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Work Instruction

Web Voucher - Multiple Invoices on a Single Web Voucher

Purpose
Use this quick reference for an overview of processing multiple invoices on a single web
voucher.

Prerequisites

¢ You have all the documentation needed to create a web voucher.
e You have a Web Voucher logon ID and password.
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Processing Multiple-Invoice Vouchers
WV Vendor Payment

a http://adapts1.harvard.edu:8000/ pls/finprod/oraclemypage.home - Microsoft Internet Explorer - ||:||i|

J Address I@ http:ffadaptsl,.harvard, edu: 80007 pls/finprod/oraclemypage, home j @GD

JEiIe Edit Wiew Favaotites Tools  Help

J SBack + = - @ 7t | @Search [ Favarites B2

Welcome Harvard, John [ ? 3 ; PRIACLE
! I\p jicatrions
hain Menu
Py Main Menu 2) Notifications
W Reimbursement

@ Create Weh VYoucher
@ Create Credit Memo
Copy Weh VYoucher
@ Edit Saved Web Youcher
Invoice Search
@ Open Requisitionsfouchers
@ Requisition/oucher History
@ Reprint Weh Youcher
@ WV User Search
@ Supplier Search
@ Cancel Approved Weh Youcher

|@ Cancel Approved Wehb Voucher ’_ ’_ ’_ |° Internet i

W\ User Preferences

1. Use this process to create a multiple-invoice web voucher to pay a company or individual
outside the University. Start the task using the menu path WV Main Menu = Create Web

Voucher.

2. The following conditions must be met to process multiple invoices on a single web voucher:

& If you cannot meet all of the following conditions, you must process your invoices
individually using a separate web voucher for each invoice.

If Go To

1. Special handling of invoices is not necessary (multiple-invoice Step 2
web vouchers cannot be used for Non Standard Check
Processing, Enclosures, Credits or Wires)

2. You have multiple invoices to the same vendor at the same Step 3
remit-to site
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3.  You need to process up to a maximum of 10 invoices from the Step 4
same vendor
4, You do not need to spilt code the charges on any of these You can use this
invoices (only one line of account coding per invoice). process
3. Processing a multiple-invoice voucher is a complicated process for Accounts Payable. Please

prepare such web vouchers exactly as outlined in the checklist of tasks below.

& Packages that do not meet these requirements will be returned to the preparer, which
may delay payment.

m| The package does not include invoices to be processed as Non Standard Checks,
Enclosures, Credits, or Wires.

Make sure that all invoices are for the same supplier at the same remit-to address.
Process a maximum of 10 invoices.

Each invoice is being charged to a single line of account coding. No split-coding.
Write the web voucher number on the top right-hand corner of each invoice.
Attach the web voucher confirmation screen printout to the invoices.

Organize the invoices in the order they appear on the confirmation screen.

O OO0 O o g

Submit the completed package to your approver for review and approval.
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Web Voucher — Multiple-Invoice Web Voucher

a http:/fadapts1.harvard.edu:8800,/pls/trainmtr/OracleApps.RF?F=67296126 - Microsoft Internet Explorer ;IEILI

Fle Edt Wew Favorites Tools Help
$Back ~ = - (D i | @ search [GFavorites (FMedia ¢4 | B-SEH% 29 |Links »

Address I@ http:/iadapts1.harvard, edu: 3800/ pls/trainmtr fOracleApps. RFPF=67296126

[ Weicome Mamone, Robert A. [ —:, 4

Transaction Type Weh Voucher

Weh Voucher Humber 1193744

Supplier [STAPLES EUSINESS ADVANTA .|

Supplier Site IHARTFO RD

Invoice Total I‘I 24416

Approver |Hamard, John J
Hote to Approver I
Reguestar |Mam0ne, Fober A J
Check Description |Vari0us office and computer supplies from Staples J
Line]  Descriptionon DetLising | Amownt | T | Ore | Obieet | Fua | sctio [suactis]  Roet | cony o]
1| [ima23675 3r29/03 ‘|3s1.1 ‘lﬁ]ﬂ ‘|55254 ‘|5540 ‘|0000m ‘|?suuna ‘|0000 ‘|00000 - ‘|1 J‘ N
2 | fir#45009 4/12/03 ‘|348.88 ‘|610 ‘|55254 ‘|5550 ‘|nnnnm ‘|?sunua ‘|nnnu ‘|nnnnn J ‘h J‘ J
3 | [im#58943 352503 ‘|514.1s ‘lﬁ]ﬂ ‘|55254 ‘|5540 ‘|0000m ‘|?suuna ‘|0000 ‘|00000 - ‘|1 J‘ N

SubmitYoucher MNow Complete “Youcher Later Delete Woucher

|&] pore ,7 ,7 ,7 |4 mnternet v

4. As required, complete or review the following fields for multiple-invoice web vouchers:

Field Name R/O/C Description

Supplier R Supplier must be the same for all invoices

Supplier Site R This will fill in automatically based on which supplier you
select. This site must be the same for all invoices

Invoice Total R Equals the sum of all invoices being paid

Approver R No one is allowed to be both a preparer and approver for web
vouchers of $5,000 or above

Note to Approver O |An optional field for you to send a message to your approver

Requestor R Defaults to the preparer

Check Description 0] The first 30 characters of this field will be printed as a note on

the vendor payment
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Field Name R/O/C Description

Description R |A description of the goods or services purchased. The
information entered in this field will appear in Detailed Listing
reports.
Note: Limited to 10 lines (a maximum of 10 invoices per web
voucher).

Amount R The total of all lines should equal the amount entered in the
Invoice Total field

Account Coding R |Account coding associated with the expense
Note: No split-coding; only one line of coding for each invoice.
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