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General Enterprise And Resource Support

Quick Reference Tip Sheet

Task

Process Information

How to Find an Existing Voucher

There are several methods to locate an existing voucher so that vouchers
can be modified or reviewed as needed:

e Viathe Voucher Add/Update Page
e Viathe Voucher Activity Inquiry Page

IMPORTANT NOTE: It is critical that an existing voucher be modified when
needed, rather than creating a new voucher. Duplicate vouchers (or two
vouchers having the same invoice number) cause a number of issues, and

delays processing. If you have entered duplicate vouchers by mistake,
please contact the Help Desk for assistance. It might also be necessary for
a voucher to be recycled or for a voucher to be deleted.

Method 1: Voucher Add/Update Page

GEARS Navigation

Main Menu > Accounts Payable > Vouchers >
Add/Update > Regular Entry

For District Court Only:
Main Menu > Accounts Payable > Vouchers >
Add/Update > Quick Invoice Entry

o/

Favortes - Man Menu > Accounts Payable > Vouchers > AddUpdate > Regulr Entry

1.0 Process

This document is intended to provide a quick reference to completing standard transactions within GEARS.

STEP ACTION

DETAILS

1 Click the Find an Existing Value tab.

Voucher

Enter any information you have and click Search. Leave fields blank for a list of all values.

UL ELRS I RETTEN Y Add a New Value
R ————
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2.

Enter and/or select search criteria such as:

e VoucherID
e |nvoice Number

e VendorID
e Vendor Name (Short Vendor Name or
Name 1)

Most search options provide operators such as
equal to (=), greater than (>), less than (<),
begins with, contains, etc., to assist in defining
your criteria.

Note:

If you do not know the Voucher ID or Invoice
Number, try using Vendor Name, Invoice Date
or other criteria. A combination of the search
criteria may help limit results to your specific
needs.

Fa\rovr'rtengainvI\"Ienu B Accountﬁ Payable Voushers b Addjuvpdate > Regular Entry

Voucher

Enter any information you have and click Search. Leave fields blank for a list of all values.

EHGERSTEIAEITEE © Add a New Value

~ Search Criteria

Business Unit. =¥ 110 e

contains v [1227

Invoice Number: —— BegmE Wi | —_—
Invoice Date: = | [
Short Vendor Name: begins with ~ |
Vendor ID: begins with + | Q
Hame 1 begins with = |
Voucher Style: = - -
Related Voucher:  beginswith - |
Entry Status: = - -
Voucher Source: = v v
[CIcase Sensitive
Search Clear :Easic gearch (B Save Search Criteria

Search

Click the button.

