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Statewide Management, Accounting and Reporting Tool

	Date Created
	04/21/2017

	Version
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	Last Update
	04/19/2019

	Security
	· Role Security:  Only those individuals with the following roles will have access to delete or close a voucher:
· Agency AP Supervisor (KAP_Agy_AP_Supervisor)
· Agency AP Maintainer (KAP_Agy_AP_Maintainer) (Delete ONLY)
· [bookmark: _GoBack]BU Security:  Business Unit Security is applied. Agencies will only have access to the vouchers associated to their agency business unit.

	Vouchers Eligible to be Deleted Checklist 
(see page 2 to delete a voucher)
	· The voucher must have never been Posted (i.e. there are no accounting entries associated with the voucher). You may look up the status of the accounting entries for a voucher by following the navigation:  
Accounts Payable Homepage > Vouchers > Accounting Entries
or
NavBar: Navigator > Accounts Payable > Review Accounts Payable Info > Vouchers > Accounting Entries
· The voucher must not be matched. If needed, unmatch the voucher on the Match Workbench.
· The finalize PO check box must not be checked on any distribution line in the voucher. If needed,  uncheck the  finalize PO box on the distribution line(s).
· The voucher must not be paid.

	Vouchers Eligible to be Marked for Closure Checklist 
(see page 3 to close a voucher)
	· The voucher must be Posted. View the Post Status on the Summary tab of the voucher.
· The voucher must not be selected for payment. View the Payment Status on the Related Documents tab of the voucher.
· The voucher must not be paid.




	Navigation
	Accounts Payable Homepage > Vouchers > Add/Update > Delete Voucher
or
NavBar:Navigator > Accounts Payable > Vouchers > Add/Update > Delete Voucher

	
1.
	Delete a Voucher

a. Navigate to the voucher you intend to delete. 

Confirm the voucher is eligible to be deleted by going through the checklist on page 1.
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	b. You can also look up your voucher in the Voucher Delete search using the various search options.

If the voucher you intend to delete does not show up  in the search results, it is likely not eligible to be deleted. Review the checklist above.
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	c. Select the voucher you intend to delete and click the ‘Delete’ button.












d. A popup message will appear to confirm the voucher will be deleted. Click the ‘OK’ button to delete the voucher.


e. Another popup message will appear to confirm the voucher has been deleted as well as any budget transactions. Click the ‘OK’ button. 

A deleted voucher will no longer appear when you search for it in Accounts Payable.
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	Navigation
	Accounts Payable Homepage > Vouchers > Add/Update > Close Voucher
or
NavBar: Navigator > Accounts Payable > Vouchers > Add/Update > Close Voucher

	2.
	Close a Voucher

a. Navigate to the voucher you intend to close. 

Confirm the voucher is eligible to be marked for closure by going through the checklist on page 1.





b. You may also look up your voucher in the Voucher Close search using the various search options.

If the voucher you intend to mark for closure does not show up  in the search results, it is likely not eligible to be closed. Review the checklist above.



c. Once you have selected the voucher you intend to close, check the box to ‘Mark Voucher for Closure’.  

If the voucher is associated with a PO, a pop up box will appear asking if you would like to restore the encumbrance associated with the voucher you are closing.    




d. Restoring the encumbrance will undo the matching that occurred on the voucher. This will make the amount that had been matched on the voucher available for future use from the PO.

e. If there is more than one line associated with a PO on the voucher, all POs associated with the voucher will appear. Check the box next to each PO you intend to restore the encumbrance for then click ‘OK’. 
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	f. Enter a note in the Comments field if desired. This will show up in a hyperlink on the Summary tab of the voucher once the voucher is closed.

Click ‘Save’. 

You can choose to run ‘Voucher Post’ from the drop-down menu if you would like the Closed status to show on the voucher immediately. Otherwise, the Close Status will be updated in the nightly batch cycle.  
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	Navigation
	Accounts Payable Homepage > Vouchers > Add/Update > Regular Entry
or
NavBar: Navigator>Accounts Payable>Vouchers>Add/Update>Regular Entry

	
	g. To confirm the voucher has a Close Status of ‘Closed’, go to the Summary tab of the voucher. You may have to check this status the next business day.

Select the ‘Comments’ link to view the comments entered when the voucher was closed.



A closed voucher will still show up in SMART, but the Close Status will be ‘Closed’. The voucher cannot pay or be processed further at this point.  

