
 

CAPPS Desk Aid  

Creating a Multi-Vendor Reversal Voucher (CAPPS only)

Note: This Desk Aid was written to the specifications 
of CAPPS Central agency modules and may not reflect 
the unique process variations implemented by 
individual or non-Central agencies. 
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Creating a Multi-Vendor Reversal Voucher (CAPPS only) 

Overview 

If a direct deposit was used to pay a multi-vendor voucher but was returned to the agency, a CAPPS-only entry is 
necessary in order to reconcile with USAS. 

To reverse a purchase order (PO) multi-vendor voucher and restore the encumbrance, users must manually 
create a multi-vendor reversal voucher. The following are required to complete this transaction:  

• Prerequisite: A PO MVV Voucher that was sent to USAS (USAS process status must equal P).

• Security Role: TX_FIN_AP_ENTER_VOUCHERS

Creating a Multi-Vendor Reversal Voucher 

Navigation 
NavBar: Menu; Financials; Accounts Payable; Vouchers; Add/Update; Regular Entry 

To create a multi-vendor reversal voucher: 

1. Select Regular Entry.

2. Select Multi-Vendor Reversal for the VOUCHER STYLE drop-down menu.

3. Select Add.
The Regular Entry page displays.
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4. Enter the SUPPLIER ID.

5. Enter the INVOICE NO.

6. Enter the INVOICE DATE.

7. Open the Copy From Source Document drop-down menu.

8. Enter the VOUCHER ID.

Note: The Reverse Voucher checkbox is not necessary for this activity and should remain 
unchecked. 

9. Select Copy to Voucher.
The Default Voucher Line Fields page displays.

10. Enter the INV RECEIPT DATE.

11. Enter the SERVICE DATE.

12. Enter the REQUESTED PMT DATE.

13. Select OK.

14. Select the Voucher Attributes tab.
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15. Select a template that will generate a MAN T-code.

Note: For a direct deposit return, use the Accounting Entry Template (AET) with MAN to offset 
against cash (for instance, if the voucher was already paid and processed in USAS). For agency-
initiated cancellations, use the CANCEL AET template. 

16. Select the Invoice Information tab.

17. Enter MAN in the PAYMENT TYPE field.

18. Select Save.

19. Select OK to acknowledge the pop-up window warning message.

20. Select Budget Check in the ACTION drop-down menu.

21. Select Run.
A message displays to confirm waiting for processing to complete.

22. Select Yes in the processing pop-up window.

23. Select OK for the “Warning – Missing USAS DOC Number…” pop-up message.

Note: The agency may need to 
approve after budget checking. 
Once approved, the voucher 
needs to be posted and a journal 
is generated. 
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24. Select Voucher Post in the ACTION drop-down menu. 

 

25. Select Run. 

26. Select Journal Generate in the ACTION drop-down menu. 

27. Select Run. 
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Revision History 
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