
MINIMUM ENTRIES NEEDED TO SAVE  
Only Invoice Information Tab Needed 

 
 

 1 – Vendor & Invoice Section: 
 

 

 

Vendor Info 
Invoice  
Number

Dates 

Address  

Invoice Amt 

 
 2 – Invoice Lines Section: 

 

  
 

 3 – Distribution Lines Section: 
 

 
 
 
 

 4 – Click  (at bottom left of screen) so you do not lose any work you’ve already done !! 

Fund 

Department ID 

Program Bud Ref

Project

Cost 
Center

ORSpeedChart

Account 

                    (  DON’T’ FORGET TO WRITE DOWN VOUCHER NUMBER )  
 

 5 –  Please read all warnings and windows that may appear. 
 

 NOW YOU CAN  THIS VOUCHER AS OFTEN AS YOU WANT/NEED.  
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