A voucher will also have a Close Status of ‘Closed’ when a payment is cancelled via a DA-7 request form.  
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	Navigation
	Accounts Payable Homepage > Utilities > Query Viewer
or
NavBar: Navigator > Reporting Tools > Query > Query Viewer

	3.
	Look up Deleted or Closed Vouchers Using a Query

Use the queries listed below to find vouchers that have been deleted or closed within the specified date range.

KS_AP_DELETED_VCHRS KS_AP_CLOSED_VCHRS
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Microsoft_Visio_2003-2010_Drawing1.vsd
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T Addiupdate ~ Summary || Related Documents || Invoie Information || Payments | Voucner Atviutes || Error Summary

Business Unit Invoice Date 03162018
Regular Entry Invoice N
Voucher ID 00024377 Invoice No 38885060
Voucher Style Regular Invoice Total 106976 USD
Voucher Search ‘Supplier Name TRANE US INC
3600 PAMMEL CREEK RD
Quick Invoice Entry LACROSSE, Wl 54601.7599
Entry Status Postable Pay Terms Due Now
Close Voucher Match Status peaqy Voucher Source Online
Approval Status Pending Origin ONL
Post Status Unposted Created On 0410672018 4:02PH
Delete Voucher
Created By
Last Update 04/06/2018 4:19PM
UnPost Voucher Budget Status Vaiid Modified By UC4
ERS Type Not Applicable
Voucher Setoff Update Budget Misc Status Vaiid Close Status Open
u Vi Related  Payment iy T8 o st

-1 Voucher Build Error Detail

[

Save | [lat Retumto Search | ] Previousin List | [45 Nextin List | [[=] Nolity |3 Refresh |

M Maintain v ‘Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary
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Voucher Delete

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

Find an Existing Value

¥ Search Criteria

Business Unit | = v XXX00 aQ
VoucherID | begins with v| 00024377
Entry Status | = v v
Invoice Number | begins with v
Short Supplier Name | begins with v
Supplier ID | begins with v Q

Supplier Name | begins with

Case Sensitive

ﬁ Clear | Basic Search & Save Search Criteria
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New|
Delete Voucher Voucher Details
Business Unit Voucher 00024377
Supplier

Supplier 0000017025 TRANE US INC
Short Name TRANE US 1-001

Voucher Information

Invoice 38885060 Origin  ONL Header Budget Status  Valid
Date 03/16/2018 Group Non-Prorated Budget Status  Valid
Gross Amount 1,069.76 USD Entry Status  Postable
Related Voucher

[[save | | Rewmtosearch || Notiy

Delete Voucher | Voucher Details
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Warning - Delete Confirmation (7030,12)

Press OK to delete the voucher. Press Cancel if you do not want to delete the voucher.

=
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Budget transactions related to this voucher have been deleted. (7030,473)

Please review your budget account balance and activity.

‘OK ‘Cznnel
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(7 Adaiupdate ~ Summary || Related Documents || Invoice Information || Payments || Voucher Attibutes | Eror Summary

. Invoice Date 11302017
Business Unit
Regular Entry
Voucher ID 00024337 Invoice No 24544
Voucher Style Reguiar Invoice Total 75000 USD
Voucher Search ‘Supplier Name COMMERCIAL FLOORWORKS INC
6980 W 153RD ST
Quick Invoice Entry OVERLAND PARK, KS 662233117
Entry Status Postable Pay Terms Due Now
Close Voucher Mateh Status yrgicnea Aproval KO youcher Source oniine
Approval Status Approved Origin ONL
Post stat Created On 040572013 255PM
Delete Voucher st tatus Posted
Created By
Last Update 04052018 10:45AM
UnPost Voucher Budget Status varg Mot By
ERS Type Not Appiicable
Voucher Setoff Update Budget Misc Status Vaig Close Status Open
“View Related| Payment inqury T ot stu

71 Voucher Build Error Detail

E/save |G Retum to Search | [ Noty | [ Refresh |

(@ Maintain v Summary | Related Documents | Invoice Information | Paymens | Voucher Aiues | Eor Summary
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Voucher Close

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

¥ Search Criteria

Business Unit

Voucher ID

Invoice Number

Short Supplier Name

Supplier ID

Supplier Name

Close Status Indicator

[ case Sensitive

A L R

= ‘ XXX00 aQ ‘
begins with v| 00024337

begins with

begins with

begins with

begins with
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Close Voucher Voucher Details

Business Unit s

Supplier

Supplier 0000059373
Short Name  COMMERCIAL-028

Voucher Information

Invoice 24644
Date  11/30/2017
Gross Amount
Related Voucher

Process Manual Close

Manual Close Date |04/16/2019

Voucher 00024337

COMMERCIAL FLOORWORKS INC

Origin  ONL
Group
750.00 USD

Mark Voucher for Closure

Header Budget Status
Non-Prorated Budget Status
Entry Status
Close Status

Comments ‘

S oo |

Close Voucher |

Voucher Details
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You are closing a PO Voucher. Do you wish to restore Encumbrance and reopen (unmatch) the PO? (7030,630)

Note: This process cannot be Undone.

