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How to Find an Existing Voucher

NOTE: If additional assistance is needed, please
contact the respective AOC Department staff or the JIS
Service Desk.

There are several methods to locate an existing voucher so that vouchers
can be modified or reviewed as needed:

e Viathe Voucher Add/Update Page
e Viathe Voucher Activity Inquiry Page

IMPORTANT NOTE: It is critical that an existing voucher be modified when
needed, rather than creating a new voucher. Duplicate vouchers (or two
vouchers having the same invoice number) cause a number of issues, and

delays processing. If you have entered duplicate vouchers by mistake,
please contact the Help Desk for assistance. It might also be necessary for
a voucher to be recycled or for a voucher to be deleted.

Method 1: Voucher Add/Update Page

GEARS Navigation

Main Menu > Accounts Payable >
Vouchers > Add/Update > Regular
Entry

Main Menu > Accounts Payable >
Vouchers > Add/Update > Quick
Invoice Entry

Favorites » ManMenus > AccountsPayable > Vouchersv > AddUpdatev > RegularEntry

For District Court Only: Favoress  ManMenws > AccountsPayables > Voucherse > AddUpdatew > QuickInvoice Entry
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How to Review Voucher and Attachment

1.0

Process

GEARS Quick Reference Tip Sheet

This document is intended to provide a quick reference to completing standard transactions within GEARS.

e VoucherID
e Invoice Number

e VendorID
e Vendor Name (Short Vendor Name or
Name 1)

Most search options provide operators such as
equal to (=), greater than (>), less than (<),
begins with, contains, etc., to assist in defining
your criteria.

Note:

If you do not know the Voucher ID or Invoice
Number, try using Vendor Name, Invoice Date
or other criteria. A combination of the search
criteria may help limit results to your specific
needs.

Search

Click the button.

STEP ACTION DETAILS
1. Click the Find an Existing Value tab. Voucher
Add a New Value
Enter and/or select search criteria such as: Voucher

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Business Unitl = 5 LAn D x|Q
Voucher ID[contains __ v][1227 >
Invoice Number| begins with v

Invoice Date El

Short Vendor Name
Vendor ID Q

Vendor Name

Voucher Style|= V| | V|

Related Voucher

Entry Status|= v | v|

Voucher Sourcelz V| | v|

Incomplete Voucherl = V| | v|

Ref Do begins vith V]

D Case Sensitive

=@ L
Search Clear Basic Search |2 Save Search Criteria
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GEARS Quick Reference Tip Sheet

Payable Info > Vouchers > Voucher
Activity Inquiry

Find your Voucher ID in the Search Results,
3. | and click on it to access the voucher. The
Search Results
voucher then opens to the Voucher Summary |
page. Click on the Invoice Information tab to Business Unit Voucher ID  Invoice Number Gross Invoice Amount Payment Amount Invoice Date Short Vendor Name  Vendor ID
; MDJUD D51107160130CC 114.93 11493 11/07/2016 CAROLINESC-001 0000011144
make any necessary adjustments to the MDJUD  OOZBT227 ATT10022016SZ 300 300 10/02/2016 STEPHANIEZ-001 0000011615
voucher. MDJUD 00271227 00400K23 15 15 08/24/2016 SINGLEPAY-1 999999999
MDJUD 00261227 2686016-0 3745 3745 07/12/2016 RUDOLPHSOF-001 0000005387
MDJUD 00251227 1280JFB 275 5 2755 06/08/2016 CIRCUITCOU-077 0000006726
MDJUD 00241227 20160421DD  119.27 119.27 04/29/2016 DOVELDOTTI-001 0000003499
MDJUD 00231227 ATTO31520165R 41728 41728 03/15/2016 STERLINGWA.001 0000012384
. : MDJUD 00221227 SKO201161100 0548 95.48 02/01/2016 SOHYUNESTH-001 0000001183
Note: If you enter the Voucher ID exactly in MDJUD 00212279 D34WOASY 20 80 01/05/2016 SINGLEPAY-1 999999999
full, search results are not shown. Instead, the | wmooup 00212278 03220887 180 180 01/05/2016 SINGLEPAY-1 999999999
h il di | h h MDJUD 00212277 D2THOAFQ 345 345 01/06/2016 SINGLEPAY-1 999999999
voucher will open directly on the Voucher MDJUD 00212276 02280H9D 83 83 01/05/2016 SINGLEPAY-1 999999999
Summary page. Click on the Invoice MDJUD 00212275 02270HI0 80 80 D1/08/2016 SINGLEPAY-1 999999999
. MDJUD 00212274 D1W20CDV 150 150 01/05/2016 SINGLEPAY-1 999999999
Information tab to make any necessary MDJUD 00212273 01VRODM2 90 80 01/05/2016 SINGLEPAY-1 999999999
adjustments to the voucher. MDJUD 00212272 O1T90J7H 50 50 01/05/2016 SINGLEPAY-1 999999999
MDJUD 00212271 O1T80J7H 44 44 D1/06/2016 SINGLEPAY-1 999999999
MDJUD 00212270 015MOBGS 160 160 01/05/2016 SINGLEPAY-1 999999999
MDJUD 00211227 24045-1215 985 9.05 12/28/2015 FRANKSCOFF-001 0000006975
MDJUD 00201227 414733 861 861 10/31/2015 RAPIDRESPO-001 0000010038
MDJUD 00191227 ATT10052015JW 404 6 4046 10/05/2015 PATEL&WILL-001 0000012254
MDJUD 00181227 ATTOB2120150M 4253 4253 08/21/2015 LAWOFFIGEQ-007 0000011785
MDJUD 00171227 030400143332015 20 20 07/24/2015 SINGLEPAY-1 999999999
MDJUD 00161227 17734 508 508 06/09/2015 CHESAPEAKE-012 0000005484
MDJUD 00151227 2015Q4BB 2750 2750 05/08/2015 BEDFORDTBE-001 0000001804
MDJUD 00141227 CNO323150800 163568 183,63 03/23/2015 CAMERONNIA-001 0000007344
MDJUD 00122799 DOGTOBP2 83 83 012012015 SINGLEPAY-1 999999999
Method 2: Voucher Activity Inquiry Page
GEARS Navigation
Accounts Payable > Review Accounts | fayiecy  NanMenur > Accounts Payable > Review Accounts Payable Ifow > Vouchers» > Voucher Actiiy Inquiy
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2.0 Process

