PeopleSoft Financials — To Print a Voucher Cover Sheet (& display existing voucher)

NOTE: If you are already in the voucher screen, click Documents tab—see Step, Page 2.

Access the Financial Production database: https:/my.uh.edu/fs Remember to
use ALL CAPS

Or, See the SignOn Financial Production job aid.

NAVIGATION / PATH

From the Menu select:
» Accounts Payable Search
» Vouchers | (G0
S Entry > My Favorites

[> Business Processes
> Regular Entry [> Custom Reports
[» Computer Operations
[» Vendors
‘ = Accounts Payable

Z Vouchers
=7 Entry

Regqular Entry

OR [> Review and Carrection
[ Approvals
> Maintenance
P Payments
[> Batch Processes

Select: b Review
» Accounts Payable Home Page D Beports

, wccounts Payable Home Page
» Voucher’'s Home b Commitment Contral

> General Ledger
> Entry [> Set Un Financials/Sunoly Chain

Option:
In order to have more viewing of PeopleSo

Voucher panel, minimize the Menu by

- : . D My Favort 4
clicking on the red minus sign. D B e | Youcher
[ Custom Report =
b Cﬁ?n;::er%j;erzliuns { Find an Existing Value | Add a New Value |
[ Vendors
7 Accounts Payable Business Unit: W QJ
= Wouchers Voucher ID W
i . oucher ID:
It will then appear as an Expand button k| if il
needed again I 3 I Voucher Style: |Regu|ar\f‘0ucher j
. i and Caorrection
b Approvals Control Group ID: QJ
DDPMaimenance Short Vendor Name: QJ
ayments

[ Batch Processes Vendor ID: [eY]
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PeopleSoft Financials — To Print a Voucher Cover Sheet (& display existing voucher)

INSTRUCTIONS

Voucher Panel:

STEP 1: Click on Find an Existing Value tab.

>»Enter Business Unit 00765 Default
(Click on &/ for options)

>»Enter any one or all of the following:

Vendor ID (will result in a list to choose from w/o
voucher id entered also)

Invoice Number

Voucher ID the number of the voucher you wish

to print; (to eliminate leading Os, select “contains”
from search box and enter just the number or part of

it)

»Click on = Search |

Home | iorklist Addlto F

4] Hey

Voucher
Enter any infarmatian you have and click earch. Leave fields blank far a list of all values.

f Find an Existing Value Y Add & Newe Yalug \,

BusinessUnit: |- 7] 7S Q
Voucher ID:
Invoice Number: ‘begms with

Short Vendar Name:\begms wwthj

Vendor ID: begins with ~ \/

Name 1: begins with ~ Ibegins with 7| \
) eglns W|th 2

Voucher Style: \: J | me_

Entry Status: ‘= J |  containe Y

I Case Sensitive

‘ Search lear | Basic Search [g) Save Search Criteria

Find an Existing Yalue | Add @ New Valua

STEP 2: Click on Documents tab:

>Click Print Voucher Coversheet link.
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Post Status: Unposted Posting Date:

Erint Youcher Coversheet

[Z] Display Actise Di only Add Mew Document
B Save | & Returnto Search | =] Motify s Refresh Er  Add

|invaice information | UHS Data Line | Pavments | Youcher Aftribules | Accounting Information | Documents

It will print as a PDF in a separate window.

You may either print, email, or save.

Close window when finished.
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