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Recurring Voucher Contract Instructions 
 
When to use: 
 
1. Stipend payments 
2. Lease payments 
3. Other payments of equal amount made at preset intervals 
 
 

Setup a Master Contract Run Control ID  
 
(You must do this one time before creating your first recurring voucher contract.) 
 
 
 
 
 
 
 
 
 
 

1. Navigate as follows: 
 
 Go 
 Administer Procurement 
 Administer Contracts 
 
 Report 
 Master Contracts 
 Add 
 

 

 
 

 
2. Add – Master Contracts 
• Run Control ID: Voucher_Edit 
• Click OK 

 

 

 
3. Master Contracts panel 
• SetID: business unit (00730, 00783) 
• Save panel 

 



10-22-01 2

 
Create a Recurring Voucher Contract 

 
 
 
 
 
 
 
 
 
 

1. Navigate as follows: 
 
 Go 
 Administer Procurement 
 Administer Contracts 
 
 Use 
 Recurring Voucher Contracts 
 Enter Contract Voucher 
 Add 

 

 
 

 
2. Add – Recurring Voucher Contracts 
• Select correct business unit  
• Contract ID: enter a unique name 

(20 characters max) 
• Click OK 

 

 
 
 

 
3. Enter Contract Voucher panel 
• Select arrow next to ShortName 
• Type up to first 10 characters of 

vendor’s name in Vendor Short 
Name (no spaces or punctuation) 

• Click Search 
• Select Vendor from list 
• Click OK (tab out of field) 
• Select AP Unit from list 
• Change Begin Date 
• Enter Expire Date 
• Enter Gross Amount (monthly 

payment) 
• Enter Invoice Number 
• Enter Description for Recurring 

Voucher Contract 
• Enter Description for Voucher Line 
• Deselect Withholding and Discount 

boxes 
• Enter Account, Fund, Dept ID, 

Program, and Project/Grant 
• Select Schedule Contract panel 
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Create a Recurring Voucher Contract 

 

 

 
4. Schedule Contract panel 
• Change Repeat Voucher 

information, if needed 
• Change Contract Duration, if 

needed 
• Click Calculate Dates Push Button 

(calculator icon) 
• Click Explode Vouchers (multiple 

pages icon) 
 
 

 

 

 
5. Contract Details panel 
• If desired, you can change dates, 

amounts, descriptions, and cost 
centers on this panel. 

• Click Commit button 
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Create a Recurring Voucher Contract 

  

 

 
6. Contract Manager panel 
• Note the voucher numbers created 
• Save the panel 

 
7. The vouchers will be edited in an 

overnight process and can be 
completed the next day. 

  
8. Navigate as follows (next day): 
 
 Go 
 Administer Procurement 
 Enter Voucher Information 
 
 Use 
 Voucher 
 Invoice Header Information 
 Update/Display 

 

 

 
9. Update/Display – Voucher 
• Select voucher from list 
• Click OK 
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Create a Recurring Voucher Contract 

 

 

 
10. Invoice Header Information panel 
• Click Transfer to Date Calculation 

Basis (calculator icon) 
• Enter dates: Invoice Received, 

Goods Receipt, and Acceptance 
• Click OK (to return to Invoice 

Header Information panel) 
• Navigate to Schedule Payment 

panel 
 

 

 

 
11. Schedule Payment panel 
• Save the voucher (to calculate due 

dates) 
• If you get an error message about 

the date being out of range, change 
the Accounting Date on the 
Accounting Information panel to 
today’s date. 

• Change Schedule Payment Date 
• Select Handling code, if needed 
• Change Address, if needed 
• Navigate to Comments panel 
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Create a Recurring Voucher Contract 

 

 

 
12. Comments panel 
• Enter Voucher Comments 
• Enter Payment Comments, if needed 
• Navigate to Accounting Information 

panel 

 

 

 
13. Accounting Information panel 
• Click Budget Check icon 
• Save the voucher before closing 

 


