Web Claim Voucher Instructions

Logging In

To login in to the Claim Voucher Web Forms openebwrowser and go to the Ul Home
Page ahttp://www.uidaho.eduto logon to the Employee Web Login. Once logged i
CLICK on Employee Menuscroll to the title Administrative Tasks and s¢l€aim
Voucher Entry.

Create a New Claim Voucher
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Current Claim Vouchers
Create New Claim Voucher

You have no existing claim vouchers.
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CLICK on Create New Claim Voucher
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Create New Claim Voucher

Department: lm
Payee ID: W Search...
Chart of Accounts: IW
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Enter information in the Claim Voucher Fields
0 Select Department
o Vendor Payee ID or and Individual's Vandal Numbé#)

If you do not know the Payee ID, the Search Buttidhallow you to
query Banner for the information.

If the Vendor or individual does not currently €xn Banner or the
available address is not correct, contact AccoBatgble for the GID
Identification to be created/ updated.

o Chart of Accounts will normally be the Universitfy/ldaho, but if the
payment would be from the Ul Foundation you wowdtest Chart F.

SelectCreate New Claimwhen finished.



A Banner “I” Invoice Document will be assigned tetClaim Voucher at This point.
The | number is viewable on Banner FOIDOCH as situs.
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Edit Claim Voucher Details for 11513992

Department: |Class Training A

Payee: KENSTA Ken's Stationery Inc
Address: |916 N Mountain View Atin- Tracy Arvas Moscow, 1D 83843 x|

Approver 1 1D: W Search._.
Approver 2 ID (optional): li Search...
Approver 3 ID (optional): li Search..
Invoice Total: Imoo—

Vendor Invoice Number: IW
Contract Number: I—

Office Supplies for Program Example ;I

Description:

CLAIM VOUCHERS VANDALWEB LOGOUT

|
Check Remit Information: |Accoum number 003783-000 Nov 2011
Cancel
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Using the down arrow, select the address for tlyeneat to be mailed. You also
have the direct deposit indicator to determinédf person will be receiving a check
or as direct deposit.

Enter Approver 1 ID: If you do not know their ValdNumber, select the SEARCH
button.

Approver 1 is a required field, but depending onrywollege and department, you
may need to add additional approvers. Please bhesathat the claim voucher
approvals are not in place of Banner document ajsanly the written signatures.
Enter the Total Amount of the Claim Voucher Payment

Enter the Vendor Invoice Number: (See Addition&bimation regarding invoice
numbers).

Enter the Purchasing Services Contract Numberefisravailable

Enter the Description or body of the Claim Voucfeem. This information will be
forwarded directly into Banner Document Text FOATEXIf you are using Grant
funding, please be specific in your descriptions.

Enter Remit Information: The Remit informationmeys on the check stubs and
direct deposit notices, this field provides thepemt with additional payment
information such as an account number or a degmmnipf the payment.

CLICK on SAVE when finished.



Your screen will now add all information. If angr@'s occurred you will not be allowed
to move forward. Or if you need to Edit the Headetect Edit the Header and update
the information.

Vendor Invoice Number: 98721
Contract No:
Description: Office Supplies for Program Example
Check Remit Info: Account number 003783-000 Nov 2011

Edit Header

Accounting Detail

Line Transaction Type | Index | Fund Org | Acct | Prog |Actv |Amount NSF
1 |Supplies, Others SFY019|[YSF019 |SFY019||ES450 |07UNA 100.00 |Edit‘ Delete

Add Accounting Line

Comments

There are no comments to display

Add Comment

Attached Images

[Sequence Type| Size | Uploaded By | Date | view [ Delete
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CLICK on Add Accounting Line.

o Enter The Transaction Type or Commodity Code tleat describes the
Payment. The commodity codes are used for regpptimposes and are a
requirement. (See Additional Information regard@igim Vouchers)

o If you are using a Budget or Index to pay for tkpenditure, Select
Budget and continue to complete the informationuiding the amount.

o If you are posting to a General Ledger Accounte&eGL Account and
enter the Fund and Account Information including &mount.

o If you need to split the accounting, add additic@dounting lines that
should total the amount listed in the Header Infation.