GEARS Quick Reference Tip Sheet

This document is intended to provide a quick reference to completing standard transactions within GEARS.

STEP ACTION

DETAILS

Enter and/or select search criteria on

1.

Voucher Activity Inquiry

Results, and click on it to access the
voucher. The Voucher Summary page
opens in a new window. Click on the
Invoice Information tab to make any
necessary adjustments to the voucher.

Note: Please see the Running a
Voucher Activity Inquiry tip sheet for
more information.

HYH H “Business Unit ] Mounja Exclude Deleted Vouchers: [] Exclude Closed Vouchers: []
the Voucher Activity Inqqu page. You | "™ s A
can enter as much search criteria as You | ocomumper  [Bamw | nvoice Date From & tveice Date To
||ke Gross Invoice Amount |___¥| -
PO Number [Begnswi_~ 1 projectiD Q
. . 2 Vendor ID Beginsw/ Supplier Name Vendor Search
Suggestion: If you fjon t know the I ] .
Voucher ID or Invoice Number, one Program Cost Account [Bemsw V] [30001 |Q Account From @ Account To 2
approach is to enter your PCA and Approp Year From % Approp vear To “
. Acct Dt From 09101120163 Acct Date To 1210172016 [
Userld' Matching, Approvals, Status Search Options
L. BudgetStatus|  “|  Post Staws v Staws [DBF in Process v
Note: At a minimum, you must enter a Match Seatus | v Approval saatus | v
PCA (Program Cost Account), OR [CSeadh ] Gleat | “Glick Clear to Refresh Search
VOUCher |D, OR PO Number, OR PrOjeCt Search results Personalize | Find | View All | £2)| 8 First 4 1202 b Last
Business ransaction Status. oucher foucher Description Invoice Number Invoice Date Invoice Amount \ccount
ID. At least one of these four fields is e i s S ’ ! s
requ"_ed |n Order to execute the Search' 1MDJUD DBF in Process 00295396 Judicial Inst-Case Time mgmt 20160920vP 11/2872016 153.36 30001 401
£ >
2- Click the button.
The search results appear at the bottom | _ e
earch results ersonalize | Find | View All | &= First 1-20f ast
3. of the Voucher Activity Inquiry page. Business  Toangaction Sttus Voucher || Voucher Description Invoica Mumbar invoics DateInweiceAmount  PCA Account
1 MDJUD DBF in Process 00295396 Judicial Inst-Case Time mgmt 0401
F|nd your Voucher ID in the Sea rch 2 MDJUD DBF in Process 00285401 Confof CC Judges 0401
< >
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