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CAPPS Desk Aid

Voucher Entry for ProCard

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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Voucher Entry for ProCard

This Desk Aid provides information regarding each step needed to successfully enter, edit, budget check and
submit an approval of a ProCard Voucher.

Voucher Entry — ProCard Voucher

1. Select the Accounts Payable dashboard.

2. Select the Vouchers tile.

Accounts Paysbie =

The screen opens/defaults to the Regular Entry section on the Add a New Value screen.

3. Select ProCard Voucher from Voucher Style drop-down.

Vouchers

Eind an Existing Value | Add a New Value

Regular Entry |
Match Workbench

*Voucher ID: NEXT
AP Accounting Entries

*Voucher Style: \ Procard Voucher
Delete Voucher

Supplier Name [ Q
UnPost Voucher

Short Supplier Name: I <
Voucher Search

Supplier ID: . <
Voucher Inquiry

Supplier Location [ a
Budgets Overview

Address Sequence Number. 1Q
Voucher Document Status

Invoice Number [ ]

™ EDI Vouchers v
Invoice Date 09/18/2023  [i57)

it Control Groups v

I Gross Invoice Amount t 0.00 I

Freight Amount 0.00

Misc Charge Amount: 0.00

Many of the fields autopopulate with values from the Statewide Systems Codes table configuration for
ProCard (configured at the agency level), such as the:

e SUPPLIER NAME field, SHORT SUPPLIER NAME field,and SUPPLIER ID field
e SUPPLIER LOCATION field

e ADDRESS SEQUENCE NUMBER field

e INVOICE NUMBER field

e INVOICE DATE field

4. Enter the GROSS INVOICE AMOUNT field.
5. Select Add.
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Select the Invoice Information tab.

Verify the values in the ACCOUNT ING DATE and PAYMENT TYPE fields.

£ Process List Vouchers
Vouchers (
Invoice Information Payments Youcher Attributes
Regular Entry |
Business Unit Invoice No | 8800107367 Invoice Total

Match Workbench —

Voucher ID  NEXT Accounting Date |09/18/2023 =] Line Total 0.00
AP Accounting Entries Voucher Style  Procard Voucher NET30 Q = “Currency uso @

*Pay Terms NET30 -
Delote Voucher Invoice Date |09/18/2023 {)  Basis Date Type InvDate Miscalisnecus =
Invoice Received £ Freight
UnPost Voucher
CITIBANK  CITIBANKN A Total 0.00

Voucher Search NA 1135266470 Q Q Difference 0.00

Supplier 1D 7 Control Group

i 1
Voucher inquiry ShortName | CITIBANKN-001  Q
D Location 045 Q
Budgets Overview
*Address 1 Q Incomplete Voucher
TIN Check
Voucher Document Status S —
Payment Type: USAS Proc Stat: Y
I EDI Vouchers 2
USAS Doc# USAS Proc Dt: Orig Pmt. Date:
3 Control Groups v
Draft Voucher Print
Save Save For Later Action v Run Calculate Print
¥ Copy From Source Document
Copy P v
T Q Q opy PO None
PO Number Copy From

Select Copy from Source Document to expand.

Select Purchase Order Only from the Copy From drop-down menu.

~ Copy From Source Document

Q
PO Number

PO Unit

Copy PO

Copy From

10. Select GO. The Copy Worksheet screen displays.

11.

Copy Worksheet

Regular Entry

Match Workbench
* PO Lookup Criterla

Max Rows Search

Voucher Documaont Status
EB EDI Vouchers v

3 Control Groups v

Business Unit 10400  Feturn 1o Invoice

AP Accounting Entries

PO Business Unit 10400 Q
Lo OREE PO Number From 23-0130 Q
UnPost Vioucher PO Line Number From Q
Voucher No Date ~

Search *PO Date Option

Vouehr Inquiry » Additional Search Criteria
Budgets Overview

Enter appropriate values in the PO BUSINESS UNIT and PO NUMBER FROM fields.

Vouchers

Voucher NEXT

Resal View Matched Cancelled Only
Legislative Budget Board
PO Number To Q
PO Line Number To Q
PO Date =l

Copy Entire Docurnent

12.

Select Search. A Select PO Lines subsection displays.
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13. Scroll to the right to select View All lines.

14. Select the checkboxes for the lines you want copied into the voucher.

€ Accounts Pagabie Vouchers
No Date - PO Date )
*PO Date Option
» Additional Search Criteria
Max Rows Copy Selected Lines
Select PO Lines Q View A
POUNIL 10400 PO Humbes
D Supplier D 1135266470 CITIBANK NA PO Date 8 ]
v
Select PO Lines
m|Qa
Main Information | Convact iformation | UPN Information
Line Schedule Quantity Merchandise an
Select  Unit Price Samner | hem 10 Description ot vom o Currency PO Gty UOMPO PO Price s
L] 173.00000 1 1 40000 DAY 6200 USO 40000 DAY 173.00000
B 33.55000 2 1 40000 DAY 13420 USD 40000 DAY 3355000
# sesan eselect A PO Line Count 2

15. Select Copy Selected Lines.
16. Navigate to the Invoice Lines section.

17. Enter values in the INVOICE RECEIPT DATE, SERVICE DATE AND REQUESTED PAYMENT
DATE fields for all Invoice Lines.

pec a UBAS Requaition ® IS4 Proc Siat URAS Proe O UBAS Pimi Due O %
v Receipt Ot oonazon BN Sarvice Dase 0182023 BT Gecter Date: = Raqsied Pmt Date: oz [
Contrnct a o Rasson Gode

Note: To view all Invoice Lines, move the bottom horizontal scroll bar to the right and select View All
Invoice Lines. Entry in the REQUESTED PAYMENT DATE field is optional.

