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Copy From a Receipt
Statewide Management, Accounting, and Reporting Tool
Why should I copy from the receipt when creating a voucher? 

1. You are less likely to have to adjust the quantity/amount on the voucher.  When you copy from the receipt line, the quantity/amount received is pulled in not the total PO quantity/amount.

2. Fewer matching issues.  There is a known problem in SMART that we believe should be resolved once bundles have been applied.  At this point, however, if there are multiple receipts against one voucher line the system is duplicating the quantity/amount received when calculating during the matching process. The result is that SMART believes the PO is fully matched when in actuality it has only been partially matched.  By copying from the receipt there will not be multiple receipts against one voucher line and therefore will not create this duplicating issue during the matching process.

	Step
	Action

	1
	Navigate to: Accounts Payable, Voucher, Add/Update, Regular Entry – Add a New Value tab

Add a new voucher.  
[image: image1.png]b Billng
b Accounts Receivable

~ Accounts Payable

~ Voucher Search
- QuickInvoice Entry
- Summany Invoice Entry|
- Complete Reaister
Voucher
- Close Voucher
- Delete Voucher
- Update Open ftem
-~ UnPost Voucher
- Voucher Setoff Update
© Maintain
b Approve
© Control Groups
b Payments
© Batch Processes.
© Review Accounts Payable
Info
b Reports
- Interfund Details
b eSettiements

INEXT
Voucher Style: Regular Voucher v

Vendor D:  Ja

Vendor Location: | —)

Address Sequence Number: | 0Q

Invoice Number: NVoucherromRecept
Invoice Date: i el

Gross Invoice Amount: T
Freight Amount: T

Misc Charge Amount: 0.00

Estimated No. of Invoice Lines:| 1

Find an Existing Value | Add a New Value






	2
	On the Invoice Information tab, select “PO Receipt” from the drop down list next to the Worksheet Copy Option field
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	Enter your PO Business Unit and click the magnifying glass to look up the appropriate Purchase order number and click the search button.  This will show you all the receipts that have not been vouchered against for this PO.
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	Scroll all the way to the right of the screen and select the View All link.  Be sure to select all the receipts/receipt lines that you want to pull into the voucher and then select the “Copy Selected Lines” button.  Select the “Select All” link if all receipt lines for that receipt are to be included in the voucher.  If you have more than one receipt to include in the voucher, be sure to select all the receipts/receipt lines as in the example.
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	Once you click the copy selected lines button, the receipt lines will be copied into the voucher.  In this example, two (2) separate lines will be created on the voucher, one (1) for each receipt:
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