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 Accounting Date  
Once you have entered this panel, and entered the required information: 

Regular Voucher – the Vendor and Invoice information 
PO Voucher – the PO Unit, Purchase Order number, & clicked on Copy PO 

 

Please change the Accounting Date to the next FY, ex. 09/01/XX;   THEN TAB. 
 

  
 
 

You will receive this message: Just click OK. 

 
 
 

  Budget Date 
 Next Check the Budget Date on the Distribution Line(s).  Once the cost center 

information is input, it will change to the next FY also: 
 

 

If a PO, this will stay 
as BP current FY,  
Otherwise should =  

BP New FY 
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 Schedule Due Date  
After you have entered all your voucher information, and have saved the voucher (not 
necessarily budget-checked): 

 Go to the Payments Panel: 
 

 
 
 

 PLEASE MAKE SURE the Schedule Due Date is in SEPTEMBER NEW FY 
 
 


