Retrieval Name: Information Release - #6
Issue Date: December 23, 2003
Revision Date:

LSU Health Sciences Center

Originator: Financial Support Organization
Rescind Date:

PeopleSoft IR-#6

Enterprise-Wide Accounts Payable Patch for Voucher Close
and Encumbrance Restoration

Scope:

This PeopleSoft Information Release (IR) applies to Enterprise-wide Accounts Payable Staff
personnel.

Purpose:

The purpose is to provide an update on an Accounts Payable Patch, which was applied on
12/12/03 to the Financial Production database (PSFSPRD), restoring the capability to close a
Voucher or Void a Check (Payment Cancellation) and thus restoring the Encumbrance to the
associated Purchase Order (PO).

Module:

The IR affects the Accounts Payable Module in Financials Production.

Source:

The source of this IR is a result of a System Patch.

Procedures

Parameters — The following must exist for this procedure to be successful:
Database: PS Financial Production (PSFSPRD)

Voucher Post Status: Posted Payment Post Status: Posted
PO Status: NOT Complete PO Post Status: Distributed

Navigation & Process Overview

There are two methods to close a Voucher and restore Encumbrance. The first process is
“Voucher Close”, where the end user determines an unpaid voucher needs to be closed prior to
payment. The second process is “Payment Cancellation”, where the end user determines a
check needs to be voided, the voucher closed, and the PO Encumbrance restored.

Section A. Method #1 Voucher Close
Section B. Method #2 Payment Cancellation
Section C. Review Voucher Accounting
Section D. Review PO Accounting Entries
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Navigation & Process

Section A: Method #1 Close Voucher using “Process Voucher Close”.

Step Action

L. Click Go, Administer Procurement, Enter Voucher Information
G
2.

Click Process, Voucher Close, Close Voucher

Process

Update/Display -- ¥Youcher Close

Business Unit: ILSUSH ﬂ
Youcher 1D: Il]l]1 06883

Inyoice Humber: I

Short Yendor Name:l

Yendor ID: I
Mame 1: I
it | oucher |lrrvaice | 5hortt ame

LSUSH 00106383 FALMBACH A-001

I:anu:e |

Search |
[retail |

Usze Cluery |
Hew Cuery |

Step Action

3. Enter the following:
Business Unit: (Your AP BU)
Voucher ID: (PO Voucher ID to close, whose associated PO is not Complete)

Click L
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The Close Voucher panel displays.

Enter Youcher Information - Process - Youcher Close

]
File Edit Yew Go Favorites Use Process Inguire Report Help
B|&|8! x| = s|m| S=| 2le2] #|el4lZ |
Close Youcher i Youcher Details ]
Unit:  L5USH Youcher: 0N 0e883
“Wendor Information
Yendor: 00000087 35 KAl MBACH AMD BURCEETT
ShortH ame: FALMBACH A-007
“Woucher Information
Invoice: B3860 Ongin:  OHL
D ate: 10431 42003 Group:
Grosz Amt: 26.85 USD
Budget Check: ‘/alid B th
M anual Cloze Date: |1 2152003 v Manual Cloze:
e
|PSFSPR2  Cose Youcher |Update Display 4

Reversing Encumbrance

=]|

2

Y'ou are clozing a PO Yaoucher. Do you wigh o restore
Encumbrance and reopen [unmatch] the PO [3340,80]

Cancel

Explain

Step Action

Enter/Select the following:

b. Process Manual Close: Check On
c.

a. Manual Close Date: Current Date

Reversing Encumbrance Panel Message: Yes
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The PO Associated with the Voucher subpanel displays.

PO Associated with the ¥Youcher i

AP Unit: LSLISH Youcher: 00105233

=T52)
ey =
Reverse| oy nit |Po BlShl: e
Enc
1 ¥ LSUSH 0s012303 Dizpatched Q\
3-a
Step Action
5. Select the following:
a. Reverse Enc Check Box: Check On (for each individual PO displayed)
b. Select All (button): Click (Selects All POs listed to Reverse Enc)
c. Click:
Information |
"r'ou are reguired to run Budget Checking again after woucher
@ close. Please push the Budget Check Bin (3340,82)
Explain |
Step Action
6.

Click on the Information message displayed.
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The Close Voucher panel displays.

