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Voucher Spreadsheet Upload 1.0

Supplemental Job Aid

Date: 07/11/2014 
[bookmark: _GoBack]
Target Audience: Department AP Processor

Purpose: This Supplemental Job Aid provides the instructions for preparing a spreadsheet to upload and build vouchers in FI$Cal.

Preparing the Voucher Spreadsheet for Upload
In this example, we have multiple vouchers that need to be created in FI$Cal. The user will enter appropriate voucher information on an Excel Spreadsheet designed to upload voucher details directly into FI$Cal. 
Please Note: The Voucher Build batch process will need to run after the spreadsheet upload process is complete in order to create the identified vouchers in FI$Cal.
Step 1: Locate the spreadsheet on the user workstation for uploading vouchers
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Step 2: Click and open the spreadsheet
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Step 3: Populate each row of the spreadsheet with the identified voucher information. The following provides a brief description of the corresponding values:
· Business Unit – Department Business Unit
· Invoice Number – Invoice ID
· Invoice Date – Date of Invoice
· Vendor ID – Vendor number in FI$Cal
· Address Sequence Number – Choose the number corresponding to the vendor remit to address
· Gross Invoice Amount – Total amount of the voucher
· Tax Exempt Flag (Y/N) – Indicates whether voucher is tax-exempt
· Sales Tax Amount – Amount of sales tax on the invoice
· Freight Amount – Amount of freight charge on the invoice
· Misc. Amount – Amount of miscellaneous charges on the invoice
· Payment Terms ID – The pay terms code of the voucher
· Auto Apply Prepayment (Y/N) – Indicates whether the voucher will be automatically applied to offset a prepaid voucher, if one exists, for the indicated vendor
· More Information – Field for comments on the voucher
· Payment Terms Basis Date – Voucher basis date
· Voucher Line Number – Invoice line number
· Description – Invoice line description
· Merchandise Amt (Column DF) – Invoice line amount
· Quantity Vouchered – Invoice line quantity
· Unit of Measure – Invoice line unit of measure
· Unit Price – Invoice line unit price
· Distribution Line – Distribution line number
· Merchandise Amt (Column GV) – Distribution line amount
· Open Item Key – Open Item value related to the employee vendor
· Pymnt Count – Payment number on the voucher
· Message – Field for comments on the payment to print on the check remittance advice
· Payment Gross Amount – Voucher gross amount

Step 5: Once finished entering the identified voucher information, click the Generate XML and Post button






Step 6: Enter the User ID and Password login credentials and click OK









Step 7: Provide a location and unique File name and click the Save button. This will save an XML file containing voucher information for the system to upload and for the user to archive voucher information.
Note: Use a different file name each time to avoid system confusion and conflicts when uploading vouchers using a Spreadsheet.  







Step 8: Upon uploaded, the following message will display. Click the OK button.








You have successfully prepared a spreadsheet to upload and build vouchers in FI$Cal.
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