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 AP.050.030 – VIEW AND CORRECT VOUCHER BUILD ERRORS
	[bookmark: pp_ref_BEFORECONCEPT]Purpose
	
· To view and correct Voucher Build errors.


	Description

	
The Voucher Build process can result in pre-edit errors, stored in the quick invoice tables, or vouchers in recycle status, stored in the online voucher tables.

Pre-edit Errors:
Pre-edit errors prohibit the transaction from being processed by voucher edit processing. For example, if the transaction has an invalid vendor ID, the voucher edit subprocess cannot process default values correctly, because vendor ID is part of the Payables control hierarchy. The following general conditions result in pre-edit errors:
· Invalid business unit
· Invalid vendor
· No default location for vendor
· Blank invoice ID, and auto-assign option is not selected on the run control page
· No invoice date, and auto-assign option is not selected on the run control page
· Invalid vendor location (if specified)
· Invalid vendor address (if specified)
· Invalid voucher origin (if specified)
· No association of purchase order or receiver lines with voucher lines, and distribution information is absent
· No voucher line information.

Recycled Vouchers:
Vouchers without pre-edit errors pass to the voucher edit subprocess. The voucher edit subprocess marks any vouchers that fail its edits as Recycled. The edits performed by the voucher edit process are essentially the same as those performed by the Voucher component. 

Note: Any voucher validations that are set up to pass and provide a warning during online voucher entry – such as duplicate invoice checking – pass the voucher edit process without warning.

Any voucher validations that are set up to reject an online voucher that fails – such as duplicate invoice checking or chartfield editing – are set to recycle by the Voucher Build process. If the Voucher Build process finds duplicate vouchers, it sets both to recycle status.


· The Voucher Build process can result in pre-edit errors, stored in the quick invoice tables, or vouchers in recycle status, stored in the online voucher tables.
· Pre-edit errors prohibit the transaction from being processed by voucher edit processing.
· Voucher without pre-edit errors pass to the voucher edit subprocess. The voucher edit subprocess marks any vouchers that fail its edits as Recycled.
· To search for Voucher Build errors for vouchers created by the Banner to AP Interface, use the Control Group ID search criteria.
· To search for Voucher Build errors for vouchers created by Voucher Upload or Quick Invoice errors, use the Origin search criteria of “XML” or “ONL.”


	Security Role
	
BOR_AP_INQUIRY
BOR_AP_VOUCHER_ENTRY


	Dependencies/
Constraints
	
Vouchers within a Control Group cannot be modified if the Control Group Status is Verified.  Users must change the control group status to Assigned before the voucher can be corrected.


	Additional Information
	
None












Procedure
Below are step by step instructions on how to view and correct Voucher Build errors.

	Step
	Action

	1. 
	Click the NavBar icon.

	2. 
	Click the Menu icon.

	3. 
	Click the Accounts Payable link.

	4. 
	Click the Vouchers link.

	5. 
	Click the Maintain link.

	6. 
	Click the Voucher Build Error Detail link.

	7. 
	Enter Business Unit in the Business Unit column.

· To locate all voucher build errors, search only by the Business Unit. 
· To limit search results to specific transactions:
· Banner errors - Select the Business Unit ID ending with a "B" for Banner vendors, e.g., "3600B" for Banner vouchers. For Banner voucher build errors, users should also use the Control Group ID to search for these errors. Note that multiple control groups may exist.
· Voucher Upload or Quick Invoice errors - search by Origin of 'XML' or 'ONL'.
· If searching for the voucher build errors for vouchers created by the Banner to AP Interface, click the Control Group ID list.


	8. 
	Click the Search button.

	9. 
	Click an entry in the Voucher ID column.

	10. 
	Review the Errors in the Invoice Line Errors section.

	11. 
	Click the Correct Errors link.
· If the voucher had Pre-Edit Errors, users will be directed to the Quick Invoice page.
· If the voucher is in a recycle status, users will be directed to the Voucher Entry page.
· Security note: Depending on the type of error the user is attempting to correct, other Security Roles may be required (BOR_AP_VOUCHER_ENTRY, BOR_AP_QUICK_INV, etc.). The Institution will need to determine who the appropriate user should be to correct errors and be sure the applicable security role has been assigned to the user.

	12. 
	If needed, correct issues.
· If the voucher is editable on the Quick Invoice page, users will need to fix errors and change the Build Status to “Build Voucher”.  Users may also choose to “Delete Voucher” if the voucher is no longer required.  
· If the voucher is editable on the Voucher Entry page, then the user can fix errors.  User may also choose to close or delete voucher.

	13. 
	Click the Save button.

After saving the Quick Invoice, users will need to run voucher build to clear voucher from Quick Invoice page and build into a regular voucher.

After saving recycled vouchers, the voucher should show as postable.
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