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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)

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:

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

Select Regular Entry.

NavBar: Menu L13]

1.

Menu > Financials > Accounts Payable >

C Vouchers

Recently Visited
Add/Update

O E Regular Entry
Favorites
E Voucher Search

T E Quick Invoice Entry

Menu

E Summary Invoice Entry
=

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

Voucher

Add a New Value

“Business Unit:

*Voucher ID: NEXT

“Voucher Style: Multi-Viender Reversal I

Supplier Name:
Short Supplier Name: Q
Supplier 1D qQ

Supplier Location Q

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.

Regular Entry

Invoice Information Payments Voucher Attributes
Business Unit 45500 Invoice No | 0123456789-R
Voucher ID  NEXT Accounting Date |03/24/2026
Voucher Style Multi-Vendor Reversal i NET30 Q| =
NET30
Invoice Date |03/24/2026 Basis Daf Type  Inv Date
Invoice Received 032412026
US BANK LIS BANIC NATIONAL ASSOCUATION
NATIONAL 1310841368 Q Q
ASSQCIATION
Supplier ID 6 Control Group

ShortName |US BANK NA-002 Q
Location |009
*Address |1

Incomplete Voucher

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

8. Enter the VOUCHER ID.

PaymentType: (D Q USAS Proc Stat: Y
USAS Doc# USAS Proc Dt Orig Pmt. Date:
| Save ] | Save For Later ] Action v

| v Copy From Source Document l

{ Save ] [ Save For Later ]

Notty | [ Reresn |
Invoice Inform

matio

| Payments | Voucher Attributes

[ omnv
—=H

Run

unchecked.

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

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.

Regular Entry
Business unit Invoice No | D123456780-R
Voucher I Invoice Date | 0A/24/2026 ] Action

NEXT

Vauener Style  Mut-Vendor Raversal Incompiete Voucner

Voucher Processing

Post Voucher Glose Voucher
Revalue Voucher Delete Voucher
| Adjust Mich Values Encumbrance

Acgounting Instructions

Tax Group
Tax Group

Tax Pymnt Type

Transaction Gurrency
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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.

Regular Entry
Mmm R
Business Unit Involce No | 0123456763-R Invoioe Total
Vouchar (0 NEXT Accounting Date | DaAR0Z6 E] R
Voucher Style  Mult-Vensar Reversal . NETI alm *Cumency
Fay Terms HET30 -
nvolce Date |03/24/2026 [| Basispate Type nvDate Miscelianeous .
invaice Received (037242026 ] Freight
US BANK US BANK NATIONAL ASSOCIATION ot
NATIONAL a .
ASSOCIATION Control Group pifference v
Supplier 10 1310541368 [l
ShortName LS BANK NADO2
Locatian |®?
“Address |1 Q

Incomplete Voucher
TINS Chisck

Payment Type: [MAN QI USAS Proc Stat: ¥
Drat Vaucher Print
USAS Dock / USAS Proc Di: orig Pt Date:

[ Save Save For Later

Ation < Run cacima | | Pring

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.

[ts | invoice Information | Payments  Voucher Attibutes  Ewor Summary
Invoice No | (23456789-R wolce Total
91 Accounting Date | 03:24/2028 B Line Totd
Jendor Reversal . NET30 Q| m *Gurrene;
Pay Terms NETSD
026 [£]| Basis Date Type Inv Date Miscellaneou
026 1] Freigh|
< NATIONAL ASSOGIATION ot
Q
Control Group Differenc
1366 6
K NA-DO2
a
Q
[ TINS Check ]
USAS Proc Stat: N
USAS Proc Dt: Orig Pmt.
Date.
| Action | Match, Dog Tol, Bdgt - Run ][

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 Regti Ty

approve after budget checking. e —— i
Once approved, the voucher s
needs to be posted and a journal i R

PROCUREMENT CARD PAYMENTS

800 NICOLLET MALL

is generated. ooy

MINNEAPOLIS, MN $5402-0000
4% Postable

USAS Pr
USAS Pro
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24. Select Voucher Post in the ACTION drop-down menu.

Invoice Information Payments

Invoice No |0123456789-R
Accounting Date |03/24/2026
Reversal “Pay Terms NET30

Basis Date Type  Inv Date

[TIONAL ASSOCIATION

6
=002
TINS Check
Proc N
Proc Dt: Orig Pmt.

Date.

2| |E

Error Summary Appro|
Invoice Total

Line|

“Cur

Miscellan

F

Diffe

I Action | Vieucher Post

25. Select Run.

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

27. Select Run.
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Revision History

Date Description of Change Changed By

May 4, 2026 Initial release. K. Parker
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