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Learning Objectives

* How to Get to the Voucher Screen
» How to View the Payment Information

* How to View Additional Payment
Information

This course will cover:
How to get to the voucher screen
How to view the payment information

How to view additional payment information
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Once you are logged into CUBS, click on Vouchers.
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Voucher

) e ——
\CEind an Exsting Valus ™) Add a New Value

Business Unit: Q

Voucher ID: MEXT

Voucher Style: Regular Voucher -
Short Vendor Name: Q

Vendor ID: aQ

Vendor Location: Q

Address Sequence Number: 0|Q

Invoice Number:

Invoice Date: i}

Gross Invoice Amount: 0.000

Estimated No. of Invoice Lines: 1

Add

Find an Existing Walue | Add a Mew Value

The Voucher Panel appears. Click on the Find an Existing Value Tab.
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Voucher
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Business Unit: = |w (¥} (6}
Voucher ID: heging with

Invoice Number: benins with +

Short Vendor Name: | hegins with +

WVendor ID: hegins with v Q

Name 1: haging with v

Voucher Style: = v v
Entry Status: = v v
[case sensitive

Clear | Basic Search [Z) Save Search Criteria
G

Find an Existing Value | Add a New Value

Enter the Voucher Number in the Voucher ID field. Click Search.
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I Summary [ 1( ) I |

Business Unit: cu Invoice No: 983

Voucher 1D: 00261825 Invoice Date: 06/02/2005

Voucher Style: Regular Gross Amt: 100.000 usD

Contract ID:

Vendor Name: Aramark Serv Corp Pay Terms: Due on Rec
POBOX429
Clemsaon, SC 29633-0429 Origin: K

Entry Status: Pastable Voucher Source: Online

Match Status: o Watch Post Status: Posted

Approval Status: Approved

Budget Header Status: Valid Budget Check

Non-Prorated Budget Status:  Valid Budget Check Entered on: 062312005

Created By: JCOBB

ERS Type: Mot Applicable Last Updated: 062312005

Close Status Indicator: Open Updated By: JCOBB

Bsavel (QRetunto Seaich) (2 Retresh Bradd

The Voucher Summary Panel appears.
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Payment Method

‘Bank:

Pay Group:
‘Account: *Handling:
‘Method: Check “Netting:
Message:

Messages
Message will appear on remittance advice.

Payment Date:
Reference:
Letter of Credit: =

Payment Inguiry Holiday/Currency Options ~ Express Payment  Wendor Bank Account

Payment Options

*Action: Hold Payment Separate Payment

Hold Reason:

Pay:

Note: is for internal use only and will not appear on remittance advice.

Scroll down to the Schedule Payment Section. The (Check) Payment Date and
Reference fields are populated if the check/payment has been issued. Click the

Payment Inquiry Hyperlink for additional information regarding this payment.
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