CLICK on Save.
It will return you to the Claim Voucher Summary Rag

You canAdd commentsif special instructions are needed.



Attached Images

Select Add Image

Browse to locate the PDF file of the support docoite be attached to the Claim
Voucher form.

After the form has been located, Predd OAD to attach it to the Claim Voucher
Form

It will return you to the Claim Voucher Summary Bag

On The Claim Voucher Summary PagelCK on Submit. If entering more than one
claim voucher at a time, select the claim vouchbrtb be returned to the Claim Voucher
Entry Form.

SelectionPrint Form. Allows you the ability to Print the document faswr records, but
do not forward it to Accounts Payable; the imagthinithe Claim Voucher Program will
be submitted directly to the Document Imaging Paogr



CLAIM VOUCHERS PENDING APPROVALS

Once your Vandal number has been selected as aovappyou will have access to
approve Claim Vouchers on the Vandal Web. As thmuchents are submitted by the
originator, you will receive an email notifying yad the pending document.

Logging In

To login in to the Claim Voucher Web Forms openebwrowser and go to the Ul Home
Page ahttp://www.uidaho.eduto logon to the Employee Web Login. Once logged i
CLICK on Employee Menuscroll to the title Administrative Tasks and seléaim
Voucher Approval. Select the Claim Number for your review. Youw csick onHere

to view the document and click éitached PDFto view the supporting document.

Select Approve and it will forward to the AccouRtayable Staff for Review and
Processing, unless there is an additional appriowasur department added at the time of
creating, it will pass to those approvers and tieesccounts Payable.

If the Document needs to be returned for updatehanges, select Return. It will pop
up a text box to allow you to provide instructidnghe originating user. The instructions
will be added to the Comment Box of the documerntedisted in Banner for FOATEXT
once it has been corrected.



Once the review is complete CLICK &ubmit Claim the claim will disappear from
your list to approve as it forwards on to the AauisuPayable Processing.

Additional Information:

INVOICE NUMBER ENTRY RULES FOR CLAIM VOUCHER ENTRY:

Consistency is important with the vendor invoicentners because Banner checks for
duplicate invoice payments by the invoice numbdrse Vendor Invoice Number is the
actual invoice number printed on the vendor’s igeoi

Use the following rules for consistency:

1.

NOTE:
1.

If there are zeros in the invoice before or atfternumber (i.e.00006789) enter

all the zeros exactly how the invoice number readthe invoice.

The following is the rule for invoice numbers wipaces in them:

a. For invoices that have numbers and spaces, alwdgs the spaces (i.e..,001
456 15789).
The only exception to the rule is if the numbemisre than 15 characters
long, then eliminate the spaces. If there are mausespaces, only enter one
space.

b. If the invoice number has numbers and letters AB 12345), eliminate the
space to read AB12345. Another example would Be4b7A. This should
be entered as 1B457A.

If the invoice number is longer than 15 charactelisjinate any -,V, or spaces
from the number. If more room is needed, countftbe right backward 15
characters. Usually the last characters are mgsditant to vendors.

If there isno _invoice numberlisted on the invoice, look to see if there is an
Account number on the invoice. If so, use Accaunhber {space} and the
invoice date. { For invoice date use format of 1218 If there is no account
number listed on the invoice, use thede of the invoice {space} and the dollar
amount (i.e., if the invoice date is 12-13-11 for $50.08e121311 500{ho
decimal} as the invoice number.)

UTILITIES invoice numbers usually consistsAécount number and the
billing date. Remember, to pay ONLY current charges.

When payindRrosauersSuper Market invoices, use thaccount number,
space and the amount on the receipt.




2. When payind@Best Western use the accoumiumber, space and invoice
number.

Example: 33010 162274
3. Utilities: Intermountain Gas, Drop the first (4) numbers of the account number,

space and enter the date of the invoice. For praeelit,enter the full account
number in the check remittance block Example: 88000013 092011

Idaho Power, drop the first two (2) numbers of the accoungcgpand date of the
invoice. Again for proper credignter the full account number in the check
remittance block. Example: 12713561 080611

Payments Against Claim Vouchers  Administrative Procedure Manual section 75.31
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