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JOURNAL VOUCHER REQUEST

Overview

A Journal Voucher Request is used to modify the SpeedType to which a purchase was charged. This may be needed when a
purchase was erroneously charged to the incorrect SpeedType, or when funds have recently become available in a SpeedType more
suitable for the purchase. This modification can only be requested after the payment has been made, and must be completed before
the end of the fiscal year.

In order to create a Journal Voucher Request, you must know the voucher ID. There are several resources in PeopleSoft that
provide this information: the AM 90/91 Report, the PO Detail Report (both found under Financial Reports), or the PO Activity
Summary (found under User Inquiry).

The result of a Journal Voucher Request which has been approved and posted will appear as a line item on the AM 90/91 report. In
addition, the Summary page within PO Voucher contains a notation referencing the GL Journal ID and the date it was posted.

The Journal Voucher Request module in PeopleSoft is only used for KUMED vouchers. To modify funding for RINST vouchers, use
the RINST Expense Reallocation Request form on the Research Institute web site.
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DISPLAYING THE NAVIGATION ICONS

Navigation

Employee-facing registry content - Windows Internet Explorer

o

v |@, http:ffmerabbit. kumc. edu: 7010/psp/f&%cp L /EMPLOYEE JERPhy tab=DEFALLT

FPersonalize Content | Layout

Menu
Search:

@

[» My Favaorites

[- KUMC

[» Supplier Contracts

[> Vendors

[» Purchasing

[» eProcurement

[ Services Procurement

[+ Project Costing

[> Accounts Payable

[+ Commitment Control

[» SCM Integrations

[ Set Up Financials/Supply Chain
[+ Enterprise Components

[ WOTKIIS < —
[» Tree Manager

[» Reporting Tools

[- PeopleTools

— My Personalizations

— Wy Dictionary

ﬁ ﬁ [@Empluyee-ﬁicing registry content

ORACLE

I

ORACLE
[T ]

Search:

[= My Favorites

[» Vendors

> Purchasing

[» eProcurement

[» Bervices Procurement

> Project Costing

> Accounts Payable

[» Commitment Control

(> SCM Integrations

[ Set Up Financials/Supply
Chain

[ Enterprise Components

~ Worklist

— Mavigator

® Worklist
& KUMC Maintain worklist settings and monitor workiist.

[> Supplier Contracts = Worklist
E Review & worklist.

[+ Tree Manager

[ Reporting Tools

I PeopleTools

— My Personalizations
— My Dictionary

= Worklist Details =
ﬁ Review workiist details. Momate

1. Click Worklist in the menu.

Worklist

2. Click Navigator icon or menu item.
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JOURNAL VOUCHER ENTRY

Navigation

KUMED Processes

= e

Billing & Receiving

=

Central Office

E 1. Click Journal Voucher Request icon.

DB Journal Voucher Request

%

Requisition & Receiving Software Compliance Travel

Q% 2. Click Journal Voucher Request icon.
Journal Voucher Request
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JOURNAL VOUCHER ENTRY

Navigation (continued)

¥ —

Journal Voucher Request

v

Journal Voucher Inguire

3. Click Journal Voucher Request icon.

Journal Voucher Request

/ Eind an Existing Value | Add a New Value

Business Unit:

[Kuveg]
Voucher ID: I:IQ
e ]

Journal 1Dx 4. Enter Voucher ID.

5. Click|  ~dd 4
Add

Find an Existing Value | Add a Mew Value

# Step 5 If a journal voucher request is pending for the voucher ID
entered, a message box appears stating that a new one cannot be
requested. Also, a message box will appear if previous voucher
requests have been processed for the voucher ID entered.
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JOURNAL VOUCHER ENTRY

Enter Data

[ Journal Voucher Request {_Journal Voucher Approval |,

Unitt KUMED Voucher: 00240217 Journal: l:l Lines: 2 Request Status:  In Process
Requester: PSHETTLEROE Phone: Dept:

\Voucher Information ind |ViewAll  First 1 1 or2 B Last (1]

Line PO HNo. Amount Description

. | |

(Current Transaction Find | View All

Line  amount Account  Fund Dept Program Budget Ref
T | | | [zzo0 ] | | |

*SpeedType Project

Line  *Amount Account  Fund Dept Program Budget Ref
T 25000 | | [os03 ] | | [sese] | |

HE

=+ Amount Changed ***
*SpeedType Project =+ SpeedType Changed **

[aPPE02OT [ | Find Changed Lines

# Step 1 On a multiple line voucher, use the Voucher Information
navigation bar @ to display the line to modify. If an individual line
was originally split funded, use the Current Transaction navigation
bar @ to display the line to modify.