Enter ¥Youcher Information - Process - Youcher Close
File Edit Yew Go Favorites

a#|#® X

Lse

=] E3
Process Inquire Report Help

g8 mlE| 2= 22| |42 ]
Clase Youcher i vYoucher Details ]
Umnit: LSUSH

Youcher: 001 06883

“Wendor Information

Yendor:

0000008735

Kal MBACH AND BURCEETT
ShortH ame:

KalMBACH A-001

“Woucher Informahion

Invoice: E3860 igi
D ate:

Onginc ONL
10431 /2003

Group:
Gross Amt: 26.85 UsSD

Budget Check: Mot Chk'd

Manual Close Date:

rBudget Check
12152003

[+ Process Manual Close

PSFSPR2  Close Youcher

|IpdateDisplay
Budget Check Process

X

The Yaucher succezsfully met Budget Checking
Requirements. Do pou want the panel refreshed? [3340,44]

Cancel Explain
Step Action
7. Click the Budget Check icon.
8. Click Yes on the Budget Check Process message box.

End of Section A procedures. Go to Review Voucher Accounting or Review PO Acct Entries
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Section B: Method #2 Close Voucher using “Payment Cancellation”.

(NOTE: This process is used only at HCSD Administration, LSUSH, and LSUNO.
However, the HCSD Hospitals should indicate on the Payment Cancellation form
sent to HCSD Administration whether they want the Encumbrance restored.)

Step Action

L. Click Go, Administer Procurement, Create Payments

[0

Click Use, Payment Cancellation
Use

Update/Display -- Payment Cancellation

Bank SetiD: [SHARE ﬂ
Bank Code: IBKDE ﬂ Cance
Bank Account: IBKD G ﬂ Search

Payment Reference: |B3I]Bl]5

[etail

Payment Method: I j

Lze Query

SetlD Bank Aocount R eference b ethod Favrnenl

RELBE

MNew Quem

Step Action

3. Enter/Select the following:
Business Unit: Share)
Bank Code: (Your Bank Code)
Bank Account: (Your Bank Account)

Payment Reference: (Check Number to Void)

Click L
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The Cancel a Payment panel displays.

Create Payments - Use - Payment Cancellation
File Edit Yiew Go Favorites Use Process Inguire Report Help

Bl |8% * sz SlE| 2lE]2] #lvel4l2d

Cancel a Payment i

P =]

SetlD: SHA&RE
Bank: BKDG  Regorns Bank
Account: BEDG 4105143268
Reference ID: 330805
Payment Method: Check LSUSH
Remit ¥endor: 0000002683 LCR-M CORPORATION
Amount: M7 US Dollar Date: 1173042003
D ate Cancelled: Im “Pagment Status——  -Cancel Action

h " Woid " Re-Open Youcher[z]/Re-lzzue

1@ T Stop hk"@ " Re-Open Youcher[s]/Put on Hold
" Undo Cancel f* Do Mot Reizzue/Cloze Liability
e
| P
|F‘SF5F‘R2 Cancel a Payment |Ipdate Display &

Reversing Encumbrance

=]|

Do you wizh to continue?

2)

LCancel

FPayment zelected for cancellation has at leaszt 1 PO VYoucher.

[9340.53]

E=plain

Step Action

Enter the following:

a. Date Cancelled: Current Date
b. Payment Status: Void (or Stop)
c.

Cancel Action: Do Not Reissue/Close Liability
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Step Action

5. Click Yes on the Reversing Encumbrance message box.

The PO Associated with the Voucher subpanel displays.

PO Associated with the Youcher E2

SetlD: SHARE
Bank: BEDG
Account: BEDG 4105143268
Reference 1D: 830305
[Pos Related to listed v Ehers
Yendor Hame |Unit |"'|l"uucher 1D |Pl] Youcher Flag | o 6
1 |LCR-M CORFORAT LSUSH 00106733 i

1
PO Associated with the Youcher

(@

SelectAII 1 Deselect Al |
|Select Al
Reverse), nit |Youcher ID (PO Unit | PO PO Status A =
Enc Scheds
1 " L5USH 00106738 L5USH 08013092 Dispatched | Q,
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Step Action

6. Click the POs Related to listed vouchers button.

7. Select the following:
a. Reverse Enc Check Box: Check On (for each individual PO displayed)
b. Select All (button): Click (Selects All POs listed to Reverse Enc)
c. Click:

8.

Click one more time (Returns to the Cancel a Payment panel).
9.

Click El (Save) icon

End of Section B procedures. Go to Review Voucher Accounting or Review PO Acctg Entries.

Section C: Review Voucher Accounting Lines.

Review Voucher Accounting after the scheduled Payment Posting and Voucher Posting
Processes run during the nightly batch processing.

NOTE: For Payment Cancellation, the close/restore Encumbrance entries will not be
posted until 2-days after the payment cancellation has been processed due to the timing
of Voucher and Payment Posting Processes.

Step Action
L. Click Go, Administer Procurement, Enter Voucher Information
G
2.

