000055
Run Control 1D: Youcher_Covershest guage: Im a (Select from the drop_
Report Request P down list box or enter

Business Unit: 00730 +EBJUniversiy of Houston
Voucher ID:  [00000055  +|ETY

the voucher number)

c. Click stoplight without
exclamation point (Run)

kid

| Run Control |Updata,|’D|spIay

Fast Start Page 21 Rev September 20, 2002



Process Scheduler Request

Operator ID; - MTGLISSO Run Control ID:;  Woucher_Coversheet

— Bun Location

% Clignt " Server

— Dutput D estinatian-mi

 File & Printer " ‘window

gf&r: | | File/Pinter: [LPT1 IR
— Bun Date/Time: — Run Recurence
Date: [08/24/2001 = [Once =l
Tine: [06:51:00 PM [ | Mame:
Feset b current Date/Time | M | i | DEIEIEl
| Description | Mame | Process Type Descr

zheet Print

JHSAPROT  SOR Report

x|| | 3. Process Scheduler Request
anel

a. Run Location: “Client”

b. Output Destination:
3m “Printer”

Cancel | c. File/Printer: type LPT1 (for
local printer) or LPTS5 (for
network printer)

d. Click OK

Note: Consult your technical
support person if you need
help with computer or printer
setup or call Customer
Services at 713-743-1411.
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Printing the Voucher Coversheet the SECOND TIME and after

Use the following navigation the FIRST time you print the coversheet.

Go Administer Procurement
Enter Voucher Information
UHS  Voucher Coversheet
Update/Display
Update/Display -- Youcher Coversheet x| 1. Run Control ID Dialog Box
Aun Control 1D: Ok m a.  Click Search
Fun Cni Lang L =l | o Sclect oo
4014610819 Englizh b o,
Dispatch PO English Em Voucher_Coversheet
PS_FO Englizh
Post_Woucher Englizh Detail | c. Click OK
i Post Englizh
Moucher Coversheet nilizh
Youcher_Post English |
cynthia_post Englizh Lso D=y
jozwiak_post English
ak.ay Englizh e Quern |
FCOMP English
test]1 Englizh
voucher-p English
wilideaddd Englizh
Enter Youcher Information - UHS - Youcher Coversheet 1o x| 2 Run Control Panel
File  Edit w Go Faworites Use Process Inquire Report UHS  Help
Elalfm;!l)rl EEEhele [le izl Elel +|¢MIL|| a. Business Unit: 00730
(UH); 00783 (UH system)
Operator 1D: MTGLISSO
Run Control 1D: Youcher_Covershest Language: Im = b VOuCher ID 00000055
AT =0 (Select from the drop-down
Business Unit: 00730 ﬂUnlvelslty of Houston llSt bOX or enter the
Voucher ID: 00000055 + T voucher number)
c. Click stoplight with
exclamation point (Run
!
with Defaults) ﬂ
] Run Contraol |Update/Display
Fast Start Page 23 Rev September 20, 2002
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Determining Voucher Status

Go Administer Procurement
Enter Voucher Information

Inquire Voucher Doc Status Inquiry

1. Enter business unit.

Update/Display -- Youcher Doc Status Inquiry

Business Unit: |Uﬂ?3ﬂ n ok 2. Enter voucher number.

Voucher ID: |nnnnnn12 E Caneel

it aucher Irvwice Yendor Search

3. Click OK.

Detal

Uze Query

BELERE,

Mew Query

Enter Youcher Information - Inquire - Youcher Doc Status Inqguiry alﬂlll 4 Select AH

File Edit Yiew Go Faworites Use Process Inquire Report  Help

glgl®x| EeE| & == S5 @l #e|]]

Woucher Doc Skatus Inquiry |

5. Click Sparky the dog.

Business Unit: 00730 Youcher: 00000012 Updated: 06/05/2001 Sched Type: MAN
Voucher status and payment
Slatus: Postable Budget Check: Valid Post Status:  Posted . . .
information will appear.
Match Status:  NoMatch ¥endor: AMERICAM SOCIETY OF SAFETY ENG
Gross Amb: 160.00 USD  Invoice: MAY 17,2001
[~ Requi " Receivers n v Al
" Purchase Orders " Payments E
Document Type Document 1D Document Status |Unit Amount E:::"GP Date =
PaYMENT 000793933939 Paid oova? 160.00°USD 06/25/2001
‘ »
| \\l‘uucher Doc Status Inguiry \Update,iDisplay' v

Fast Start Page 24 Rev September 20, 2002




|—“f :__J-J-I University of Houston System
T ~1")J ] FUTURE ADMINISTRATIVE SYSTEMS TEAM

Deleting a Voucher

A voucher may be deleted after it is saved but before it is posted.