Note that subsequent voucher posting will automatically unmatch the voucher if your answer is YES.

1F'No', only the voucher iabilty will be iquigala To restore the encumbrance associated

with the voucher, click 'Yes'.
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PO Associated with the Voucher x

Help
Business Unit  # Voucher 00024337

Select Al [ Deselect Al

Purchase Order and Voucher Details

5 Q 1-10f1 v | View Al
Restore .
Encuiye e POURit  PONo. Status Search
1 7 - 0000015130 D (]

Check the box next to each PO you

Select All 0 Deselect All

I want to be restored at the close of
@ Cancel | the voucher. Then click 'OK"
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Close Voucher ‘ Voucher Details

Business Unit 1 Voucher 00001910

Supplier

ShortName ~ STAPLESCO-001

Voucher Information

Process Manual Close

Manual Close Date |04/19/2019

Comments | Closed Incorrect Supplier JR 04/19/2019.

O Return to Search H Notify ‘

Supplier 0000002571  STAPLES CONTRACT & COMMERCIAL INC

Invoice 3373197438 Origin
Date  03/30/2018 Group
Gross Amount 31.05 USD
Related Voucher

Action:

New Window |

If you choose, use the Action dropdown
menu to run 'Voucher Post' after you have
saved the transaction.

ONL Header Budget Status.

Non-Prorated Budget Status
Entry Status
Close Status

Enter a Comment about the

voucher closure (optional).

@ Mark Voucher for Closure

Help |

Pe
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‘Summary || Related Documents || Invoice Information || Bayments || Voucher Attributes || Error Summary

Business Unit Invoice Date 033012018
VoucherID 00001910 Invoice No- 3373197438
Voucher Style Regular Invoice Total 31.05 usp
Supplier Name STAPLES CONTRACT & COMMERCIAL INC
DEPTDAL I
PO BOX 83689
CHICAGO, IL 60696-3689
Entry Status Postable i Pay Terms Due Now
Match Status yatceq Fpproval History Voucher Source Online
Approval Status Approved Origin ONL
Post Status Posted Created On 04/06/2018 12:27PM
Created By

Last Update 0411912019 10:47AM

Budget Status Vaiig Modified By (1 /
ble

Budget Misc Valig Comments(1)
Status.
“View Related | Payment inguiry v e - DR B

I UpdatelDisplay

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary

Save | [a Refumto Search | [ Notity | <3 Refresh |
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ucher Comments (Maximum number of characters allowed for comments is 284)

Help

Comments:
[Closed Incorrect Supplier JR 04/19/2019

215 characters remaining
L @ @{ @} ]
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KS_AP_DELETED_VCHRS - Deleted Vchrs.

Business Unit Q
From Accounting Date [03/01/2018 |[5] Includes the User ID of person
To Accounting Date 0471812019 |[5) who deleted the voucher and
Download results i Excel SpreadSheet CSV TextFile XML File (1 kb)

View All First 12072 Last

Business Gross Updated
Sme®® Voucher Invoice  Supplier  u°  Staus  Entered  AcctgDate "PEe(*!  peite ate

1 00024204 95195 0000163007 622.960 Deleted 0311912018 03/19/2018. 0312272018
28 00024377 33885060 0000017025 1069.760 Deleted 0410612013 04/06/2018. 04/1612019
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KS_AP_CLOSED_VCHRS - Closed Vchrs

Business Unt |
From Accounting Date 03752078 |5
To Accounting Date 047182079 |5

Download results in:  Excel SpreadSheet CSV Text File XML File

View All
Business Unit  Voucher Invoice

ac V8851092 2059515

2 - 452283 20180308400212001

3 - V8856880 6170020

4 - 21106935 0258912136568768

Supplier
SINGLE_PAY
0000049845
SINGLE_PAY
0000520036

(kb

First

Close Status | Acctg Date.

c
c
c
c

031612018
031202018
032712018
0410112018

14014 Last
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