18. Enter a value in the INVOICE DATE field.

Invoice Lines
Une 1 SpeadGhen a Purchase Order
sl b N shipTo LBE a —
e Q Description Hotel Force Price
" 0000 R
Cuantly |4 Paching Sip
uoM DAY Q
Unit Price 17300000
Line Amount
pec H Q USAS Requisition "N USAS Proc Stat y USASPrecOt USAS Pt Due Date 10182023
v Raceipt Dt o202y [ Service Date: 0182023 B2 Order Date: 5 Reqstea Pme Date: a8y i
Contract ID a Interest Control - Reason Code -
nvoice Desc ription
—— B80010TIET =
|5hor!\hm<w Name a Ret Suppiier IO Supplier Location Q

19. If the REF SUPPLIER IDis blank, use the look up/magnifying glass icon and choose the supplier from

the menu choices.
Note: Once the REF SUPPLIER IDis populated, the SHORT VENDOR NAME and LOCATION
fields auto-populate. The LOCATION field’s default value can be changed to the appropriate value if
the supplier has multiple locations.
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Note: If the PO associated with the voucher was sourced from a requisition that had a Supplier ID on
the requisition line, then the Ref Supplier ID from the requisition line is copied into the voucher line.
Otherwise, the Ref Supplier ID will be blank on the voucher line if the purchase order was not sourced
from a requisition that has a Supplier ID populated on the requisition line.

Look Up Ref Supplier ID

Supplier SetiD: 10400

Supplier 1D: begins with

Short Supplier Name:  contains  ~  CITIBANK

Search Clear Cancel

Search Results

Basic Lockup

Wiew 100
Supplier ID Short Supplier Name Supplier Name Additional Name Our Customer Number

1135266470 CITIBANK N-001 CITIBANK NA  (blank) (blank)

Old Supplier ID

{blank)

20. Navigate to Voucher Attributes tab.

£ Accounts Payable

Vo

C——

Involce No 800107367

Imvoice Information [Bayments ‘Voucher Attributes.

Business Unit

uchers

involce Date  09/18/2023 &l Action v
[ —
Voucher Style  Procard Voucher Incomepiete Voucher
Total  826.20
Voucher Processing Tax Group
B Post Voucher Close Voucher Tax Group
Revalue Voucher Dalete Voucher
Tax Pymnt Type
Accounting Instructions Transaction Currency
' Accountat | Gross ~  “Template PROCARD @ | usas Transaction Coder oo, “Source | Tables ~
“Currency USD
Match Action Rate Type CRRNT
Mateh Due Date =) gty TP B Matched v Exchange Rate 1.00000000
Match Action Comments
Match Action History Pay UnMatched
Workflow Approval Letter of Credit
*Anoroval Bul > ucio Q  ¥hctons|

Note: The Accounting Entry Template has an assigned value of Procard that
is equivalent to USAS T-code 264.
CAPPS automatically generates a 905 T-code line when the voucher is
processed by the CAPPS to USAS Outbound process.

21. Save the voucher and make note of the Voucher ID that is assigned.

Optional Steps

On the Invoice Information tab:

1.

Select Match, Doc Tol, Bdgt from the drop-down menu for ACTION.

Action

v Run

2. Select Run.
3. Select the refresh icon to determine when the process has completed.

Action

Match, Doc Tol, Bdgt
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4. Once the processes are completed, select the Summary tab and verify the voucher's BUDGET STATUS,
MATCHING STATUS, and DOC TOL STATUS values are accurate.

£ Accounts Payable Vouchers

. Vouchers
Related D Invoice Pay Youcher Attributes. Error Summary
Regular Entry
Business Unit Invoice Date  09/18/2023
Match Workbench Voucher ID Invoice No 8800107367
Voucher Style ocar Invoice Total 826.20 uso
AP Accounting Enkies Location Name ~ CITIBANK NA
COMMERCIAL CARD SETTLEMENT ACTIVITY
Delete Voucher PROCUREMENT CARD PAYMENTS
PO BOX 78025
UnPost Voucher PHOENIX, AZ 85062-8025 -
Entry Status  postable ay Terms  NET30
Voucher Search Mekch S8 W : Voucher Source  Online
) Approval Status  Approved Origin 0
Voucher Inquit
ey POStSIONS | creg USAS Sent Date
USAS Process Status | Y
Budgets Overview
USAS Processing Date
Doc Tol Status  Valid
Voucher Document Status Created On
us Budget Status  Vaid 09/18/2023 3:53PM
F= EDI Vouchers v Created By 00010122489
Last Update 09/18/2023 5:08PM
3% Control Groups v Budget Misc Status  Vald o =
ified By
“View Related  Payment Inquiry v Go 00010122489
ERS Type Not Applicable
Close Status  Open
Save Retum to Search Notify Refresh Add Update/Display
Summary Related Documents | _Invoice Information | Pavments | Voucher Attributes | Error Summary

5. Select the Invoice Information tab and Select Submit Approval if voucher approval has been enabled
for your agency.

Draft Voucher Print

v Run Calculate Print Submit Approval

Note: Depending on the agency configuration, ProCard Vouchers might be pre-approved, thereby not
requiring this step.

6. Enter applicable approval comments in ADDITIONAL DETAILS field, if necessary.

I Approval Comments

Help
Business Unit 1
Voucher ID (.
-
Additional Details ) 2

254 characters remaining
b | OK | Cancel Refresh

7. Select OK.

You have successfully completed the Procard Voucher Entry!
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Revision History

Date Description of Change Changed By
Oct. 31, 2023 Revised and updated to new template. C. Vyas
Dec. 8, 2025 Converted to the template with the new CAPPS branding logo/colors. N/A
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