Go Administer Procurement
Enter Voucher Information

Process Voucher Delete
Delete Voucher

Update/Display -- Youcher Delete x| 1 . Enter busineSS unit-

Business Uni 00730 +| [}
Voucher ID: [oooono7z | | Cocel_| 2. Enter voucher number.

Invoice Number: I r— | 3 Cth OK
Short Vendor Name:l . .
Dietail |

Yendor ID: I ﬂ
Mame 1: I Use Query |
Urit |'"oucher | Invoice | Date | ShortH ame |"endar

Mew Huemy |

Enter ¥oucher Information - Process - Youcher Delete

=oix | 4 Click on Voucher Details to
verify this is the correct

File Edit W%iew Go Favorites Use Process Inguire Report  Help

Bl e|ex| alaal sl=| BlE| 2lsl=] *lelAl]]

elete voucher | youcher Detals |n voucher to delete, if
necessary.
‘ Umit: 00730 Youcher: 0000007y
Yendor Inf .
Vendor 0000007347 SMITH PROTECTION SECURITY 3. Click Delete.

ShortName: SMITHFROTE-OO1

‘Woucher Inf

Invoice: cottestO0E Ongin: OML
Date: 0B/15./2001 Group:
Gross Amt: EEE.O0 USD

Delete H

| |Delete Voucher |Update/Display v

Panel Processor ' b 6. Click OK to confirm

voucher will be deleted.
: YWwarning - Delete Confirmation [Z030,12]

H 0k I Cancel E xplain
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Please Run Budget Checking Again 3 x| 7. If the voucher was
previously budget checked,

@ You are required to run Budget Checking again after deletion a message will appear that

of the YWoucher, Please push the Budget Checking Button instructs you to run budget
checking after the voucher is
deleted. This will reverse

the expense.

Enter Youcher Information - Process - Youcher Delete =10lx] 8 Chck the Budget Check

File Edit Wiew Go Favorites Use Process Inquire Report  Help

Deleted Voucher button.
ale(@x| aloa| vel 5= 2= @)oo lelsl]
Deleta Voucher | Youcher Details |
| Unit: 00730 WYoucher: 00000077
Vendor Inf
Vendor: 0000007347 SMITH PROTECTION SECURITY
ShortMame: SMITHPROTE-O01
rVoucher Inf
Invoice: cottestl0s Origin:  OML
Date: 0E/15/2001 Group:
Gross Amt: BEE.O0 USD
Budget Check Deleted Youcher——;
Delete ’r n
| |Delete Woucher |Update/Display v
Budget Check Process | 9. Click Yes to refresh the
panel.

The Youcher successfully met Budget Checking
Reguirementz. Do you want the panel refreshed? [9340.44) . .
The voucher is deleted. Deleting

reverses the expense and removes
B - Na Cancel Explain the voucher from the current list
of vouchers.
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Create a Voucher -- Shortcuts

Do not make any entry to or change any field, unless instructed. All steps below are required, unless noted.

1. Log into PeopleSoft

Double-click on PS Production Launcher
Select UH-Central under Campus Location
Select FSPRD under PeopleSoft Database
Click OK

Type Operator ID
Type Password
Click OK

2. Menu Navigation
Go

Administer Procurement
Enter Voucher Information

Use

Voucher

Invoice Header Information
Add

3. Add — Voucher Dialog Box
Business Unit: 00730 (UH) or 00783 (UH System)
Click OK

4. Invoice Header Information panel
Click flashlight (Vendor Lookup)

5. Vendor Search panel
Name: enter partial name of vendor (individual names are entered LastFirst--not case sensitive)
Click dog
Max Rows: enter number of rows you need to see and click dog again (if necessary)
Click checkmark of correct vendor name (i.e., remit to vendor)

6. Invoice Header Information panel
Click calculator next to Date (Date Calculation Basis)

7. Date Calculation subpanel
Invoice Receipt Date: invoice receipt date
Invoice Date: invoice date
Goods Receipt Date: goods receipt or services completed date
Acceptance Date: enter same date as goods receipt date
Click OK

8. Invoice Header Information panel
Invoice: invoice number exactly as it appears on the invoice (30 characters max)
Gross: total amount of voucher
Click Line Information and Charges panel

9. Line Information and Charges panel
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Amount (Voucher Line): if more than one voucher line is needed, change amount for first voucher line

10.

11.

12.

13.

16.

