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General Information

Task Process Information

How to find the Associated PO Number and Receipt PO and Receipt information for a Voucher is available on the Related
Number for a Voucher Documents Tab. Note: This does not apply to Expense Vouchers and non-

PO Vouchers.
Note: If additional assistance is needed, please

contact the respective AOC Department staff or the
JIS Service Desk.

GEARS Navigation

Main Menu > Accounts Payable > . .
Vouchers > Add/Update >‘\',ouche, Favortess | ManMenuv > AccountsPayablew > Vouchersw > Add/Updatew > Voucher Search

Search

1.0 Process

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

STEP ACTION DETAILS
1 Enter the Voucher ID. Voucher Search
° Voucher Information
Note: Business Unit should "Busigs Incomplete Voucher v
2 Entry Status hd
defaUIt to MDJUD. Invoice Number Q Voucher Style N
Related Voucher Q Voucher Source v
Vendor Information
Vendor ID Q .
Short Vendor Name Q & New window
Vendor Name Q Search
. Search Voucher Search
2 ° Click the Voucher Information
button. “Business Unit MDJUD Q Incomplete Voucher v
Voucher ID 00281109 Q Entry Status ~
Invoice Number Q Voucher Style v
Related Voucher Q Voucher Source v

Vendor Information

Vendor ID Yin o
Short Vendor Name ew window

Vendor Name Q

2R
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3.

Click the Voucher ID

hyperlink to open the

Search Results

Voucher Detaj Vendor Information

=

Personalize |

Bu;lness Voucher ID Invoice Number Invoice Date Voucher Style JouChe Entry Status  Incomplete Voucher Giossinlce

h Unit Source Amount

voucher
° MDJUD 00281109 086301402 10/01/2016  Regular Online Postable 136.53
c“ck the Related Summal Related Documents ||JInvoice Information | AOC MD Payment || Payments || Voucher Attributes || Error Summary
4.
Documents tab Business Unit MDJUD Invoice No 086301402
.
Voucher ID 00281109 Invoice Date |10/01/2016 Run
Voucher Style Regular Voucher
Vender ID 0000000731
Payment Details Personalize | Find |View Al | 0| B First (€ 10f1 ® Last

Scheduled to

. Payment . Remit Remitting
Actions Payment Status He Remit SetD g P
vActions [ Paid 10/03/2016 346534 SHARE 0000000731

Voucher Line - PO Information

Save

[P Return to Search [=] Notify 7 Refresh

Summary | Related Documents | Invoice Information | AOC MD Payment | Payments | Voucher Attributes | Error Summary

Payment  Gross Payment .
Method [Amount Paid Amount
1 GHK 136.53 136.53 USD

L& Add

Payment Currency

A) Click the Expand

button for the Voucher

Summary || Related Documents || Invoice Information | AOC MD Payment || Payments || Youcher Attributes

Business Unit MDJUD Invoice No 086301402

Voucher ID 00281109 Invoice Date 10/01/2016

Error Summary

Run
. . Voucher Style Regular Voucher
Line — PO Information. e oo
Payment Details Personalize | Find | View All | 2 | B First ‘&' 10f1 ' Last
. Scheduled to  Payment ) Remit Remitting Payment  Gross Payment .
. Actions Payment Status Py Remit SetlD Paid Amount Payment Currency
y Reference Vendor Address Method Amount
B) Click the Expand
F.% Paid 10/03/2018 346534 SHARE 0000000731 1CHK 136.563 136.53 USD
button for the Voucher
- - Save
Line — Receiver
- - v_{" Return to Search = Notify 2 Refresh L+ Add 2|
Information (if i o
Summary | Related Documents | Invoice Information | AOG MD Payment | Payments | Voucher Attributes | Error Summary
applicable).
Summary | Related Documents || Invoice Information | AOC MD Payment || Payments || Voucher Attributes || Error Summary
6 Once expanded, the
L]
H Busi Unit MDJUD Invoice No (086301402
associated PO Number and usiness Uni ‘ )
VoucherID 00281109 Invoice Date [10/01/2016 Acton V] Run
. Voucher Style Regular Voucher
Receipt Number are
. Payment Details Personalize | Find | View All | 20 | &l First ‘&' 10f1 ‘» Last
avallable- e Scheduledto  Payment . Remit Remitting Payment  Gross Payment .
ctions Payment Status Pay Reterence Remit SetiD (20 Jararess e oy Paid Amount Payment Currency
~ Actions F‘% Paid 10/03/2016 346534 SHARE 0000000731 1CHK 136.53 136.53 USD
Voucher Line - PO Information Personalize | Find | View Al | 20| B First * 1-30f3  Last
Invoice line  Match Line Option ng‘“i”e“ Purchase Order Line Number hedule Number Item 1D 8;‘:2‘:\:{2‘, Unit of Measure Unit Price
B2 1 Full Match MDJUD 0000057700 1 1 1.0000 EA 29.28000
B 2 Full Match MDJUD 0000057700 2 1 363.0000 AMT 0.01460
= 3 Full Match MDJUD 0000057700 3 1 1180.0000 AMT 0.08640
Save
[@h Retum to Search  |[[=7] Notify || 2% Refresh 4 Add Update/Displ:

Summary | Related Documents | Invoice Information | AOC MD Payment | Payments | Voucher Attributes | Error Summary
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