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Updated: 10/27/2015 

General Information 

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:  

 Via the Voucher Add/Update Page 

 Via the 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 

 

 

 

 

 

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. 
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2. Enter and/or select search criteria such as: 

 Voucher ID 

 Invoice Number 

 Vendor ID 

 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. 

 

3. 
Click the button. 
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4. 
Find your Voucher ID in the Search Results, 
and click on it to access the voucher.  The 
voucher then opens to the Voucher Summary 
page.  Click on the Invoice Information tab to 
make any necessary adjustments to the 
voucher. 

 

Note:  If you enter the Voucher ID exactly in 
full, search results are not shown.  Instead, the 
voucher will open directly on the Voucher 
Summary page.  Click on the Invoice 
Information tab to make any necessary 
adjustments to the voucher. 
 

 

Method 2: Voucher Activity Inquiry Page 

GEARS Navigation 

Accounts Payable > Review Accounts Payable Info > 
Vouchers > Voucher Activity Inquiry 

 

 

 

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 
Voucher Activity Inquiry page.  You can enter 
as much search criteria as you like.   

Suggestion: If you don’t know the Voucher ID 
or Invoice Number, one approach is to enter 
your PCA and Userid as shown in this example. 

Note: At a minimum, you must enter a PCA 
(Program Cost Account), OR Voucher ID, OR 
PO Number, OR Project ID.  At least one of 
these four fields is required in order to execute 
the search.  

0 
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2. Click the button. 

3. 
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. 

 

   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. 