(otherwise, do not change); items to be tagged by Property Management require a separate voucher
line.
Description: description of voucher line (30 characters + 50 on UHS Data Line panel)
= For assets, type a very specific description, including model number.
=  For reimbursements, begin description with “REIMB”.
Amount (Distribution): if using more than one cost center or account for the voucher line, change
amount
Quantity: if paying for an asset, type quantity of assets (otherwise, leave blank)
Account: type or select from list by clicking on arrow (type first one or two digits of account to search)
o IXXXX = Asset
2XXXX = Liability
3XXXX =Fund
4XXXX = Revenue
5XXXX = Expense
Fund: type or select from list
DeptID: type or select from list
Program: type or select from list (type first letter of program, A-I, to search)
Click on Projects

Projects Information subpanel
Project/Grant: select from list or type “NA”
Click OK

Line Information and Charges panel (to add another Distribution Line, if needed)
Click inside scroll bar

Press F7 or click Insert Row icon

Change appropriate information on new distribution line

Line Information and Charges panel (to add another Voucher Line, if needed)
Click outside scroll bar

Press F7 or click Insert Row icon

Description: enter description for Line 2

Enter distribution information (Account, Fund, etc.)

UHS Data Line panel (for voucher line 1)
UHS PCC: type or select from list. The most commonly used codes are as follows:
e 1 =Travel reimbursement to employee, prospective employee, or student.
e 6 =Interagency payment with state funds (requires RTI number).
e 8 =Move expense from local to state or state to local fund.
e 9 =Payment to vendor, non-travel reimbursement to employee, or other payments.
Description2: enter additional description for voucher line 1 (if needed)
RTI: RTI number provided by state agency (for state interagency vouchers)
Select vendor from Short Name list (if 3" party vendor information appears)
Select appropriate address from Address list
Click Schedule Payment — Dept Use

Schedule Payment — Dept Use panel

Click green diskette (Save) and note voucher ID

Bank: if using a state fund, select STATE bank (default is the local bank)

Account: if the bank is changed to STATE, change the account to TREA (DISB is the default account)
Scheduled Due Date: change to a date before the Net Due Date, if necessary

Handling: if applicable, select EN for enclosure or SH for special handling (if SH, also complete
Payment Comments on Comments panel)

Check the Separate box, if needed, to generate a separate check for the voucher (very limited use)
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Payee Remit To Address: select the correct remit to address that matches the invoice

17.

18.

19.

20.

Click the magnifying glass (Payment Message)

Payment Message and Code subpanel

Payment Message: enter a message to the vendor, if needed, to appear on check stub (30 characters
max)

Payment Reason Code: select the appropriate code from the list to indicate why you are refusing or
forcing interest, if necessary

Late Payment Charge: select the appropriate code from the list to refuse or force interest, if necessary
Click OK Push Button

Comments panel
Voucher Comments: type information required to explain or justify voucher

e  Purpose/benefit to the university

e Justification for changing Scheduled Due Date (one or two words)

e  Additional information required for payment
Payment Comments: type a message to the UHS Treasurer’s Office

e Hold for department pickup

e Hold for vendor pickup

e Deliver to an on-campus address (for any check with a UH address)

e  Mail check via overnight mail (provide overnight envelope and completed form.
Click Accounting Information

Accounting Information panel (available to departments beginning September 1, 2001)
Accounting Date
e For vouchers entered prior to 9/1/01, the Accounting Date must be changed to 9/1/01.
Otherwise, do not change, unless instructed to do so by Finance.
Click Budget Check
e If budget checking passed, click Yes to refresh the panel.
e If budget checking failed, click Yes to see why it failed, correct the problem, and click Budget
Check again.

Print Voucher Coversheet the FIRST time

Go
Administer Procurement
Enter Voucher Information

UHS
Voucher Coversheet
Add

Add — Voucher Coversheet Dialog Box
Type a Run Control ID, such as Voucher Coversheet
Click OK

Run Control panel

Select Business Unit (00730 = UH; 00783 = UH System)
Select Voucher ID

Click stoplight without exclamation point (Run)

Process Scheduler Request panel
Run Location should always be “Client”
Select “Printer” for Output Destination
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In File/Printer, type LPT1 (for local printer) or LPTS (for network printer)*
Click OK

* Note: consult your technical support person if you need help with computer or printer setup.

21. Printing Voucher Coversheet the SECOND time and afterwards

Go
Administer Procurement
Enter Voucher Information

UHS
Voucher Coversheet
Update/Display

Update/Display - Voucher Coversheet Dialog Box

Click Search

Select the run control you previously created (Voucher Coversheet)
Click OK

Run Control panel

Select Business Unit (00730 = UH; 00783 = UH System)
Select Voucher ID

Click stoplight with exclamation point (Run with Defaults)

Voucher coversheets must be signed by the certifying signatory and forwarded to Accounts Payable
along with invoices, receipts, and other backup.

Accounts Payable Help Desk for PeopleSoft-Related Questions

Linda Howard x38708 lfhoward@central.uh.edu

Eldrisha Lenor x 38700 ellenor@central.uh.edu
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