	Accounts Payable
	

	Knowledge Check
	



	
	Accounts Payable

	
	Knowledge Check



[bookmark: _0faae8aa-5615-4b3e-a149-005d0e839a7b][bookmark: _Toc453320767][bookmark: _GoBack]Accounts Payable Knowledge Check
[bookmark: _Toc453320768]Agency Number

Question:  The Agency number and the Business Unit in CAPPS are the same. 

Response:  True

[bookmark: _Toc453320769]Deleting a Voucher

Question: Vouchers can be deleted at any time. 

Response:  False – Vouchers can only be deleted before they are posted.  

[bookmark: _Toc453320770]Inactivating a Supplier

Question:  Once a Supplier has been inactivated in CAPPS, Only invoices attached to current POs will be paid. 

Response:  False – Once a Supplier is inactivated no invoices will be paid. 

[bookmark: _Toc453320771]Match Workbench

Question:  The Match Workbench feature in CAPPS is only used to view vouchers that have a matching dispute.

Response:  False - Match Workbench can be used to view vouchers with any match status.

[bookmark: _Toc453320772]Processing Vouchers

Question:  Vouchers must be processed in the following order

Response:  Any order as long as Posting is last.

[bookmark: _Toc453320773]Reversal Vouchers

Question:  Reversal Vouchers are only used to re-instate encumbrances.

Response:  False - Vouchers can also be used to back out incorrect vouchers and reduce the purchase order’s matched quantity or amount to re-open the purchase order.


[bookmark: _Toc453320774]Run Control IDs

Question:  Run Control IDs are used for running processes and reports. What is the maximum number of characters that can be used in a Run Control ID?

Response:  30 characters is the maximum

[bookmark: _Toc453320775]Supplier Conversion

Question:  The Agency's Suppliers will be converted when the Agency goes live on CAPPS. How many years of information will be converted?

Response:  3 Years of information will be converted.

[bookmark: _Toc453320776]USAS Payment Date

Question:  The USAS Payment Date is the same as the Requested Payment Date in CAPPS. 

Response:  False - The Requested Payment date and the USAS Payment are different. The USAS Payment Due Date field will be 30 calendar days after the later of either the Inv Receipt Dt or the Service Date. This does not change even if the Reqsted Pmt. Dt. field is populated.

[bookmark: _Toc453320777]
Voucher Styles

Question:  When do you use certain Vouchers?

Response: 
 
1. Template Vouchers – Used as a model for creating future vouchers. 
2. Single Payment Vouchers – Used for one time payments.
3. Procard Vouchers – Used to pay vendor for any spot purchases made by agency staff.
4. Multi-Vendor Vouchers – Used to pay a vendor at the header level while referencing different vendors at the voucher line level.
5. PO Vouchers with Assets – Used to copy information into a voucher to expedite voucher creation.  
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