Favorites = Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Voucher

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

~ Search Criteria

Business Unit: = - ’WQ
Voucher ID: contains - |'I227

Invoice Number: begins with |

Invoice Date: = - Bl

Short Vendor Name: begins with - |

Vendor ID: begins with | Q,

Name 1: begins with |

Voucher Style: = - -
Related Voucher: begins with |

Entry Status: = - -
Voucher Source: = - -

[[]case Sensitive

Clear Basic Search [§] Save Search Criteria
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Fin r Voucher ID in th rch Resul
4 d your Vouche the Search Results, Search Results
. and click on it to access the voucher. The —
voucher then opens to the Voucher Summary . . . . .
i . . Business Unit Voucher ID Invoice Number  Gross Invoice Amount Payment Amount Invoice Date Short Vendor Name Vendor ID
page. Click on the Invoice Information tab to iBIE 00081227 0OFVOFRN 110 110 0811312014 SINGLEPAY-1 999999999
make any necessary adjustments to the MDJUD 00071227 3233158378 1861 1861 06032014 STAPLESADV-002 (0000008009
voucher. MDJUD (0001227 2-64405835  |2255 2255 05/06I2014 FEDEX-002 0000007431
MDJUD (00051227 20140318JW 1168 1168 032112014 JERILWADDE-Q01 (0000002827
MDJUD 00041227 1410987-0 4148 4148 01/16/2014 RUDOLPHSOF-001 0000005387
MDJUD (00031227 0602-3485-2013 |15 i 12122013 SINGLEPAY-1 (999999999
. | -]
Note: If you enter the Voucher ID exactly in MDJUD 00021227 50917897 92 %2 10/04/2013 MATTHEWBEN-001 0000000631
full. search | o | 4 th MDJUD 00012279 RS0521130800 |1031.25 103125 052812013 GOREBROTHE-002 0000005012
ull, search resu ts are not shown. Instead, the |\, n goio97s ynsss 20757.07 20757.07 09/05/2013 COMPCAMPIN-001 0000008912
voucher will open directly on the Voucher MDJUD (00012277 VADS13130830 17143 171.43 08/13/2013 VRGINIAE-001 0000000833
Summary page. Click on the Invoice MDJUD 00012276 VA0911130100 11043 11043 09M11/2013 VIRGINIAIE-001 0000000833
Information tab to make any necessary WMDJUD (00012275 8067 23 23 082712013 THEABUNDAN-001 0000009385
. MDJUD 00012274 070033578 8622 8622 09/05/2013 XEROXCORPO-001 0000000731
men he voucher. 2 FReRERasals | e L
adjustments to the vouche MDJUD 00012273 20130000P (4356 456 09312013 JERMAINECP-001 (0000010985
MDJUD 00012272 08040030881201220 20 00MBI2013 SINGLEPAYY (999999999
MDJUD (00012271 08040019435201320 2 00MBI2013 SINGLEPAY-Y (999999999
WMDJUD 00012270 08040017296201220 20 09/16/2013 SINGLEPAY-1 (999999999
MDJUD 00011227 20130307CK  |3654 354 09/11/2013 CHRISTIANU-001 0000003006
MDJUD (00001227 D46159-591 540 540 06/26/2013 SHARPELECT-005 0000000430
Method 2: Voucher Activity Inquiry Page
GEARS Navigation
Accounts Payable > Review Accounts Payable Info > UIRA

Vouchers > Voucher Activity Inquiry

arkes M Menu > AccountsPaahle > Review Accounts el o > Vouchers > Voucher Aty Inguy

2.0 Process

This document is intended to provide a quick reference to completing standard transactions within GEARS.

STEP ACTION DETAILS
1 Enter and/or select search criteria on the Favorites | Main Menu > Accounts Payable » Review Accounts Payable Info > Vouchers > Voucher Activity Inquiry
L ) .
Voucher Activity Inquiry page. You can enter Voucher Activity Inquiry
as much search criteria as you like. “Business Unit = v [MDUDIG Exclude Deleted Vouchers: [] Exclude Closed Vouchers: []
Voucher ID Begins w  ~ Q Voucher Description Contains =

Suggestion: If you don’t know the Voucher ID Invoice Number Beginsw/  ~ Invoice Date From B invoice Date To ]
Gross Invoice Amount M

or Invoice Number, one approach is to enter 20 Humber Brew < [ A n T e

your PCA and Userid as shown in this example. Vendor 1D Segins wl_~ Vendor Name Vengor Search
Entered By Beginsw/ ¥ \SALLVSAM’_ a

. rogram Cost Account  BEgms W/~ (30001 Q¢ @ Acomtto] ]

Note: At a minimum, you must enter a PCA S S AccountFrom A Aewout T @
Approp Year From [ QU AppropYearTo | Q

(Program Cost Account), OR Voucher ID, OR R 8 setomers [

PO Number, OR Project ID. At least one of e s S Gl s

these four fields is required in order to execute e e .

the search. Clear | “Click Clear to Refresh Search®
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Search

Click the button.

The search results appear at the bottom of the
Voucher Activity Inquiry page.

Find your Voucher ID in the Search Results,
and click on it to access the voucher. The
Voucher Summary page opens in a new
window. Click on the Invoice Information tab
to make any necessary adjustments to the
voucher.

Note: Please see the Running a Voucher
Activity Inquiry tip sheet for more
information.

Bu;\ness Transaction Status
Unit

AMDJUD  Paid by State
20DJUD  |Paid by State

JNDJUD  Paid by State

s 1

Voucher  Voucher Description

TTHCIRCUIT COURT
CONFERENCE

00027766

00035155 Mileage-7th Judical Cir Conf

1 | Travelto Judicial Insfitute

Invoice Humber

20131115KA

D1311HE

201509184

Invoice Date

112502013

10712014

0911812015

e

Invoice Amount

PCA

326630001

6430001

287530001

)

Account

0401

040

0401

@ Important

This document is intended to provide a quick reference to completing standard transactions within GEARS. Please refer the

appropriate User Procedures and/or online references for any corresponding policies regarding this process.
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