HOW TO COPY A TEMPLATE VOUCHER
1. From the menu, select Accounts Payable>Vouchers>Entry>Regular Entry.
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2. In the Add a New Value screen, enter Vendor Information.  Click on [image: image2.png]Add



.
[image: image3.png]Voucher

Eind ain Existing Value | Add a New Value

Business Uni: oo @
Voucher D: T

Voucher Style: [Regutarvoucher =]
Control Group D | —
StortvendorName:  [FOEECABCR DT @

Vendor D: [romosrizz @

Vendor Location: | —

Address Sequence Number:[ 1 Q)

Imvoice Number: r
Invice Date: ]

Gross Invoice Amount:

Total Voucher Lines: 1

Add





3. In the Invoice information screen, select Template for Worksheet Copy Option.
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4. The system will display the following screen.  Enter the template ID and click on [image: image5.png]Copy from templat|
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5. The system will copy the cost center information to the Invoice Information page.  In the Invoice Information page, enter Comments, complete Invoice section, and budget check.  (reference: HOW TO CREATE A VOUCHER)

