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Correcting Voucher Build Errors 2.0
Supplemental Job Aid

Date: 07/20/2016

Revision History
	Date
	Version
	Location
	Update Description

	07/20/2016
	2.0
	Entire Document
	Transferred to new template, 9.2 updated screenshots, and changed ‘vendor’ to ‘supplier’. 




Target Audience: Departmental AP Processor

Purpose: This Supplemental Job Aid provides instructions on how to correct Voucher Build Errors.

Viewing and Correcting Voucher Build Errors:
The Departmental AP Processor will use the Voucher Build Errors page to view existing errors. From there, the Processor will navigate to the Correct Errors page where voucher information can be updated and saved to resolve existing voucher build errors.




Step 1: Navigate to the Voucher Build Error Detail page:
· Navigation: Main Menu  Accounts Payable  Vouchers  Maintain  Voucher Build Error Detail
[image: ]


Step 2: Search for vouchers with Build Errors by entering the appropriate Business Unit and pressing Search.
Select a voucher to view from the Search Results.
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Step 3: Review the listed errors and click the Correct Errors link. 
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Step 4: Update the fields corresponding to the errors identified in the previous step to the correct values.
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Step 5: Change the “Build Status” to “To Build” using the dropdown list.
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[bookmark: _GoBack]Step 6: Click the Line Details button and then click the Save button.
[image: ]

The voucher is saved with updated information and is ready to be built during batch processing.
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One state. One system.




