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Please Note: 

You can find the mailing address for the vendor payment under the Payments tab. 
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1. Navigate to Accounts Payable Vouchers. 

2. Regular Entry. 

3. Enter the voucher fields in green.  

4. Click the Add button save information. 

5. The Invoice Information page will display all 
the    information entered in step number 3. 

6. Select the Comments link to add comments to 
Voucher. 

7. Select the Attachments link to add attach-
ments to the Voucher. 
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8. Select the Basis Date Calculation  link to add  Vouch-
er document dates. 

9. Enter dates: 

a. Invoice Report Date—Date the invoice is      
received by Department  

b. Goods/Service Date—Date goods received or 
service completed  

10. Enter Service Dates  

11. Click the Calculate button to calculate basis date. 

12. Click the Back to Invoice link to return to Invoice       
Information page. 

13. Scroll down to the Invoice Lines section and add a 
SpeedChart and press the tab or enter key. 

14. Enter a Description for the line. 

15. Scroll down to the Distribution Lines  section and    
enter an Account using the magnifying glass to 
search. 

16. Use the “+/-” buttons to add and delete lines and     
repeat steps 13-15. 

17. Click Save button to save your information. 
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18. From the Action dropdown, select Budget Checking to 
budget Check the Voucher . 

19. Click Run button to start the budget checking process. 

20. Click Yes on the pop-up message to continue. 

21. You can click the Preview History link to see a preview 
of workflow before submitting the document. 

22. The Submit Approval button will appear after a success-
ful Budget check.  Click Submit Approval to continue. 

23. The Approval Comments pop-up window will appear,       
click OK to confirm. 
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