If a journal voucher change was previously processed for the
voucher, the Current Transaction section displays the changes
that have been completed and posted.

Step 4 To insert a row, press + , Use the Corrected
Transaction navigation bar © to move from line to line.

In Current Transaction section, display transaction line to
be modified. Use navigation bars if necessary.

In Corrected Transaction section, enter Amount (if
necessary).

In Corrected Transaction section, enter SpeedType.
Do you wish to split fund the line?
If no, go to step 5.

If yes, insert a row and return to step 2.

Do you wish to modify another line of the Voucher?
If no, go to step 6.
If yes, return to step 1.

Click Journal Voucher Approval tab.
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JOURNAL VOUCHER ENTRY

Submit for Approval

{Juumal\fuucherRequest ! Jouma\VoucherApproval\'

Journat \ET___|

unit:  KUMED  Veoucher: 00240217

Lines: 1

Approval Status:  Initial

*Reason:

Approvals

- [ Submit for Approval

Grant Accounting

Approve Deny Recycle

Comments: ‘

Control & Reporting

Approve  Deny  Recycle

[[] combine With Other Vouchers

Date:

Comments: ‘

B save

Eeadd | Updatel|

# Step 1 Reason is a required field.

# Step 3 An email is sent to Control and Reporting staff, who will

process the request.

Complete the Reason field.
Click Submit for Approval check box.
& save | s

Click KU_PROCESSES to return to navigation icons.

Click
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JOURNAL VOUCHER INQUIRY

Navigation

KUMED Processes

= e

Billing & Receiving

=

Central Office

E 1. Click Journal Voucher Request icon.

DB Journal Voucher Request

%

Requisition & Receiving Software Compliance Travel

Q% 2. Click Journal Voucher Request icon.
Journal Voucher Request
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JOURNAL VOUCHER INQUIRY

Navigation (continued)

U

Journal Voucher Request

v

Journal Voucher Inguire

3. Click Journal Voucher Inquire icon.

Journal Voucher Request
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value ' Add a New Value

Business Umt:| begins with V”KUMED |Q 4. Select KUMED in Business Unit field.

Voucher ID: |begins with v|| |Q 5. Enter Voucher ID or Journal ID.

Journal 1D: |begins with V|| |

6. Click| Search

Search ‘ Clear ‘ Basic Search Save Search Criteria

Find an Existing Value | Add a New Value
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JOURNAL VOUCHER INQUIRY

View Data 0

P Ve et Vo Ao\ 1. PeopleSoft displays the Journal Voucher Request.

Unit: KUMED Voucher: 00240049 Journal:l:l Lines: 1 Approval Status:  Approved ApprOVaI Status fleld dlSpIayS elther Pendlng or
*Reason: ‘ Approved. o

When a journal voucher request has been approved, the
Control & Reporting section will be completed with the
Grant Accounting
Aoprove ODeny ORecycle Name: Not Applicable Date: 041052007 Name _of the approver and the Date approved. (2]
Following approval, Control and Reporting staff posts the
change in the system.

Approvals Submit for Approva

Commentis:

D Combine With Other Vouchers

Control & Reporting Requester will receive an email when the change has been

Approve Deny Recycle Name: DavenportSean J —» Date: 04/05/2007
) | posted to the PeopleSoft system.

Comments: |

Click Journal Voucher Request tab to review modified
B save | 2\ Return to Search | 1] Previous in List ‘ 1 Next in List | B} Add lines. ©

{ Journal Voucher Request {_Journal Voucher Approval

Unit: KUMED Voucher: 00240043 Journal: I:I Lines: 1 Reguest Status:  In Process
Requester: SDAVENPO Phone: Dept:

Voucher Information ind | View Al First (4] 1 or1 [M] Last
Amount Description

Current Transaction Find | View All First ] 10f1 [+ Last = 3
4. Click| Find Changed Lines |o quickly display lines with

Line  «pmount Account Fund Dept Program Budget Ref

1 | | | | [et0] | | changes.

