VOUCHERS — ENTERING NEW FISCAL YEAR

0 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

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

N

[ Wvoice Information | UHS DataLine | Fayments  YoucRegAttributes | Accounting Information ¥ Docurnents | [¥)
Style: Regular Entry Status; Open comments 0
Unit: 00765 Voucher ID:  NEXT dget Status: Mot Chk'd Post Status:  Unposted
PO Unit; Q, Purchase Order: Q, CopyPO Wongsheet Copy Option: | Mone [VI
Advanced Yendor Search Invoice No:
Vendor: Q, Invoice Date: [ Calc Basis Dateficety Date: 09f01/2006 |[4
Name: Q ‘Pay Terms: =
Location: Misc Amt: =
‘Address: Frght Amt: =
Sales Tax: FI% Mon Merchandise Summary
SUT Exempt [ ] Use Tax: )
VAT: = YAT Surmmany
Total: 0.00) *Curr: |\USD |, Balance: 0.00

/You will receive this message: Just click OK.

Microsoft Internet Explorer

AN

X

The Accounting Date has been changed to a different fiscal wear. All non-Pio Distribution Lines have been defaulted
ko the appropriate budget refernce. (0,00

N

9 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:

Victaria, T TTH03-4407 Total: 0.00) *Curr:|USD|Q,  Balance: 0.00
If a PO, this will stay
; as BP current FY,
1 ‘'Disthy: _ Speedchart [] Otherwise should =
ftem Description Quantity UOM  Unit Price Extended Amt = yp/aTilntrastat BP New FY
| &} Q 0.00
[use 0ne Asset ID \ /
> ys ¥
[ ChartFields Y Exchange Rate |  Statistics ﬁssw I
Amount CGuantity 'GL Unit Budget Date Entry Event *Account Openttem Fund Department Program ud Ref N
1 0.00 0o7e Q G, Q7012 |Q vooz2 Q, |GO27a BP2007
B Save =] mNaotify % Refresh |
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VOUCHERS — ENTERING NEW FISCAL YEAR
9 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:

ﬁ)UHS Finance
Test DB

Sl
! Invoice Information Y UHS Dataling ¥ Payments Y Voucher Atributes ' Accounting Information Y Documents ) Approval Log

Unit; 00765 VoucherID: 00052667 *Pay Terms; | et 30

Payment Information

First I 1 of 1
Payment Inquiry  HolidayiCurrency Options  Express Pavment Vendor Banks  Late Charge Messages Drafis ElEl
Comments
Payee

*Remit to: 10000011232 Q.5 OFFICE MAX - ABQISE COMPANY
PO Box 101705 Mare AddrLines .
Location: [V |Q *Addr| 1/Q  syanta a4 30392-1705

Payment Method Payment Details Payment Options
*Bank: m(}_ Gross Amt: *Action: Schedule
*Account [DISE |Q Discount: Pay:
: Check Net Due: Reference: | |

DQ N
*Handling: Discount Due: Paymt Date: |:|

“Netting: q Dig€ount Denied
Hold Payment Scheduled Due: [
Hold Reason: |:|Q Acctgbate:
Schedule ID: N
Separate Payment [ \

B Save | =]  Motify | % Refresh \ =

= add | /@ Updatelisplay

Invoice Information | UHES Data Line | Payments | Voucher Attributes | Accounting Information | Documents | Approval Log

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