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Adding a New Voucher

1. Go to Voucher & Vendor Maintenance
→Voucher Entry

2. Complete the following fields:
Supplier ID
Address Sequence Number
Invoice Number
Invoice Date
Gross Invoice Amount

4. Click Add
5. The system will direct you to Invoice Entry

6. Complete/Review each open field
Supplier ID Supplier
Address Invoice No.
Invoice Date Payment
Terms Payment
Handling
Goods/Services Date
Travel Auth. No.
Category ID
Description
Speed Type (Project)
Account
Merchandise Amount

7. Click Save

8. Submit Document Image
● Go to Invoice Image Tab.

Click Upload Document.
Browse & select the file on your
computer, and Upload.

9. Click Submit for Approval
on Invoice Info Tab to forward to
your Campus Approver