*SpeedType Project

| | 5. Click KU_PROCESSES tg return to navigation icons.

Corrected Transaction Find | View All First " 10f1 "/ Last
Line *Amount Account  Fund Dept Program Budget Ref

v [ozo ] [0z ] [poror | [sisen] [oos ] =

*SpeedType Project *** 3peedType Changed ***

| —

& save | L4 Return to Search | +E Previous in List | +E] Next in Ligt [Er Add

8.9 Version 1.0 KUMC Confidential Page 11 of 17
September 2008




JOURNAL VOUCHER REQUEST THROUGH PO VOUCHER

The process of requesting a Journal Voucher entry can also be started from the PO Voucher panels.

Navigation

o

Billing & Receiving

=

Central Office

e

i)

Requisition & Receiving

KUMED Processes

= T

Buigeis BPC

€ o0

Financial Reports

= ue

Journal Voucher Request Manage Assets

2 i)

Software Compliance Travel

o

User Inguiry

%

Y

AP Transaction Detail

g

Lookup hiveice or PO

g

%

PO Voucher

L%

Journal Entry Transactions

View Original Invoice or Purchase

Order in Stellent IBPM

&

g

Req/P O Cross Reference

1. Click User Inquiry icon.

2. Click User Inquiry icon.

3. Click PO Voucher icon.
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JOURNAL VOUCHER REQUEST THROUGH PO VOUCHER

Display Voucher

Voucher
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value

Business Unit:

[= v [kumED

o

[

|
A |

| |

e

| |

o |

Voucher Dz | hegins with

Invoice Humber: | hegins with

Short Vendor Name:| kregins with

Vendor ID: | begins with v |

Name 1: |begins with

Voucher 5Style: =
Related Voucher:

beqgins with ||

Entry Status: “

Voucher Source: w

8 |

Approval Status: |
[case sensitive

Search | Clear | Basic Search Save Search Criteria

Summary | Invoice Information j Payments § KU Panel

Unit  KUMED  Invoice: 206713 Vendor: Underground Vaults & Storage

Vchr: 00288606 Date: 04/30/2008 Batch# 105 BatchDt: 05/23/2008 D¢ 0000007481 Pay Group:

Intfc Date: 05/23/08 §:424M Warrant# 001206018 Date: 05/23/2008 IntFund Dt:

Submit Journal Voucher Request |

Contract # per Line

Line Number Contract #

First (1] 1 or 1 [M] Last

1. Select KUMED in Business Unit field.
2. Enter Voucher ID.

3. Click| Search

PeopleSoft displays the KU Panel tab of the PO Voucher
pages.

Click | Submit Journal Voucher Request

A second PeopleSoft window will open in a new browser
window or tab.
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JOURNAL VOUCHER REQUEST THROUGH PO VOUCHER

Create Request

Journal Voucher Request

/ Eind an Existing Value | Add a New Value |

Business Unit:l:l
Voucher ID: 00240049 | Q)
Journal ID: I:I

Add

{ Journal Voucher Request _Journal Vaucher Approval

Unit KUMED Voucher: 00240049 Journal: I:l Lines: 1 Request Status:  In Process
Requester: SDAVENPO Phone:

[Voucher Information i 4| First [4] 1 o1 [ Last
Line PO No. Amount Description

1 |

(Current Transaction Find | View All First 1] 1 0f1 [+ Last

Line  «pmount Account Fund Dept Program Budget Ref
L || | [osoa | | | [Fn0] | \
*SpeedType Project
Corrected Transaction Find|ViewAll  First " 1of1 " Last
Line  *Amount Account  Fund Dept Program  Budget Ref

T | oo ] [z [eion] [5ieso] | | —

*SpeedType Project *** SpeedType Changed ***

| Find Changed Lines

B zave ‘ &4 Return to Search | +[] Previous in List ‘ 4] Mext in List [E¥ Add

Modify transaction as directed under Journal Voucher Entry
section of this manual.

When complete, close the second PeopleSoft window.

