This voucher(s) includes a taxable (speaker fee, honorarium, etc) along with a non-taxable payment (travel reimbursement, meals, etc) this voucher will need to have TWO invoice lines  (NOT distribution lines) to separate these amounts for 1099 reporting required by the University.  The voucher(s) will need to be unposted by Accounting in order to correct it.  Once you receive notification that the voucher has been unposted - you MUST make the corrections the SAME day as voucher posting is run each night.
Accounts Payable –> Vouchers –> Add/Update –> Regular Entry –> Click the “Find an Existing Value” Tab and enter your voucher # in the voucher ID field and click on search.
Change the invoice lines to “2” by clicking on the “+” icon (be sure to select the one under invoice line not distribution line).  This will allow you to enter the taxable compensation (speaker fee, honorarium, etc.) on one invoice line and the non-taxable (travel expenses, etc.) on the second line.
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Business Unit:  COLUM “Invoice Number:
Voucher ID:  NEXT Invoice Date: ]

Voucher Style:  Regular

Vendor: @ Misc. Amou Non Merchandise Summary

e

Name

Q  Freight Amount:

e

Locatior C 1
‘Address:
Tota: 0.00
Balance: 0.00
Comments
PO Number

‘Advanced Vendor Search

“pay Terms: OE] Aeton: ] _run |

Accounting Date: [i577/2007

Control Grou: Q@ curency: Uspla

Purchase Order:

Line Distribute by _tem Description Quantity UOM  UnitPrice  Extended Amount
1 [Amount v Q (¥ 0.00 )
ShipTo  SpeedChart
903993 |Q Q. [use one AssetiD

Program Class

1 0.00, CoLUN QL Q Projects Q
Line ‘Distribute by ftem Description Quantity UOM  Unit Price. Extended Amount
2 [Amount v Q Q 0.00,
Ship To SpeedChart
999983 |Q @ [use one Asset D

8 @ rmtemet




To have your voucher UNPOSTED please contact our Accounting Services HelpDesk at 882-3051.
Feel free to call if you have any questions.  Thanks.