Click Inquire, Voucher Accounting Entries

Inquire
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Update/Display -- ¥Youcher Accounting Entries

|L5u5H ﬂ

Busziness Umt:

Youcher 1D:

|uu1 09897 ﬂ

Cancel

Search

Invoice Humber: I

[etail

Short Yendor Name:l

=
==
==
_Use uey |
_Now Qe |

Hew Cuery

LSUSH 1 97  [DEO1583E

Yendor 1D: I ﬂ ze Query
Mame 1: I
it | oucher |lrrvaice |Date |

2003-11-30

| | i
Step Action
3. Enter/Select the following:
Business Unit: (Your AP BU)
Voucher ID: (PO Voucher ID previously Closed)
Click L
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The AP Accounting Lines panel displays.

Enter ¥Youcher Information - Inguire - Youcher Accounting Entries

File Edit

Yiew Qo Favorites

Process Inguire Report Help

Use

ElE:2ER,

AP Accounting Li

olml| El=| 2lE2] el |

U nit:

LSUSH Youcher:

00103337 Vendor 0000003370

Invoice: 06015336

Accounting Line Yiew Oplion

i Standard

" Supplemental [Entry Event]

# View Both d&

Dezchnption

Template | GL Unit] Type| Account |Fund|DeptiD | Class | Progr [Bud

Accounting Line Scrall Button |

gef [Amount

Y

Test no matf ACCRUAL ' LSUSH DST 530200 115 2067163 6121095001 FY_2004 R000.00

|Accounts P ACCRUAL LSUSH APA 221005 115 2067163 61210 35001 FY_2004

T t CLOSURE LSUSH DST 530200 115 2067163 61210 35001 FY_2004

|Accounts P CLOSURE LSUSH APA 221005 115 2067163 61210 35001 FY_2004

1| v
|F'SFSF'R2 AP fcoounting Lines |IpdateDisplay =

Step Action
4. After the panel displays
Click S Accounting Line Scroll Button
NOTE:
The Voucher Close Entries are Template Type = Closure.
The entry will CR Expense (or the original account Debited) and DR Accounts Payable.
5.

Click |§| to close panel.

End of Section C procedures.
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Section D: Review PO Accounting Lines.

Review PO Accounting Entries after the scheduled Voucher Posting Process runs during the
nightly batch processing.

Step Action

L. Click Go, Administer Procurement, Manage Purchase Orders
G
2.

Click Inquire, PO Accounting Entries

Inquire

Update/Display -- PO Accounting Entries

Business Unit: |L5u5H ﬂ

Purchaze Order: Il]El]1 5936

Search

Purchaze Order Date: I ﬂ

ekl
Purchasze Order Reference: I

Yendor 1D: I ﬂ Usze Query

|
[ e |
[l
_Uso Quey |
o Quey |

LI it |FO |PO Date | PO Ref MHew Cuery
LSLSH 20031210

Step Action

3. Enter or Select the following:
Business Unit: (Your PO BU)
Purchase Order: (PO associated with Closed Voucher)

Click L
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The PO Accounting Lines panel displays.

Manage Purchase Orders - Inquire - PO Accounting Entries
File Edit Mew Go Favorites LUse Process Inguire Beport Help

al&[#% mlE| E=E| 2le]=] £|2]4]E ]

P& Accounting Li

Unit: L5SUSH PO: 06015936 Change Order: Vendor: 0000003370
Accounting Line Yiew Option
i Standard " Supplemental [Entry Event] i* View Both (ﬁﬁ%
i.ﬁ.ccuunting Line Scroll Euttu:unl
Template |S5eq |Line | Distnbution Ll'le| Type |\Fnu|:l'|er |5lalu:| GL ljnit|A-::-::uunt |Amuunt =
ENC 1 1 DST H L5USH 530200 1000000
ENMC 1 1 EMR H L5USH 334002
EMC_REY 1 1 DST 00109837 N L5USH 530200
EMC_REY 1 1 EMNR 00103837 N L5USH 334002
EMC_REY 1 1 1 DST 00109837 M LSUSH 530200
EMC_REY 1 1 1 EMR 00109837 M LSUSH 334002
EMC_REY 2 1 1 DST 00109897 M LSUSH 530200
EMC_REY 2 1 1 EMNR 00109897 H LSUSH 334002
1| 3

PSFSPRZ PO Accounting Lines IUpdate/Display //j

Step Action

After the panel displays

Click S

NOTE:

Review the PO Accounting Entries.

The entry to restore the Encumbrance for the Closed Voucher will be a

Template type = ENC_REV.

The ENC_REYV will be a DR to the Distribution Account which restores the Encumbrance.

Accounting Line Scroll Button

Click |§| to close panel.

End of Section D procedures.
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Questions/Comments:
Refer all questions or comments via e-mail to the PS FIN SUPPORT GROUP.
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