In the original PeopleSoft window, click KLU_PROCESSES
to return to navigation icons.
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PO VOUCHER AFTER JOURNAL VOUCHER PROCESSED

The result of a Journal Voucher Request which has been approved and posted will appear as a notation on the Summary page within PO
Voucher. The notation includes the GL Journal ID and the date it was posted.

View Data

/Journal Voucher Request | Journal Voucher Approval

Unit: KUMED Voucher: 00247972 Journal:l:l Lines: 1 Approval Status:  Approved

*Reason: ‘

Approvals Submit for Approval

Grant Accounting
Approve ' Deny  Recycle  Mame: NotApplicable Date: 0672312008 This Journal Voucher Request has been approved and posted.

Comments: ‘

Control & Reporting Combine With Other Vouchers

Approve  Deny = Recycle Name: Warren Valerie L < uu— Date: (5/26/2006

Comments: ‘

ave = urn to Searcl =+
2 £\ Return to Search B Add

| Summary {_Invoice Information | Payments j KU Panel

Business Unit: KUMED Invoice Date: 04/29/2006
Voucher ID: 00247972 Invoice Ho: 79047

Voucher Style: Regular Invoice Total: 1,275.00 usD
Contract ID:

Vendor Name: Uhcwest Pest Conrol LG pay Torms: et 0 The Summary page in PO Voucher displays a note at the bottom
7585 W 21t Street North Voucher Source:  Online of the panel (in teal color) to indicate that a Journal Voucher
Wichita, KS 67205 Request was processed. The original purchase order data,

Entry Status: Postable Origin: oNL including the original SpeedType, can be found on the Invoice

Match status: Watched Created: 06/16/2006 Information page of PO Voucher. The user can view the new

Approval status: Approved CreatedBy: KIMEIER SpeedType which was charged by looking up the voucher in

Post Status: Posted Hoafed: feneiz00e Journal Voucher Inquiry.
Modified By: KMEIER

ERS Type: Mot Applicable
Budget Status: Valid Close Status: Open
Budget Misc Status: Walid

I NOTE: Voucher funding modified by JV J2683024 an 2006-06-26 I

View Related Payment Inquiry Go
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APPENDIX

Possible Warning or Error Messages

Display
Windows Internet Explorer

AN

A journal voucher request for voucher 00249999 is currently in process, A new journal voucher regquest cannok be
submitted until the existing request is Finished.

The PeopleCode program executed an Errar stakement, which has produced this message.

Description

Request in process for
selected voucher. Cannot
submit an additional request
until existing request is
completed.

Requester will receive email
when request is completed.

Action

This is an error.

Click

Windows Internet Explorer

States the number of previous
requests, if any, processed for
this voucher.

This is information only.

Click oK

Windows Internet Explorer

B

Journal voucher requests will nok be processed until submitted For approval. Requests are submitted by checking the
'Subrmit for Approval' check bazx, (0,00

Request was saved, but the
box was not checked to submit
for approval.

This is awarning.

Click [ Ok ] .

Click check box to submit.

Bl save

Click

Windows Internet Explorer E|

"j No corrections have been made to the current transaction. Requests cannot be submitted without corrections,
-

The Peopletode program executed an Error statement, which has produced this message,

Request was submitted but no
changes were made to the
amount or SpeedType.

This is an error.

Click [ Ok ] .

Make corrections.

Bl save

Click

Windows Internet Explorer El
A

Carrected transaction For PO line 1, distribution line 1 does nat equal current transaction: Cotrected transaction is
$125 and the current transaction is $145,

The PeopleCode program executed an Error statement, which has produced this message.

Change(s) must equal the
original transaction total.

This is an error.

Click [ Ok ] .

Make corrections.

Bl save

Click
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APPENDIX

Assistance

Using PeopleSoft

Direct questions regarding how to utilize the PeopleSoft panels, how to navigate, and other technical or procedural problems with the
system to PeopleSoft Support at ext. 8-1121.

The office is usually staffed from 7:30 AM to 4:30 PM. In the event no one is available to assist, you may leave your question on the
office Audix voice mail system, and we will return your call.

Journal Voucher Policy
Questions regarding the data or policy should be directed to Valerie Warren in Control and Reporting at ext. 8-5333.
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